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Mobility Tool+ Guide for Beneficiaries of the Erass programme

1. GENERAL INTRODUCTION

1.1. Description

Mobility Tool+ is a web platform tool for collabdian, management and reporting for
mobility projects under the Lifelong Learning Pragrme (LLP) and under theErasmus+
Programme of the European Commission. It is dew&ldypy the European Commission to be

used by the beneficiaries of Erasmus+ Projects gethhy Erasmus+ National Agencies.

The users of Mobility Tool+will find in the tool see of the information of the projects they
manage (included in the Delegation Agreement sigmigdd their National Agency) and are
able to encode the remaining information. They idantify participants; mobilities, outputs,
etc. and complete and update budget informatiore 0ol can also generate participant
reports and beneficiary reports, both based omtbbility data introduced by the Mobility

Tool+ users.

The elements of the projects managed in Mobilitpl¥@resents the diagram below.
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Mobility Tool+ supports the following Erasmus+actsand action types:

(1) Key Action 1 (KA1):

— KA101 - School education staff mobility
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KA102 — Vocational Education and Training (VET)rear and staff mobility

KA103 — Higher education student and staff mobility

KA104 - Adult education staff mobility

KA105 — Youth mobility
(2) Key Action 2:
— KAZ200 - Strategic partnerships addressing more tmanfield

— KA201 - Strategic partnerships for school education

KA202 — Strategic partnerships for vocational ediocsand training

KA203 — Strategic partnerships for higher education

KA204 — Strategic partnerships for adult education

KA205 - Strategic partnerships for youth
(3) Key Action 3:
— KA347 — Dialogue between young people and polickens

1.2. Mobility Tool+ users

The users of Mobility Tool+ are:

Beneficiary organisations — the main users of th, tresponsible for entering mobility
and participant details via the graphical userrfate or via the import process and for

entering budget information. They can also corthdtparticipant report data.

— National Agencies — the users of the National Agenenonitor the project information

and validate the information entered by the Beregifies

— The European Commission Directorate for Educatimh @ulture (DG EAC) — the system
owner and the central administrator of the tool

— Participants — indirect Mobility Tool+ usersintetiag with the tool via participant reports




2. ACCESS TO THE APPLICATION

2.1.What is theURL address of Mobility Tool+ website?

Mobility Tool can be accessed using the followinglUaddress:

https://webgate.ec.europa.eu/eac/mobility

2.2.How do I login to Mobility Tool+?

In order to login to Mobility Tool+ you need to leav
1) an ECAS (European Commission Authentication iSej\account and
2) be registered in Mobility Tool+.

For the first point please refer to tHeCAS User Manual document for more
information on registration and how to obtain aimogame and password. For the second
point,if you are the contact person of the benaficorganisation of an awarded project,
your email address was provided within your projepplication and you will be
registered automatically. If you are not sure whetbr not your email address was
provided in the project details or you are not suhech of your email addresses were
provided please consult your submitted applicaB®@F form or contact your National

Agency for support.

You are always redirected to ECAS login page fothamtication when you enter
Mobility Tool+. If you have never used ECAS systbafore, the authentication system
will welcome you with a screen similar to the omegented below. On this page, please
select “External — Partners, Researchers, Citizemgéss you work for any organisation
or agency listed on that page, i.e. European GeB&nak, European Institute for Gender

Equality, Eurojust, etc.

Commission européenne/Europese Commissie, 1049 Bruxelles/Brussel, BELGIQUE/BELGIE - Tel. +32 22991111

http://ec.europa.eu/dgs/education_culture



Contact | Privacy Statement | English (en}

EUROPEAN COMMISSION AUTHENTICATION SERVICE

European Com

aComm » Authentication Service > Where Are You Froi

Where are you from?

Welcome to the European Commission Authentication Service (ECAS).

Choose the institution or body for which you want to log in. Choose "External” if you don't work for a European institution or body. Choose "W+2" if
you have a special external account compesed of w and 7 digits.

If you aren't sure, select the "I don't know?" option for help

AN i
L 1}
v J
L

European Commission External

Eurepean Commission, Executive Agencies. Partners, Researchers, Citizens.
I have an account w + 7 digits. I don't know?
Special external accounts. More information about this screen.

[nstiutions | Regustory Agencies | Jot Undertakings | Other|

]: 7 T -~ T T
AC \ . '
[ ey e Gooparion ‘ » u’ danaadd
SpmliCen o

Agency for the Cooperation of Energy Artemis Joint Undertaking Committee of the Regions Community Plant Variety Office

Regulators

n L : @nl ac . .

P ‘* LVRIA 4 C INT UNDERTAKING
CONSILIUM g esrinoa
Council of the Eurapean Union Court of Justice of the European Unicn ENIAC Jeint Undertaking Eurojust

ECAS will remember the choice of your organisatioryour browser and will use the
selection in future logins. The ECAS login paget thau will normally see is shown

below.
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Contact | Privacy Statement | English (en) El

EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

European

Commission External

EUROPA » Authentication Service » Login

New password Sign Up Help

LOg in Not registered vet

Is the selected domain correct?
External Change it

( authenticates your identity on European ) Username or e-mail address

2 W

Password

requires you to authenticate _

Mobility Tool

P More options...

O] Remember my username

O] warn me each time an application asks for my identity
O view my ECAS account details after logging me in

(T[4 1N L ost vour password?

* Required fields

Last update: 24/10/2014 (3.10.1-hum) | 6 ms | & Top

The most important fields are:

— "Is the selected domain correct?" — should be awsst to "External”. If it is set

otherwise, please use "Change it" link and sel@étither an institution nor a

European body".

— "Username or e—mail address" — both username amil aadress can be used for

login. Since usernames are generated automaticplBfCAS during the registration,

we suggest using email address as an easier aiNerna
— "Password" — as defined during the registratiorcess

2.3.How to change language of user interface?

The Mobility Tool website can be translated to méanyguages. Languages available to

you can be seen on the upper right corner drop—digitvn

The list of available languages is using the follmymaming convention: "FR1 — English

(EN)", where “FR1” is the National Agency code,tims case French agency “Agence

Europe Education Formation France”, and “EnglisN)Hs the language available for

that agency. English is by default available toAgencies. Some Agencies offer more

11



than one language beside English, i.e. Frenchremdh speaking countries, Spanish for
Spain, Polish for Poland, etc.

There are default languages for Agencies. For elgnisench agency will only have

French language listed while other Agencies maymere languages available.

- beneficiary [ Log out ]|L-,;.| notic

European Commission
M obi I |ty to 0' PLO1 Foundation for the Development of the Education System

My Home

Welcome Beneficiary Test User

. About the tool
Lifelong Learning Programme

Mobility Tool is the system for the management of mobility projects that received an EU
Grant Agreement No | National ID grant under the Lifelong Learning and Erasmus+ programmes. The Tool is developed by
the European Commission for you, as beneficiaries of these projects.

2013-1-PL1-ERAQ2-00046

In the Mobility Tool you will be able to provide all the information on your projects,
identify participants and mabilities, complete and update budget information, generate
and follow-up participant reports and generate and submit your own report(s) to your
National Agency.

Erasmus+

National

Grant Agreement No B

2014-1-
PLO1-KA103-000098

Your National Agency

Name: PL1 Foundation for the Development of the Education System
Helpdesk - Contact:

® +48 224631302 (LEO, ESFO1), +48 224631296 (ERA), +48 224631682 (ESFO3)
* Email: MTool_Helpdesk@®frse.org.pl
® Web: micel.llp.org.pl

If your language is not present on the list, pleasatact your National Agency.

12



3. PrROJECT

3.1.How to view project details?

Login to Mobility Tool+using your ECAS username @mail address) and password.

After login you will see Mobility Tool+ page simildo the one presented below. This is
your Mobility Tool+ homepage.

)ser Status: Logged in: Ban.
European Commission

M 0 b i I i ty to 0' PLO1 Foundation for the Development of the Education System —

Welcome Beneficiary Test User

. i About the tool
Lifelong Learning Programme

Mobility Tool is the system for the management of mobility projects that received an EU
grant under the Lifelong Learning and Erasmus+ programmes. The Tool is developed by
the European Commission for you, as beneficiaries of these projects.

Grant Agreement No | National ID

2013-1-PL1-ERA02-00046

In the Mobility Tool you will be able to provide all the information on your projects,
identify participants and mobilities, complete and update budget information, generate
and follow-up participant reports and generate and submit your own report(s) to your
National Agency.

Erasmus+

National

Grant Agreement No D

2014-1-
PLOT-KA103-000098

Your National Agency

Name: PL1 Foundation for the Development of the Education System
Helpdesk - Contact:

* +48224631302 (LEO, ESFO1), +48 224631296 (ERA), +48 224631682 (ESFO3)
* Email: MTool_Helpdesk@frse.org.pl
* Web: mtool.llp.org.pl

Click the project's grant agreement number or natitD to see your project details.

Please note you may have projects from Lifelongriieg Programme as well as from
Erasmus+ Programme. Make sure you select theprgigct to manage.

13



European Commission

Mobility tool

My Home

Welcome Beneficiary Test User

. i About the tool
Lifelong Learning Programme
Mobility Tool is the system for the management of mobility projects that received an EU
Grant Agreement No | National ID grant under the Lifelong Learning and Erasmus+ programmes. The Tool is developed by
the European Commission for you, as beneficiaries of these projects.

2013-1-PL1-ERA02-00046

In the Mobility Tool you will be able to provide all the information on your projects,

identify participants and mobilities, complete and update budget information, generate
and follow-up participant reports and generate and submit your own report(s) to your

Erasmus+ National Agency.

National
Grant Agreement No

2014-1-
PLOT-KA103-000098

Your National Agency

Name: PL1 Foundation for the Development of the Education System

Helpdesk - Contact:

* +48224631302 (LEO, ESFO1), +48 224631296 (ERA), +48 224631682 (ESFO3)
* Email: MTool_Helpdesk&frse.org.pl
* Web: mtool.llp.org.pl

After selecting the project, your screen will prgsgome information about the project.

European Commission

Mobility tool

‘ Home | Project List | Organisations | Contacts ‘ Mobilities

Budget Reports

Project Details for 2014-1-PLOT-KA103-000098

Context information Project information History information
Programme: Erasmus+ Grant Agreement No.- 2014-1-PLOT-KA103-000098 Created by: MT System User

Key Action: KA1 - Learning Mobility of Individuals National Id: Created on: 21/10/2014 09:06:10
Action Type: KA103 - Higher education student and staff Project Title: — Updated by:

mobility Project Acronym: Updated on: 18/11/2014 10:08:19

Call Year- 2014

Round: 1

Start of Project: 10/02/2014

End of Praject: 30/04/2015 Beneficiary Organisation information

Project Duration (months): 16

PIC: 949555803

Narional Agency- PLO1 - Foundation for the Development of Legal Name: Polish Youth Organisatien

the Education System Business Name: Polish Youth Demo Organisation
For further details about your naticnal agency, please consult Full legal name (National Language):

the following page: Erasmus Code: D ELMSHORO1

http:/ /ec europa eu/programmes/erasmus-plus/tools Consortium ID:

/national-agencies/index_en.htm

14



3.2.User interface overview

The graphical user interface of Mobility Tool+ prof view contains a few elements that
are important to recognize and remember. The tm@s important elements of the page

are selected on the following screenshot.

ry TEST USER - beneficiary [ Log out ]‘Legalrl

European Commission

Mobility tool

I Home | Project List | Organisations T |  Contacts T |  Mobilities |  Budget | Reports

Project Details for 2014-1-PLO1-KA103-000098 1
Context information Project information 2 History information 3
Programme: Erasmus+ Grant Agreement No. 2014-1-PLOT-KA103-000098 Created by MT System User
Key Action: KA1 - Learning Mobility of Individuals National Id: Created on: 21/10/2014 09:06:10
Action Type: KA103 - Higher education student and staff Project Title: — Updated by
mobility Project Acronym: Updated on: 18/11/2014 10:09:19
Call Year: 2014

Round: |

Start of Project: 10/02/2014

End of Project: 30/04/2015 Beneficiary Organisation information

_Project Duration (months): 16

PIC- 949555893

National Agency: PLOT - Foundation for the Development of Legal Name: Polish Youth Organisation

the Education System Business Name: Polish Youth Demo Organisation
For further details about your national agency, please consult | Full legal name (National Language):

the following page Erasmus Code: D ELMSHORO1
http://ec.europa.eu/programmes/erasmus—plus/tools Consortium ID:

/national-agencies/index_en_htm

Areaindicated with number 1 contains a menu widtements:

Home and Project List— redirects to the main pagthe tool that shows the list of
projects

— Organisations — shows a list of organisationstakiag in the project, including the

beneficiary, sending, receiving or other type afamisations
— Contacts — shows a list of contacts for organisatio
— Mobilities — shows a list of mobilities with paripant details
— Budget — shows a project’s budget summary
— Reports — provides facility for final report to Matal Agency

This manual will describe each section of the tmobreater details in the following
chapters.

15



The second area of the page indicated with numbgrof2ides information about the
Programme, Call, Round and some key data of thgegiratself, about the National

Agency granting the project and about the benefiaaganisation.

The third area selected on the screenshot presdatmation about the creation of the
project in Mobility Tool+, last update and persan gystem) that updated the project

last.
3.3.Changes to project details

3.3.1. Manual changes

In Mobility Tool+ you can change organisations, anggation contact persons,
mobilities, participants or budget information. Adther project information, i.e. the
project title, the National Agency project ID, tipeoject activity periods cannot be
changed in the tool. To request changes to thesgagbrdetails, please contact the

National Agency.

3.3.2. Automatic changes

"Approved Budget (by National Agency)" details desged in "Budget” section of
Mobility Tool+ are updated automatically by the Matl Agency. This can be a result
of an amendment or other changes to the project.

The approved section of the budget is presentatieacreenshot below.

16



Budget for 2014-1-PL01-KA103-000098 Nothing to save
Approved
Budget (by | Current Budget % Current/
National Agency} [§ {in Mobility Tool]  Approved budget
Total Project 2,550.00 0.00 0.00%
Organisational Support
Mo. of Participants (excluding acc. persons). 0 )
2 5 E ! 0.00 0 0.00%
Exceptional costs - Guarantee 0
Linguistic Support
Mo. Of Participants for online No. Of Participants for Grant per
Languane Geoup linguistic ssessment Linguistic Preparation Participant
Online
0 0 1}
Group 1 (OE, EN, ES, FR, Licenses
IT, NL) Training
Not Applicable 0 150
Courses
. 0.00
Group 2 (Cther EU official languages not
Mot Applicable o 150
included in group 1) 0.00 0.00 0.00%
Activity Type
HE-SMP-P; Student mobility for traineeships between Programme Countries 0.00 0.00 0.00%
Travel Grant 0.00 0.00 0.00%
Individual Support 0.00 0.00 0.00%
Special Needs 0.00 0.00 0.00%
HE-SMS-P: Student mobility for studies between Programme Countries 2,550.00 0.00 0.00%
Travel Grant 2,550.00 0.00 0.00%
Individual Support 0.00 000 0.00%
Special Needs 0.00 0.00 0.00%
HE-STA-P: Staff mobility for teaching between Programme Countries 0.00 0.00 0.00%
Travel Grant 0.00 0.00 0.00%
Individual Support 0.00 0.00 0.00%
Special Meeds 0.00 0.00 0.00%

More information about the budget and budget mamagé can be found in the

following chapters.

17



4. ORGANISATIONS

The "Organisations" page displays a list of orgatno®s that were in the initial grant
application form. Depending on the action, the figly contain just one organisation —
the beneficiary; in other cases, the list of orgations can contain several entries.

All other participating organisations that were patt of the initial application form need
to be created manually in the Mobility Tool+ foiopcts under KA1L.

4.1. How to display list of organisations?

Login to Mobility Tool+ and open your project ddsaiClick the "Organisations" button

in the menu as shown on the screen shot below.

- beneficiary [ Log out ]lLe

ser Status: Logged |
European Commission
M Ohi I i ty to OI PLO1 Foundation for the Development of the Educatiol

‘ Home | Project List | Orgenisations  * | Contacs T Mobiltes T Budget Reports

Project Details for 2014-1-PLOT1-KA103-000098

Context information Project information History information
Programme: Erasmus+ Grant Agreement No_- 2014-1-PLO1-KAT103-000098 Created by: MT System User

Key Action: KA1 - Learning Mobility of Individuals National id: Created on: 21/10/2014 09:06:10
Action Type: KA103 - Higher education student and staff Project Title: Updated by: Michal Osmenda
mobility Project Acronym: Updated on: 18/11/2014 10:09:19

Call Year- 2014

Round: 1

Start of Project: 10/02/2014
End of Project: 30/04/2015 Beneficiary Organisation information

__Project Duration (months): 16

PIC: 949555893

National Agency: PLO1 ~ Foundation for the Development of |  Legal Name: Polish Youth Organisation

the Education System Business Name: Polish Youth Demo Organisation
For further details about your national agency, please consult |  Full legal name (National Language):

the following page Erasmus Code: D ELMSHORO1

http://ec.eurcpa.eu/programmes/erasmus-plus/tools Consortium 1D:

/national-agencies/index_en.htm

From the contextual menu, select "List Organisaion

- . w
Crganisations Contact

List Organisations

™

Create a new Organisation

A list of organisations will appear in a table siwn below.

18



e X G = e R

Show 50 +  entries

Showing 1 to 2 of 2 entries

# Beneficiary PIC - Organisation 1D Legal Name Country City Public Body Non-profit
4
| ‘j"’ V] 949555893 000098-0RG-00001 Polish Youth Organisation Paoland Krakéw
E {/ (] 049583626 | 000098-ORG-00002 Instituto Politéenico de Castelo Branco Portugal | Castelo Branco [}

Organisations can be beneficiary organisation, isgndnd receiving or other type of

organisations. Please note the beneficiary orgtmimsavill be marked with a tick in

"Beneficiary” column of the table (marked in redle screenshot below).

2 e Beneficiary PIC 4 Organisation 1D

e X G = e R

Legal Name

Show 50 ~ entries
Showing 1 to 2 of 2 entries

Country City Public Body Non-profit

2
| y’l | I949555893 000098-0RG-00001

El {/ (M| 949593626 000098-0ORG-00002

Polish Youth Organisation

Instituto Politécnico de Castelo Branco

Poland Krakdw

Portugal | Castelo Branco | =

The list of organisations allows quick filtering dansearching within the list.

Organisations can be filtered by PIC, organisalizregal name, department, country or

city.

The organisation list page offers additional fumetlity. You can find the actions

oriented with the partner list in the list top mesnuthe website. Below is an explanation

of each button and associated action.

Icon/button Description
= "Select all" — selects all or deselects all elenienke list
. "Add New" — adds new element to the list
]

"Delete" — removes selected element from the list

"Export Excel/CSV" — exports list to a CSV/Excelefi
Please note that only elements that are visiblghénlist
will be exported to CSV file. That means if thet lis
filtered, only the result of the filtering will bgeen in CSV

file.
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Icon/button Description

"Print" — print the list. Please note that onlyneénts that
are visible in the list will be printed. That meahghe list
is filtered, only the result of the filtering wibe seen on
the printout.

% "Add/Remove Columns" - adds/removes displayed
' columns of the list. These changes will not be davben
browsing to another section of the tool.

General search field — can be used for searchingrig
value from the list. The list will dynamically adjuto
results of the search.

Search:

= "Reset Filters” — clears the search results (simita
\L@ deleting the content of the previously describedrde)
field).

4.2.How to add new organisation?

Login to Mobility Tool+ and open your project ddsaiSelect Organisations from the top

menu, a choose "Create a new Organisation”.

- . w
Crganisations Contact

List Organisations

™

Create a new Organisation

A partner details form will appear. Depending oe #cttion type of the project, you may
be required to put a PIC number of the organisatmnwish to add. In special cases you

may override the PIC requirement by selecting "Na@-Organisation”.

In either way, organisation ID will be prefilled thia unique identifier of an organisation
in the project in Mobility Tool+. You may changeetlialue to other, more suitable if you
like (for higher education institutions having amra&mus Code, it is recommended to
enter the Erasmus Code as Organisation ID). Theg oefuirement is that the

organisation ID must be unique in the project.

A comment field is also available for any additibnates or remarks concerning the

organisation.
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Note:

Partner details can be changed at any time dunagitoject lifetime.

Create Organisation %

Grant Agreement No. 2014-1-PLO1-KA103-000098 |

rOrganisation information

pIC* Check PIC | Type of |.. [=]
Organisation
Non-PIC F
Organisation VAT |
Organisation ID*  gooOog-ORG-00003 Co-Beneficiary 'l
—_— Public Bod
Erasmus Code ! o@ wHRERCE -
Mon-profit [l
Legal Name |
Number of -
Business Name | employees below
Full legal name | 2507
{Mational
Language)
Acronym
National 1D (if |
applicable)
Department
rAddress and contact information
Legal Address | Email |
Country |Z| Website |
Region M Telephone 1 |
P.O. Box Telephone 2 |
Post Code Fax |
CEDEX
City
Organisation Comments Thg 5 3 comment Field

Cancel Save

P

Organisations with PIC number

If organisation has a PIC, enter the PIC numbehéndesignated field and click "Check
PIC" button. Data of the organisation will be imigar from the Beneficiary Register
database, including organisation name, type, addse€€rasmus Code (if applicable).
You may add acronym, department or specify if oigmion has less than 250

employees by entering the data manually.
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In case the organisation is already in the progecar message "This PIC is not unique in

this project” will appear.

PIC*  [949593626 | CheckPIC |

This PIC is not unigue in this project

In case an organisation cannot be found by therRIGber, please contact your National

Agency for support.
Organisations without a PIC number

In case the organisation you wish to add does awe la PIC code, you need to tick
"Non-PIC Organisation” in the form. In this casefedlds marked with the red asterisk

need to be filled in or selected.

Create Organisation ®

Grant Agreement No. 2014-1-PLO1-KA103-000098

- Organisation information

Non-PIC ¥ h Type of  — -

Organisation Organisation *
Organisation ID*  pQpQO8-ORG-00003 VAT
Legal Name * Co-Beneficiary &
Business Mame* Public Body L8
Full legal name NoaTprony &
(MNational MNumber of -
Language) employees below
Acronym ey
National 1D (if
applicable)
Department
rAddress and contact information
Legal Address® Email*
Country *  [Choose a country] - Website
Region*  [Choose a region] - Telephone 1*
P.O. Box Telephone 2
Post Code Fax
CEDEX
City*

Organisation Comments | Tpig is 3 comment Field

Cancel Save
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4.3.How to edit organisation details?

Login to Mobility Tool+ and open your project ddsaClick "Organisations” in the top

menu and select "List Organisations".

Click the pencil icon next to the partner you wimedit, as shown on the screenshot.

- 4 X pj _E_ e \% Show T antries
= — & Showing 1 to 2 of 2 entries
2 . Benehcay BC *  Drganisation ID Legal Name. Department Country ity Public Body Non-profit

=] /" IFil 949555892 000058-0ORC-00001 Polish Youth Organisation Poland Krakéw [ | ‘A
u e e 0D0DZE-ORG-D0002 Instituto Poliséenico de Castlo Branco Porugal | Castelo Branco = =

Anorganisation details will be displayed. Click 'lEdon top of the screen to edit the

organisation.

Edit Organisation *®

Grant Agreement No. 2014-1-PLO1-KA103-000098 ‘

rOrganisation information
PIC 040503626 Check PIC Type of |Higher education institution -'t-’:rtalZl
o Organisation
Organisation ID UUUUQS—ORG—UUUU% it |
Erasmus Code ||:' CASTELOO1 o @ Co-Beneficiary |__|
Legal Name |il'=-.'-tit'_|:-:- Politécnico de Castelo Bran Public Body il
Business Name |'.|‘-'C B Non-profit @
Full legal name | Mumber of -
{National employees below
Language) 2507
Acronym
National ID(if (504152980
applicable) o
Department
rAddress and contact information
Legal Address |, Pedro Alvares Cabral, 12 Email |
Country ilt'.:.rtu_:._jal Iz‘ Website | w.ipch.p
Region [Centra (PT) |ZI Telephone 1 [+351 272 339 600
P.O. Box | Telephone 2 |
Post Code  [50p0-084 Fax 1351 272 339 601
CEDEX |
City |Castelo Branco
Organisation Comments  Thic is 3 comment Field

Cancel Save
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Change the details and click the "Save" button. ghficmation message will be
displayed.

Only a few fields of the organisation profile aréeetively editable. Most of them are
taken from the data entered by the organisatioRairticipant Portal when obtaining the
PIC number. If there is a need to change any afethié has to be done in the Participant
Portal first and once done there you can forceuhaate of the information in Mobility
Tool+ by clicking in "Check PIC" button.

Depending of the type of the organisation and/er Alction Type, the field "Erasmus
Code" will appear in the organisation form. Thigldi is linked to the ECHE (Erasmus
Charter for Higher Education) and can be used &ockean organisation in the ECHE
database among those Higher Education institutiang have received a Charter for

Erasmus+ Programme.

Erasmus Code | =
; T
PIC Era(s:r::: Legal Hame Eusi
949593628 CASTELDO 'IFl lnStltutDCiDs::I:; nEI Ezniz
296430111 EIEI_’EKOOP!I- ekl WYZSZETS:SZ'TJ;::::-ZJE; BIWS im. ]~
945544043 RADOMEI:I_ WESEA SZK LA HANDLOWA,
9460619503 ELIDAF‘ESZI;I = NemZEtkﬁE;iusE!:Elz
S4a8006008 TE SINOPOT Sinop Universitesi
945810987 AF‘ELDOfI;lEIi- Folitieacadermie Pl
4T rrrrrrrr mae malae | I TN e .}.—'

The beneficiary organisation details should not be changedby the beneficiary
organisation, only by the National Agency. If fomya reason the Beneficiary
Organisation details need to be changed, pleagaatoyour National Agency. Once the
data is changed by the National Agency, pleaseaethese changes in the project in
Mobility Tool.

24



4.4.How to export list of organisations?

The list of organisations can be exported to a Gi#V The exported list will contain
exactly the same fields shown on the Organisafiage.

Login to Mobility Tool+, open your project and dti¢Organisations™ button in the top

. By . . . .
menu.Click the Exce j icon in the partner list menu.Save the exportézl dn your

local computer.

4.5.How to remove organisation?

Login to Mobility Tool+ and open your project ddsaiClick "Organisations” in the top
menu and select "List Organisations".

Mark the selection box next to the partner you waremove. Please note that it is not
possible to remove your own beneficiary organisatioom the list. Sending and
receiving organisations that are already part térexd mobilities in the project cannot be

deleted either.

B= &= _E‘ %, Show ‘50 entries
e ulb . =5 Search: N i &
2 T x = L Showing 1 to 2 of 2 entries

T eficiay PIC “  Qrganisation ID Legal Nzme Dapanment Country Ciry Public Body Non-prafit

949555893 000058-0RC-00007 Polish Youth Organisation Poland Krakaw

D // 1 949593626 000058-0ORC-00002 Instituto Politécnico de Castelo Branco Portugal Castelo Branco

Click the "Delete" icon® . The selected organisation will be deleted.
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5. CONTACTS

5.1. Who are organisation contact persons?

The organisations taking part in the project mayehane or more contact persons for the
project. By default only the contact person of theneficiary organisation and legal
representative are granted access to Mobility Tobléewever, these users can grant
access to the project information in Mobility Toole additional contact persons of
her/his own organisation only, being aware thay thél be able to edit and change the

information of the project.

5.2.How to display contact persons?

Login to Mobility Tool+ and open your project ddsaiClick "Contacts" from the top

menu.

in: Bensficiary TEST USER - beneficiary [ Log out ] | Legal

European Commission

M D b i | ity to 0] PLO1 Foundation for the Development of the Education System

Home | Project List | Organisations i Maobilities v | Budget Reports

Then select "List Contacts" from the contextual men

Contacts Maobilitid
List Contacts

o Create a new Contact

A table with contacts of all organisations will theplayed.

gg___ i I . s =] Show 30 entries
. ] =g g3 Search: A 3
- o X & =7 & Showing1 102 of 2 entiies
Cantact Last Contact First Legal Preferred Access 1o

* 4 Department Position Telephone 1 Email PIC Lagal Name EBeneficial
Name ¥ Name i & Representative Contact Project

Polish Youth

# User Test N/A | +48121234567 949555893 5
Organisation

Polish Youth

[ " LasiName FirstName Department | Position | +4822758945612 949555893 isati
1 4 QOrganisation

’ LastName FirstName Department | Position | +32789865412 TEST ORCANISATION

(]

The table shows contact persons' last namespfirsies, department, position, telephone
number, email, PIC of the organisation, legal narhthe organisation, flag whether the
organisation is a beneficiary or not, flag if th@ntact is organisation's legal
representative, flag is the contact is organisatipreferred contact and flag if the contact

has access to the project.
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The list can be sorted and filtered. The descniptbthe sorting and filtering options is
described in chapter 4.1.

5.3. How to add organisation contact person?

The contact persons can be added on page "Comadtibility Tool+ page.

Login to Mobility Tool+ and open your project ddsaiClick "Contacts" from the top
menu. Then select "Create a new Contact" from dmeextual menu.

Contacts Maobiliti
List Contacts

Create a new Contact

A new contact person form will be displayed.Allldie marked with red asterisk must be
filled in.

There must be a minimum one preferred contact pensthin each organisation. First
contact person is automatically elected as a pexfeone. In case of the beneficiary
organisation, the preferred contact or contactd wateive notifications from the

Mobility Tool+ for project updates, for example.

In case of address details, selecting "Same asn@ajeon" will prefill the fields with
data from organisation details. The address detailsbe modified after being prefilled
with organisation address detalils.
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Create Contact ]

Grant Agreement No. 2014-1-PLO1-KA103-000098

rContact
Organisation * 949555893 - Polish Youth Organisation [{Beneficiary)] %
Title *
Contact Gender * F - Female v

Contact First Name *
Contact Last Name *
Department

Pasition *

Preferred Contact
Same as Organisation

Legal Address *
Country * Zouhe =

Region ¥ ADZZ - Andorra i
P.O. Box
Post Code
CEDEX
City *
Email *

Website http://

Telephone 1 *
Telephone 2

Fax

Contact Comments This is @ comment Field

Select this option to invite the user to use the website Mobility Tool. An invitation
will be sent by Email to the address provided above.

Access to Project

Cancel Save

When the organisation chosen from "Organisatiordpettown list is thebeneficiary
organisation (marked with [(Beneficiary)] in the drop-down lisan additional option is
displayed on the bottom of the screen — "AccessPtoject”. This option allows
beneficiary contacts to access the Mobility Toolejgct page and manage the project
details. The beneficiary contact persons must [EfvAS account — as detailed in chapter
"How do I login to Mobility Tool+?" of this guide.
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Please note that every page with contact details &asection called "History

Information” showing who created the contact an@nvhAlso, this section displays who
was the last person editing the contact detailsvemeh did this take place. The section is
displayed on the right hand side of the contacsmerdetails, as indicated on the

screenshot below.

Contact Details for 2014-1-PLO1-KA103-000098
lﬁg Add New 7 Edic
rOrganisation information History information
PIC 949555893 Created by
Legal Name Polish Youth Organisation Beneficiary Created on : 18/11/2014 10:07:43
Updated by - Beneficiary Test User
Updated on 18/11/2014 14:57:08
rContact Person
Title Mr Contact Gender Male
Contact First Name  Test {Comact Cm’nments—‘
Contact Last Name  User
Department Position N/A
Legal Representative
Preferred Contact
Access to Project

5.4. How to edit contact person details?

Login to Mobility Tool+ and open your project ddsaiClick "Contacts" from the top

menu. Select "List Contacts" from the contextuahme

Contacts Mabiliti
List Contacts

+ Create a new Contact

Click the pencil icon next to the details of thegmn you wish to edit.

‘E': f x i | = ‘% Search: l— \]é Show 50 .| entries
TR Showing 1 to 3 of 3 entries
Contact Last  Contact First N ~ Legal Preferred Access to
# v Department Position Telephone 1 Email PIC Legal Name Beneficiary _ &
Name Name Representative  Contact Project
9 ) Polish Youth
" QUser Test N/A +48121234567 949555893 o
. QOrganisation

Polish Youth

E » fLastName FirstMName Department Position +482278945612 8495558593 B
= ¥ Organisation

TEST
F /” BastName  FirstName | Department  Position +32789865412
- ORGANISATION

Page with the contact details will be displayedclCIEdit".
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Contact Details for 2014-1-PLO1-KA103-000098

o Ada ew 7 i

rOrganisation information History information

PIC 949555893 Created by

Legal Name Polish Youth Organisation Beneficiary Created on : 18/11/2014 10:07:43

Updated by : Beneficiary Test User
Updated on 18/11/2014 14:57:08

rContact Person

Title Mr Contact Gender Male

Contact First Name  Test [CU"tﬂﬁ Ccmments—‘
Contact Last Name  User

Department Position N/A

Legal Representative
Preferred Contact

Access to Project

Edit form page will be displayed. Change the dat eick "Save" button on the bottom

of the page to save the details.

5.5. How to remove organisation contact person?

Login to Mobility Tool+ and open your project ddsaiClick "Contacts" from the top

menu. Select "List Contacts" from the contextuahme

Contacts Mabiliti
List Contacts

H Create a new Contact

Tick a box next to a contact person you wish toaeen Click the "Delete” ico?® . The

contact person will be removed.

g:—: “ x [r:‘-!_l @ Search = Show 50 « entries

= Showing 1 to 3 of 3 entries

ntact Last Contact First . . . Legal Preferred Access to
# - v Department Position Telephone 1 Email PIC Legal Name Beneficiary ~ ~
Name Name Representative  Contact Project
o
4 _ Palish Youth

[ / User Test N/A +48121234567 949555893

QOrganisation

Polish Youth

(& / LastName FirstName Department | Position | +482278945612 949555893 ~
e COrganisation

TEST

P
[ / LastName FirstName Department Position +32789865412
. ORGANISATION

Please note you cannot remove yourself.

5.6. How to enable or disable access to Mobility Tool+ @bsite for other users?

Please note that only the contact person(s) frambtimeficiary organisations can have

access to projects in Mobility Tool+.
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In order to enable or disable access to the pdgase login to Mobility Tool+ and open

your project details. Click "Contacts” from the tm@nu. Select "List Contacts” from the

contextual menu.

Click the pencil icon next to the details of thegmn you wish to grant or to revoke

access for. The location of the icon is indicatedree following screenshot.

lg::: ‘HS x lr:” | @ Search:[ \lé

Contact Last  Contact First ~
# Department Position Telephone 1 Email

B
Name Name

Show 50 - entries
Showing 1 to 3 of 3 entries

Legal Preferred
Beneficiary

Access o
PIC Legal Name

,-” LastName FirstName Department | Position +32789865412

Representative  Contact Project
5 _ Palish Youth
" QUser Test N/A +48121234567 949555893 o
. QOrganisation
y . - " Polish Youth
[f " fLastName FirstName Department Position +4B2278945612 949555893

QOrganisation

TEST
ORGANISATION

Page with the contact details will be displayedclCIEdit".

Contact Details for 2014-1-PL0O1-KA103-000098

C_“;m Add New

;;j Edit

rOrganisation information

History information
PIC 949555893 Created by :
Legal Name Polish Youth Organisation [7] Beneficiary Created on : 18/11/2014 10:07-:43
Updated by - Beneficiary Test User
Updated on : 18/11/2014 14:57:08
rContact Person
Title Mr Contact Gender Male
Contact First Name ~ Test {Conra(t Cnmments—‘
Contact Last Name  User
Department Position N/A
[1Legal Representative
[1Preferred Contact
[/]Access to Project

Edit form page will be displayed. Check the bottoithe screen for "Access to Project"”

option.

¥

Access to Project

Select this option to invite the user to use the website Mobility Tool. An invitation
will be sent by Email to the address provided above.

By ticking the box for "Access to Project” you gitlee contact person access to the

project in Mobility Tool+. Similarly, by de-seleaty this option you revoke the contact

person access to the tool.
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In order to access the Mobility Tool+ page, thedfimmary contact persons must have
ECAS account — as detailed in chapter "How do indg Mobility Tool+?" of this
guide.

An automated message will be sent to the contasbpeemail address. There, a short
instruction is provided on how to access the téddo, links to ECAS registration page

are provided.

An example of the message can be found below. Hiees between < and > are

automatically filled in by the Mobility Tool+.

Please note this message may be sent in Englisargndther language supported by the
Mobility Tool+. In case translations are availalitee email will contain all translations,

starting with English version.

From replies-will-be-discarded@ec.europa.eu

Subj ect : Mobility Tool - Access granted
Dear <first name of the contact person>,

You have been granted access to the Mobility Tool b y <first name and

last name of the person granting access>
You have access to the following project:

EC Project Number: <European Commission grant agree ment number>
National Project Number: <national grant agreement number>
Project Title: <project title>

Mobility Tool is the system for the management of m obility projects
that received an EU grant under the Lifelong Learni ng and Erasmus+
programmes. The Tool is developed by the European C ommission for you,

as beneficiaries of these projects.

In the Mobility Tool you will be able to provide al | the information on
your projects, identify participants and mobilities , complete and
update budget information, generate and follow-up p articipant reports
and generate and submit your own report(s) to your National Agency.
To access the project, please follow the steps belo w.

- Go to Mobility Tool website at

https://webgate.ec.europa.eu/eac/mobility

32



- If you haven't register yet, please click "Not re

set up your account. During the registration proces
email address that this message was sent to.

- If you already have an ECAS account associated wi
address, please use it to log in

Please contact your National Agency if you need fur
support.
<name of the National Agency>

<support email of the National Agency>

This is a system generated message. Please do not r

gistered yet" and

s please use the

th this email

ther information or

eply.
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6. MOBILITIES

Mobility can be defined as a set of elementary digatifying a participant of Erasmus+
project, his or her details, source and destinatmmtries, durations and corresponding

financial information and other additional infornaat.

"Mobilities" is the most important part of the todlhere you will be able to record all
mobilities being funded by your project in a singlace. You will be able to do it on the
Mobility Tool+ web interface, entering one mobilifter another, or via import. More
details will be explained in the following chapters

6.1. How to display list of mobilities?

Login to Mobility Tool+ and open your project désaiClick "Mobilities” from the top

menu. Select "List Mobilities" from the contextuménu.

Maobilities
List Mohilities

Import — Export

If you only opened the Mobility Tool+ and your peot for the first time, most likely you

will see an empty page informing you that there"agematching records found".

Mobilities List for 2014-1-BE0OT1-KA101-000224

—_ - e : = -
g’: . x T?L lrj % Search: | \é Show 50 v entries
o | / i

Showing 0 to 0 of O entries

First Name Last Name * Email * Activity Type Mobility ID Start date End date [Eligible Mobility Report status Requested On Received On

Mo matching records found

If there are mobilities in the project, you willestheir details, such as first and last name
of the participants, their email addresses, agtityipes of the mobilities, mobility 1Ds,
start and end dates, flag for eligible mobilityates of the participant report, when the
participant report was requested and when it wesived. These columns are displayed
by default. You can modify what columns should bisplkhyed by using the

il

table can be found in chapter 4.1-"How to dispistydf organisations?".

"Add/Remove Columns" button. More details on howute the options in the

An example of list of mobilities with 2 entriesshown in the screenshot below.
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Mobilities List for 2014-1-BE0O1-KA101-000220

g:_: = x ‘?:‘ V;j = % search: | :\g Show 50 + entries

Showing 1 to 2 of 2 entries

) ~ ; - Activity . Eligible Report _
First Name Last Name Email Mobility ID Start date End date . Requested On Received On
Type Mobility status

00220~
” FirstName LastName  emai I@email.com SE-STA 01/11/2014 09/11/2014 NONE
MOB-00001 )

4 00220~
”  FirstNamel LastNamel  emaill @email.com SE-TAA 01/11/2014 09/11/2014 NONE
MOB-00002

6.2. How to add new mobility?

Login to Mobility Tool+ and open your project désaiClick "Mobilities” from the top
menu. Select "List Mobilities" from the contextuménu.

Maobilities
List Mohilities

Import — Export

Click the " button to add new entry. A new page with new mtybibrm will appear

— similar to one presented in the screenshot below.

Depending on the type of activity and on the actige of your project you may see
different fields in this screen and you may obseatikerent behaviour in the calculation
and in the validation of the information. Howevidte main fields, marked with the red

asterisk must be provided.

The mobility page can be split into 3 sections.eBoshots and description for each of

these 3 sections can be found below.

1. general information about the mobility
This section contains details of the participantbility, the mobility action type,
participant's sending and receiving countries amations. There you will also find
fields for participants email, gender, date ofthinationality, field of education, and
flag for special needs. The section includes a centrfield useful for providing any

extra information concerning location of the segdbn receiving organisations.
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Activity Type* SE-STA - Staff training abroad - Long-term Activity

Participant ID

Participant First Name*

Participant Last Name* Special Needs
Participant Email*

Participant Gender” -- Select a Gender -- >

Date of Birth (dd/mm/yyyy)*

Nationality* -- Select a Nationality -- -
Mobility ID* 00224-MOB-00001

Field of Education* -- Select a Field of Education --  ~
Sending Organisation* Turkish Test Organisation -
Receiving Organisation* Agrupamento de Escolas de Pared ~
Sending Country* TR - Turkey M
Receiving Country* PT - Portugal -
sending City* Adana

Receiving City* Parede

Comments on different location
than Sending / Receiving
organisations

2. budget
This section includes some important financial infation about the mobility. There
you define a distance band between the two locatilodicated in the first section of
the screen and start and end date of the mobildgether with sending, receiving

countries and activity type the calculation of argrfor the participant will be

Distance Band BAND_10 - 0 - 99 km - Travel Grant 0.00
Start Date* 01/11/2014 Duration Months (full months) 1
End Date* 31/12/2014 Duration Months (extra days) 0
Duration Calculated (days) 20
Travel Days (max 2) 0
Effective Duration (days) 30 Individual Support 0
Course Fees No. Days 0 Course Fees Grant/Day 70.00
Course Fees Grant 0.00
Special Needs Support 0
Comments on Special Needs Additional Non—EU Grant 10
Force Majeure ?
Mobility Total (Calculated) 3024 Mobility Total (Adjusted) 3024
Calculate
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3. certification and language section
In this section, which may differ according to thetion and activity type, you can
specify any certifications that the participant htigave received or will receive from
organisations involved in the mobility. Please nttat the list of organisations is
taken from the "Organisations” page of the Mobiliigol+. Also in this section, the
main instruction or working language of the mogilitan be selected. On top of that

up to 3 other languages of the mobility can berexte

Certifying Organisation -- Select a Certifying Organisation ~
Certification Type -- Select a Certification Type -- -
Certifying Organisation -- Select a Certifying Organisation -
Certification Type -- Select a Certification Type -- =
Certifying Organisation -- Select a Certifying Organisation -
Certification Type -- Select a Certification Type -- -
Instruction/Work Language* -- Select a Language -- -
Other Used Languages -- Select a Language -- -
Other Used Languages -- Select a Language -- -
Other Used Languages -- Select a Language -- -

You can save new mobility details using the "Sdwatton on the bottom of the screen.
Mandatory fields

The minimum set of fields consist of activity tygmrticipant first name, participant last
name, participant email, participant gender, pgdict date of birth, nationality, mobility
ID, sending organisation, receiving organisatioendng country, receiving country,
sending city, receiving city, start date, end datd main instruction/work language. For
specific activity types, additional fields are mataty (e.g., the total number of teaching

hours for teaching periods in higher educationtumsdbns abroad).
Sending and receiving organisations

The sending and receiving organisation drop-dowh dre pre-filled with the list of
organisations in the "Organisations" tab. If yoe amnissing some organisations from

either of these two drop-down lists, please ettent first on the "Organisations” page.
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Sending and receiving cities

The sending and receiving cities are pre-filledellasn the cities of the sending and

receiving organisations. These fields can be chiinge
Distance band

Based on the locations indicated in sending andivew city, correct distance band
should be used. European Commission has providegirgle distance calculator that
should be used for measuring distance between tace® The distance calculator is

available at the location provided below.

http://ec.europa.eu/programmes/erasmus-plus/tastiaite en.htm

Calculating mobility budget

For correct budget calculation, fields such asvagtitype, sending and destination
country, mobility start and end date must be fillecand correct distance band must be

selected.

With this data provided, please click "Calculataittbn indicated in the screenshot

Distance Band BAND_50 - 3000 - 3999 km - Travel Grant

Start Date” 01/11/2014 Duration Months (full months)

End Date* 09/11/2014 Duration Months (extra days)

Duration Calculated (days)

Travel Days (max 2) 0

Effective Duration (days) Individual Support

Course Fees No. Days 0 Course Fees Grant/Day 0
Course Fees Grant 0

Special Needs Support 0

Comments on Special Needs Additional Non-EU Grant 0
Force Majeure ?

Mobility Total (Calculated) 0 Mobility Total (Adjusted) 0

I‘ Calculate |I
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The "Calculate" function will fill in the duratiofields and all fields related to grants that

have been defined on European or national leveérAlie calculation, almost all fields

in this budget section of the mobility form becolneked.

If you wish to edit the values or add additionalvil days or days for courses, you may
tick the "Edit" field located nearby the "Calculatmitton.

Distance Band BAND_50 - 3000 - 3999 km Travel Grant 530.00
Start Date* 01/11/2014 Duration Months (full months)
End Date* 09/11/2014 Duration Months (extra days) 9
Duration Calculated (days) g
Travel Days (max 2) 0
Effective Duration (days) 9 Individual Support 1080.00
Course Fees No. Days 0 Course Fees Grant/Day 70.00
Course Fees Grant 0.00
Special Needs Support Q
Comments on Special Needs Additional Non-EU Grant 10
Force Majeure ?
Mobility Total (Calculated) 1610 Mobility Total (Adjusted) 1610
Edit Calculate

The "Edit" option will re-enable previously lockédlds for your corrections.

Errors in budget calculations

In specific cases, you may see an error messagrepaétssing the "Calculate” button. For

example, the system may inform you that:

on the correct set of parameters

days.

Given the parameters you have entered it is ndilplesto perform a rate calculation

for Individual Support. Please contact your Natlohgency for further informatior

The request is invalid. The specified duration isdays but it must be at most 60

In this case, the user has chosen wrong duratidineomobility for the specified activity

type. Correcting the duration and pressing the ¢@ate" button again fixes the issue.

For specific activity types, the exact monthly dreate or other rates have to be entered
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if the beneficiary has been given a range forrsgitself the rate. If the rate is outside the

authorised range, an error message will be disglangicating the allowed range.

6.3. How to change mobility details?

Login to Mobility Tool+ and open your project désaiClick "Mobilities” from the top

menu. Select "List Mobilities" from the contextuménu.

Click on the pencil icon next to the mobility yoaed to edit.

Maobilities List for 2014-1-BEO1-KA101-000224

- o X l@ Rj - E_ Search: | F‘%

==

First Name Last Name “ Email - - Mobility 1D Start date End dare
ype
B 00224-
TEST TEST TEST@TEST.COM SE-TAA 01171 /2014 09/11/2014
MOB-00001

A page with the details of the mobility will opefhere you will see the details in read-
only mode. To edit, click the pencil icon again.

Grant Agreement No. 2014-1-BEO1-KA101-000224

P
o [Create] * Edit]

Participants Report

Mobility Tool has not yet requested the Participant Report

Mobility

Activity Type Long-term  No
SE-TAA - Activity?
Training/teaching
assignments
abroad

A mobility edit form will open. This is the form #t is used to create a new mobility and
already described in the previous chapter. Edititia and click "Save" on the bottom of

the form to save your changes.

6.4. How to delete mobility or mobilities?

Login to Mobility Tool+ and open your project ddsaiClick "Mobilities” from the top
menu. Select "List Mobilities" from the contextumaénu.
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To delete, you can select one or many mobilitiedidiking the box in the first column

and choose the rex button.

= @ Search: | l'-\-l?%

) e

Last Name “ Email Mobility ID Start date End date
Type
00224
TEST TESTETEST.COM SE-TAA 01/11/2014 09/11/2074
MOE-00001
00224
TEST2 TEST2E@EMAIL COM SE-5TA 01/11,/2014 Q9/11/2014

MOB-00002

A confirmation of the desired action will be disydal.

Are you sure you want to delete the selected ltemis)?

0K l ’ Cancel

By choosing OK, the selected mobilities will beeated.

Please note that deleting mobilities also deletesya participant reports that the

participants might have already submitted.

If the participant has already taken an online lingilistic assessment test, the mobility

should not be deleted.

6.5. Online Linguistic Support

In specific actions, such as

— Higher Education (KA103) for student action typ88S and SMP) or

- long-term activities in Youth projects (KA105) f&@uropean Voluntary Service —
Programme and Partner Countries

when the main instruction or working language @ thobility is German (DE), English

(EN), Spanish (ES), French (FR), Italian (IT) ort€hu (NL), additional two options

become available:

— Online Linguistic Assessment
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— Online Language Course
These two are used to indicate participants thatilshtake the language assessment and
may also take the language course using the otdoieMore information on how to use

Online Linguistic Support can be found at the larabelow:

http://ec.europa.eu/programmes/erasmus-plus/tadiiséslinguistic-support en.htm

6.6. Import and export of mobility data

In this chapter you will find details regarding iotpand export of the mobility data. The
mobility data contains the details of all mobilgjethe participants, the sending and
receiving partner organisations and the correspondgjrants. Organisational support
grants related to the project are not includechaimport/export of the data and should
be managed in the way presented in the chapteriiescthe budget details in this

manual.

The main purpose of data import is to enable beragfes of big projects to enter large
amount of data into the Mobility Tool+ in a mordi@kent manner than manually through

the interface.

The data import/export feature is available frora thobilities” menu, as presented on

the screenshot.

Mobilities Buj
List Mobilities

Import - Export

Next paragraphs will cover the data export and irjpodetail.

A document containing "Mobility Tool+ Data Dictiond can be downloaded from the
"Import — Export" page. This document containscaltlies that need to be used in the
import/export process. Please make yourself famitlae "Mobility Tool+ Data

Dictionary" before importing data into the tool.

6.6.1. Data export

The export function can be found under the "Moleit menu by clicking the "Import —
Export" option. The data export part of the “ImperExport” page is highlighted on the

screenshot below.
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Please notice that depending on the action typleeoprojects, names of the links may be

different.

-

Home Project List Project Details Organisations M Contacts T Mobilities Budget Reports

Import - Export 2014-1-BEO1-KA101-000170

Mobility Tool Data Dictionary

I Export l

Import \ Browse... | No file selected. ‘ Import |

. Y

Show
0 -
entries

Import Date File User Role Status

Mo data available in table

Showing 0 to 0 of 0 entries
PreviousNext

Please note that organisation contact details areoh exported in the export data.

Only the basic organisational information is usedn the import/export process.

When exported, data from Mobility Tool+ projectsseved in CSV (Comma—Separated
Values) file format. Semicolon (;) is used as aadé#ffield separator. The file is exported
in UTF-8 character encoding standard. The expditednay be used for data import
under the condition that all mandatory fields am@vpled. More information on this topic

can be found in the chapter describing the impatess.

If there are partners in the mobility projects tdatnot have any mobilities associated,

these partner details will not be used in the irtipgport process.

Please notice that exporting data from Mobility lFomay take some time and it may

result in a large file.

If the export data is displayed incorrectly aftpening the file in Microsoft Excel, please

refer to the troubleshooting section of this docatier more information.

6.6.2. Data import and update
General description

Mobility Tool+ allows importing partner organisati®, participant and mobility data in
one go. The import process uses CSV (Comma—Segarataes) file as a data protocol.

This file format is similar to the format used byidvsoft Excel — it contains rows and
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columns, but it does not preserve any formattirg @old, italics), filtering or functions

(i.e. sums), as Microsoft Excel file would normatlg.

The mobility data can be imported at any time @f pinoject lifecycle. During the import
new data entries may be created as well as updhtési.not possible to delete any
organisations or mobilities already existing in tbel using the data import process. All

deletions must be done manually by the user throlglyraphical user interface (GUI).

General rules for data import into Mobility Tool+

In order to import data into Mobility Tool+ two cditions must be met — imported file
must have a proper structure and imported data mmestt required conditions. In
particular, the organisation ID and mobility ID sihd always be provided BEFORE the
function of data export and import is used.

— If the partner organisation or the mobility canhetidentifiedin the system by the

organisation ID or mobility ID respectively, a neet of data is created.

— If the partner organisation or mobility can be fdum the system by their

organisation ID or mobility ID respectively and tineported data contains some
changes to the organisation or mobility detdhig, set of existing data will be

updated.
— If the partner organisation or mobility can be fdum the system by their

organisation ID or mobility ID respectively and tineported_data doesn’t contain

changedo neither the organisation nor the mobility, radedis changed.

The import file is processed line by line, meaningt if the same mobility (ID) with the
same organisation (ID) will appear twice in the fibnly the latest entry for this mobility
and the organisation will be saved in Mobility Teol

It is important to mention that while it is not gdse to delete data from Mobility Tool+
using the import functionality, it is possible taplicate the existing information. More

details on this topic can be found in the next geaphs.

Please notice that data import is a heavy resarorsuming process and depending on a

size of the imported file it may take some timedmplete.
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Backup of data

It is suggested that before every import of thedasers download and save the existing
data into CSV files — one file for the staff andedior the students. A complete set|of
backup may save time and may help with any issutbstiae data entered into the tool py

mistake.

The export function can be found under the "Moleit menu by clicking the "Import —
Export" option. The data import section of the “lonp— Export” page is highlighted on

the screenshot below.

Import - Export 2014-1-FROT-KA102-000044

Mobility Tool Data Dictionary

Export ‘

Import Browse... | No file selected. Import

Show

0 [+

entries

Import Date v File User Role Status

No data available in table

Showing 0 to 0 of 0 entries
PreviousNext

Every import process always generates a systenomesp— in either successful or

unsuccessful cases. Result of the import can bedfou the list of import attempts.

Show
0 -
entries
Import Date v ImportType  File User Role Status
26/11/2014 10:17:01 Student test_import_26112014.csv Jerome naadministrator  Successfully imported 9 mobilities
R N File could net be imported
26/11/2014 09:50:55 Student erasmus_sms_20141126_17.csv Mélanie beneficiary
Download Error Log
i 3, File could not be imported
26/11/2014 09:45:01 Student erasmus_sms_20141126_17.csv Mélanie beneficiary
Download Error Log
. N File could not be imported
26/11/2014 09:35:48 Student erasmus_sms_20141126_16.csv Mélanie beneficiary
Download Error Log
; T File could not be imported
26/11/2014 09:32:13 Student erasmus_sms_20141126_16.csv Mélanie beneficiary
Download Error Log
3 File could not be imported
25(11/2014 15:33:47 Student 2014-1-FRO1-KA103-000155_Mobilities_Export csv Jerome naadministrator
Download Error Log
. File could not be imported
25/11/2014 15:29:40 Student 2014-1-FRO1-KA103-000155_Mobilities_Export.csv Jerome naadministrator
Download Error Log
" File could not be imported
18/11/2014 16:04:40 Student 2014-1-FRO1-KA103-000155_Mobilities_Export csv ELmar nabasic
Download Error Log
Showing 1 to 8 of 8 entries
PreviousNext

Each of the unsuccessful import generates a legMilere import errors are indicated.

A failed import process may be signalled by théofwing system message.
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Important!

Please note that unless all data in the importedidi correct, Mobility Tool+ will not

)

import anything. This can be described as “All @nd” approach to the import proces

It is important to mention that if a data field far particular mobility (single line in
imported file) already has a value in the tool #mel import file doesn't contain data for
this field, the result of the import will be to rene the existing data in this particular

field of the mobility.

Data file template — file structure

The best way to ensure the correct file structdirdh® imported file is to use a template
from Mobility Tool+. The template can be obtaingdrbaking an export of the data. The
result of exporting data from an empty project ol a file containing headers for the

fields, but no actual data.

The file is organised in the way that all headelds are located in the first row of the
file, the second row contains field requirementssfaibed below) and data rows start
from the third row. A single row equals to one niibpi— participant, mobility details,

partner organisation details, grant, etc. A simglg is an equivalent to providing data for

a single mobility in the new mobility form.

Please note that even if you use only one sendimgagiving partner organisation, you
need to enter the partner organisation details @synimes as mobilities your project
contains, paying attention that the same organisdb is used throughout. There are no
fields for the organisation contact person and acnperson details in the import/export

file.

As it was mentioned previously, there are threeesypf fields in the template file —

mandatory fields that need to contain data (malked star * in the template file), code
fields (marked as DICT) and optional open textdse(that may be empty). The specifics
of each field are described in the second row eftéimplate file.

Note:

The list of codes used in the code fields markeith WICT in the template file can Qe

found in the document “Mobility Tool+ Data Dictiond available from the
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Import/Export page. Please pay special attentiahedist of codes, as they will be used

extensively during the data import process.

Mobility Tool+ import function uses the nationalathcters in UTF-8 character format.
Therefore it is important to ensure that the daeaused for import is encoded using the

correct character set.

The CSV file template can use one of the threemedegormats of data:

Field_1; Field_2; ...; Field_n

“Field_1"; “Field_2": ... ; “Field_n"

“Field_1"; Field_2 containing a double “" quote” ; ...; "Field_n"

Decimal and thousands separator

The export as well as the import CSV files use atota symbol to separate the integer
part from the fractional part of a number. The systdoesn't use any symbol for the
thousands separator. The correct format of a nutresisting an integer and fractional

part is1234.56.

Examples of data import file

The examples presented in this chapter are gemesatples for all types of import files.

The table below depicts some fields of the templaiport data file that contains
information about three mobilities. Please note $beond row of the file containing
specification of each field — * being a mandatagld, DICT being a code field. For the

purpose of the demonstration, other fields (colunhasre been removed (marked with

the ellipsis).

Project ID Mobility ... | Participant Participant Participant Participant
ID First Name Last Name Year of Birth Gender

* * * * * *, DlCT

2014-1-BEO1-| 0001 FirstName LastName 01/01/1980 M

KA101-00001

2014-1-BEO1- | 0002 Jane Jones 01/01/1995 F

KA101-00001

2014-1-BEO1- | 0003 FirstName LastName 01/01/1980 M

KA101-00001
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During the import of the data, the first two rowdield headers and field specification
must be preserved in the file. Deleting the fivgd rows from the template will render
the import process invalid. It is also important t@ change the order of the columns
(fields). Any change in the fields/columns ordel wender the import process invalid as

well.

In the following example 8 participants from themsa sending organisation
(Organisation ID BEN) will be sent to 8 differeridting organisations (Organisation ID
HOSTO1 to HOSTO8). Please notice different mobiliis and participant names.

Project ID Mobility ... | Participant First | ... | Sending ... | Receiving

ID Name Organisation ID Organisation ID
* * * * *
2014-1-BEO1- | ID0001 ...| FirstNamel .} BEN J. HOSTO01

KA101-00001

2014-1-BEO1- 1D0002 ...| FirstName2 .. BEN J. HOSTO02
KA101-00001

2014-1-BEO1- ID0O003 ...| FirstName3 .} BEN .. HOSTO03
KA101-00001

2014-1-BEO1- ID0004 ...| FirstName4 .. BEN . HOSTO04
KA101-00001

2014-1-BEO1- ID0005 ...| FirstName5 .. BEN . HOSTO05
KA101-00001

2014-1-BEO1- ID0006 ...| FirstName6 .} BEN .. HOSTO06
KA101-00001

2014-1-BEO1- ID0007 ...| FirstName? .. BEN J. HOSTO7
KA101-00001

2014-1-BEO1- ID0O008 ...| FirstName8 .} BEN .. HOSTO08
KA101-00001

The next example will create 3 different mobilitit®m the same sending partner
organisation to three different hosting partnerstifi@ same participant. Please note that
this import will result in a list of mobilities cémining details of the same person 3 times,

although going to three different receiving partnétlease notice different mobility ID’s.

Project ID Mobility ... | Participant Participant ... | Sending ... | Receiving
ID First Name Last Name Organisation Organisation
ID ID
* * . * * . * . *
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Project ID

Mobility
D

Participant
First Name

Participant
Last Name

Sending
Organisation
ID

Receiving
Organisation
ID

2014-1-

1D0001

FirstNamel

LastNamel

BEN

HOSTO1

BEO1-
KA101-
00001

2014-1- 1D0002 FirstNamel LastNamel .. BEN HOSTO02

BEO1-
KA101-
00001

2014-1- FirstNamel LastNamel .. BEN HOSTO03
BEO1-
KA101-

00001

ID0003

The following example highlights the importance aafreful row—by-row data entry.
During the import process Mobility Tool+ sees eaolw as a consecutive data entry.
Therefore if the row 20 contains some modificatiohshe partner data that has already
been defined in the row 6 of the same imported filgathe tool will take the data from

row 20 as the most current one and will updateptirener data as a result.

This can be illustrated by the next example ofitjgort data file.

Project ID Sending Sending Sending Sending
Organisation Organisation Organisation Organisation
ID Legal Name Erasmus Code Postal Code

* * * * *

2014-1- BEN Beneficiary NL AMSO01 BE-1000

BEO1- Organisation

KA101-

00001

2014-1- ... | BEN Beneficiary B BRUO1 BE-1000

BEO1- Organisation

KA101-

00001

Please notice the different address of the bemejicorganisation in the last row as
compared with the first row of the data. Being tast entry in the imported data file,
“Sending Organisation Erasmus Code” will contaitued’B BRUO1, not “NL AMSO01”

as used in the previous line.
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The following example illustrates the similar beivaw.

Project ID Sending Sending Sending Sending
Organisation Organisation Organisation Organisation
ID Legal Name Erasmus Code Postal Code

* * * * *

2014-1- BEN Beneficiary NL AMSO01 BE-1000

BEO1- Organisation

KA101-

00001

2014-1- ... | BEN Beneficiary B BRUO1 BE-1000

BEO1- Organisation

KA101-

00001

2014-1- ... | BEN Beneficiary NL AMSO01 BE-1000

BEO1- Organisation

KA101-

00001

Please notice that in the last example the beagji@rganisation data will change twice
during the import process. Once — the “Sending Qisgdion Erasmus Code” will be
changed from “NL AMSO01” to “BE BRUO1” and then, tie very last row, the address
will be changed back to its original value of “NUVS01”.

More scenarios are illustrated in the following joteas.

ID fields
The data template files contain 5 ID fields. Thégypa very important role in the data

import process. The table below presents all thédIds with their characteristics.

Please note that the beneficiary ID should always grovided BEFORE the
import/export of data is used.

Field name Mandatory? | Description

Project ID Yes Grant agreement number also caltegept number, i.e. 2014-1-BEO]1-
KA101-00001. In the same project this field mustegls contain the
same value.

Participant ID No Unique identifier for a participteof the mobility. It can be a national ID
(recommended identifier), student ID or any otHerthat identifies one
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participant from another. Uniqueness of the valiuhis field will not be

checked during the import.

Mobility ID Yes Any unique identification of a paular mobility, i.e.0001, MOBO0L
NL-GB-John

Sending Yes Unique alphanumeric string identifying the dagdorganisation in the

Organisation mobility.

ID

It is recommended using the Erasmus code (e.g.,|BN®@1) in the case
of the partnerorganisationbeing a higher educaitistitution holding a
valid Erasmus Charter for Higher Education ECHEr (fisanual datg
entry in Mobility Tool+, the change has to be doie the

"Organisations" menu).

Receiving Yes Unique alphanumeric string identifying the feicey organisation in the
Organisation mobility.
ID

It is recommended using the Erasmus code in thee aafs the
partnerorganisationbeing a higher education instituholding a valid
Erasmus Charter for Higher Education ECHE (for nahmlata entry in

Mobility Tool+, the change has to be done in theda@hisations" menu)

Sending and Receiving Organisation IDs

The list of Organisation IDs (either sending oreigmg) that already exist in the tool can
be found on the "Organisations" page describetienother chapter of this manual. The
list of organisations may include a single orgamnisg i.e. the beneficiary organisation,

or may include sending and receiving organisations.

It is suggested that the list of partner organmsegiis exported and the codes of the
partners are used in the mobilities template filethe import process. However, there

the list of partner organisations cannot be immbtte same way the mobilities are.

We recommend using the Erasmus Code (e.g., A WIEESE]n organisation ID where
the Erasmus Code is applicable, i.e. for highecation institutions holding an ECHE.

Data import scenarios

Let's analyse few scenarios that illustrate in dietde logic behind the ID fields and

how the system interprets their use.
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The following scenarios describe some data impsgtaases you may come across in the
daily management of your mobilities. Some of theadlto unwanted results. Please read
this chapter carefully as it may save you a lotimie and help you avoiding stressful

situations.

Scenario 1 — data import to an empty project — sgnarganisation different than the

beneficiary organisation

This example illustrates a situation, where a ssmdirganisation is different than the

beneficiary organisation.

Let's assume you just received the invitation frdfobility Tool+ to work with your
project. You login to ECAS with your username orainaddress and password. The
website doesn’t contain any information about prbjaobilities. You may or may not

already have some partners defined in the project.

You go to Mobility Tool+ website, "Mobilities", cluse “Import — Export” option, then
"Export" to download the exported data. The files almost empty — they contain only
two rows — the field names and their specificatiaime files do not contain any mobility

or partner data.

You open the file in a program of your choice (gkeaead remarks regarding software at
the end of this chapter) and fill in all requireelds, taking into consideration the list of
codes from the "Mobility Tool+ Data Dictionary” ¢ format of the fields (please pay
special attention to the date format) and ID cadiescribed earlier. You save the file in
CSV format and import the file via the website.

The result of the successful data import is thiovahg:

— Minimum two new partners are created with the oigmtion IDs and partner
organisation details specified in the import féeiiding and receiving partner).

— Minimum one mobility is created.
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Scenario 2 — data import to an empty project — lfieiagy organisation as the sending

partner

Let's assume you just received the invitation frdfobility Tool+ to work with your

project. You log in to ECAS with your username anadl address and password. The
website doesn’t contain any information about mbed. You may or may not already
have some partner organisations in the project yoa want to make sure your

beneficiary organisation is used to create mobditiuring the import process.

You go to "Organisations" page to display the disbrganisations in your project. You
click the pencil icon to edit your organisation agnter a value for “Organisation ID”
field — if the Organisation ID field is blank, asegented in the screenshot below. For the
purpose of a demonstration, value BEN is used énQnganisation ID field. The same

partner data can be obtained by exporting partetild.

Edit Organisation x

Grant Agreement No. 2014-1-FR01-KA103-000155

rOrganisation information

Organisation ID* BEN Type of  EU-wide network -

Organisation =
Erasmus Code 0 E
VAT

Legal Name *  Entreprise d'accueil

Co-Beneficiary

Business Name™  entreprise Public Body

Full legal name
(National
Language)

Non-profit

Number of  [YES] -

employees below
Acronym 2507

National 1D (if
applicable)

Department

Next, click "Mobilities”, choose “Import — Exportiption and download the file template
(click "Export"” link). The file is almost empty -entains only two lines — the field names

and their specification — it does not contain argjgrt data.

You open the file in an editor of your choice (eaead remarks regarding software at
the end of this chapter) and fill in all requireelds, taking into consideration the list of
codes from the "Mobility Tool+ Data Dictionary" aridrmat of the fields (please pay
special attention to the date format) and ID codescribed earlier. In sending
organisation part of the template file you use aditgour own organisation, making sure

that “Sending organisation ID” contains value BEN.
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The result of the successful import is following:

— Minimum one new organisation is created with thgaoisation ID and organisation
details specified in the import file (receiving argsation).

— Minimum one mobility is created

Notice that in this case, your beneficiary orgatmisa(organisation ID BEN) was used as

the sending organisation.

You may also notice that unless you entered yogartsation details in the import file
exactly as they were on the website, the organisatata is updated. Please refer to the

next scenario for more details on how to updata daing the import process.

Scenario 3 — data import to a project with mobéi#i— adding new and updating existing

information entered via graphical user

Let’'s assume that you already worked with your gebpnd added some data using the
website. You have added some organisation witlr tlespective organisation IDs and
created some mobilities with mobility IDs. You déed to work with the data outside of
the tool using external editing software. You clitiobilities”, choose “Import —
Export” option and download the project data. Y@erm the file in the text editor or a
spreadsheet editor of your choice and notice tbt the organisation and the mobilities

have IDs.

You decide to update some information about théigggants and add more mobilities.
You add mobility and organisation IDs in the redpec columns — you reuse the
organisation IDs as you have the same sendingeaidn all your mobilities. Finally,

you import the data.
The result is following:

— You login to the tool and notice that organisaiigiormation remained unchanged as
you didn’t change any partner data in the impdet fi
— You notice that the list of mobilities is longeathpreviously — there are new

mobilities that you defined in the import file.
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Highlights from the described scenarios

To update organisation information use the samarasgtion ID in the import file as the

organisation ID you find in the organisation detah the Mobility Tool+ website.

Similarly, to update mobility information use thanse mobility ID in the import file as

the mobility ID you find on the "Mobilities” page.

Error handling

Every failed import process generates a messagieeowebsite and a log file for details.
The log file can be downloaded by clicking on tivék lin the error message on the

website.

As it was already mentioned earlier, unless all daga in the imported file is in the

correct format, nothing will be stored in Mobilifyool+ (“All or None” approach).

The error log file has almost exactly the samecstine as the imported file — it contains
field headers and their specifics (whether thadfislmandatory or a code must be used)
with an additional field at the beginning of thiefi- Line Number (please notice the line
number is different than the Excel's row numbehe Bther difference is that instead of
data it contains descriptions of errors from th@am process. Each error is linked to a
specific field in a specific row of the importedeti Using the row number and the error
in the specified field it is easy to locate thelpematic entry in the imported data file.
Please notice that columns in the error log arfteshleft by 1 columns comparing with

the import data file.

A sample of the error file is presented on theestsbot below.

| A | e | c | D _ E | F
1 |Line Number Project ID Mobility ID Mobility Type Participant First Name Participant Last Mame
2 Ed * * DICT * =

3 3 Mandatory field not provided.
4

5] b\

A

In order to fix problems in the import process,falds marked in the error log must be

corrected.
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The most important rules for successful data import

The following is a non—exhaustive list of exampeguirements for successful data

import:

— The file must use the standard template. For tseresults, always export the
existing data first (or an empty file if none esistenter and/or update the data in this
file and then re-import it

— The file must be in the CSV format and encoded Tifr48 — please read the next
chapter for more information about text editors

— Project agreement number must be the same astthe piject on the website.
Import of data for multiple projects at once is possible in Mobility Tool+

— Organisation ID and Mobility ID must be always piced

— In order to avoid duplicated mobilities the molyiliD should be unique in the
imported file

— All mandatory fields must be provided

— All fields must have a correct format

— All codes must be correctly used (please refenéo'Mobility Tool+ Data
Dictionary" document).

— The mobility end date must be later than the slaie

6.6.3. Text and spreadsheet editors

There are many examples of text or spreadsheairedivailable on the market. This
paragraph will not extensively cover any particldaample of software but will provide
few use cases for Microsoft Excel 2010. We willdsmn the most typical examples of

issues that might affect data import process intbikty Tool+.

When in doubt you can always check your importedxported data in some simple text
editors that support clear text format and UTF-8oeling, i.e. Notepad++.

UTF-8

As mentioned already in this chapter, Mobility Teamport process respects national
characters in the import data file. The requiremenhat the data file must be in UTF-8
encoding standard. Otherwise, some national cresantay be displayed incorrectly on

the website and in the export files.

Note:
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Microsoft Excel 2010 does not save CSV files in U8Fencoding by default. More
information on Microsoft Excel and saving CSV filesUTF-8 encoding can be found |in
chapter 10.2.1.

Saving CSV file format from Excel 2010

Microsoft Excel 2010 is capable of opening and sg\files in CSV format. However,
whilst opening the file is rather straightforwas®é troubleshooting section if your Excel
doesn’t respect CSV field separators used by Mgbllool), saving files in CSV format
may require little bit more attention. Here are steps to ensure that the data is saved in

a proper format.

=

When you finish file editing in Excel, select métkile” and click “Save & Send”.
Click “Change File Type”, select “CSV (Comma delied) (*.csv)” and click “Save
As” button.

N

3. Select file name and make sure “Save as type’hhse “CSV (Comma delimited)
(*.csv)” option selected. Click “Save” button tordom.
4. Excel will display a compatibility warning. Clickres” button to save.

Long numerical values

Some spreadsheet editors may shorten your long necahealues, for example a phone
number 3212351234567 to a format of 3.12E+12. Pagial attention to the long data
entries because unless the type is changed to ttextijmported data will contain
3.12E+12 in the phone number field and the impaotess will fail due to unexpected
value (E).

Auto—completion during writing

Some software offers auto completion during texitiregl which may create some
problems. Automatically corrected by Microsoft Eka@lues may not be accepted
during the data import. In Excel, the auto—compleitan be disabled in menu File, then
Options, Proofing, “AutoCorrect Options...” buttorMath AutoCorrect” tab, deselect

“Replace text as you type”.
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?':A'r.'rE:':vac-lrect i-__: i

| AutoCorrect I AutoFormat As You Type I Actions | Math AutoCorrect

[ replace text as you type

Yaleph H
\alpha a
Valpha A
\amalg il
Yanale £

[ add | [ Delete |

[ ok || cancel |
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7. PARTICIPANT REPORTS

Participant reports provide information about theadfus+ projects participants'
experience. Each participant receives an invitBlltan the participant report at the end
of their mobility period. The message sent to thai€address indicated in the details of
the participant's mobility includes a link to a weéb. The link starts with the following

web address:

http://ec.europa.eu/eusurvey/

The participant report has a form of a web-basegstipnnaire with different types of

guestions — single choice, multiple choices, anttiritype of questions.

The reporting is handled by EUSurvey tool, devetbped managed by the European

Commission.

7.1. How to request participant reports?

Mobility Tool+ sends out requests for participagporting automatically after the end of

the mobility period, as indicated in the "End dédteld of the mobility details.

When the report is in status "REQUESTED", the repan be re-requested. To re-send
the report request, login to Mobility Tool+ and apgour project details. Click

"Mobilities" from the top menu. Select "List Moliks" from the contextual menu. Edit
the mobility details and click button "Re-Send"the "Participant Report" section, as

presented in the screenshot below.

Participants Report

ID Status Request Date Submit Date PDF File

45 REQUESTED 15/11/2014 Not available

Re-Send

When the mobility period is not over or when thetiggpant report is already in status
"SUBMITTED" re-sending participant report is notagable.

7.2.How to check participant report status?

The status of the report is displayed on the pMabilities”. There are 3 types of status

in the system:
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— NONE - no invite for a report has been sent yet
— REQUESTED - invitation to fill in the report hasdpesent out to the participant
— SUBMITTED - the participant has submitted his/hegyart

The statuses of mobilities are changed automaticdiépending on the system and
participant actions.

To see status of the participant reports in yoojgat,login to Mobility Tool+ and open
your project details. Click "Mobilities" from th@p menu. Select "List Mobilities” from
the contextual menu. The status of the participaports will be displayed in the "Report

status" column.

7.3.How to see results of participant report?

Login to Mobility Tool+ and open your project désaiClick "Mobilities” from the top
menu. Select "List Mobilities" from the contextualenu. Edit the mobility for which
you'd like to see the participant report. Click iddoad PDF" link in the "Participants

Reports" section to download a PDF version of duigpant report results.

Participants Report

D Status Request Date Submit Date PDF File
9 SUBMITTED 14/10/2014 14/11/2014 I Download PDF I

This method can be used for checking individuatipigant reports. Alternatively, you
can export all participant reports in CSV file. G the "Mobilities" page and click
"Export Participant Report".

Mobilities List for 2014-1-FR01-KA102-000044

E.___ '} i~ s EIE] Search- r:'__'é) Export Participant Report |
I- o X TR G = L searn] o L2 Patcoan Repot
First Last Activity Eligibl

— Email = Mobility ID Start date End date '9'_ _e

Hame Name Type Mobility

This way, a ZIP file with all participant reportsogped by activity type will be
generated. The CSV files can be opened with progsmh as Microsoft Excel.
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6.1.

8. BUDGET

Budget section of Mobility Tool+ provides a summany the financial details of
mobilities and other financial elements of the pobj This section should be regularly

checked for overview of the project finances.

8.1.What are the elements of project budget on the "Bugdet" page?

The "Budget” displays two sources of informatiorpreject budget as granted by the
National Agency and project budget as a summapyaéct activities. This distinction is

clearly visible on the "Budget" page — the colunuisbudget approved and current
budget are clearly marked on the page. For easmgdi management, a third column —

"% Current / Approved budget"” provides the curiderel of budget consumption.

If there are changes in the project budget follgwien amendment of the initial
agreement between the beneficiary organisationttaadNational Agency, those changes

should be reflected in the first column.

Approved % Current /
Budget (by Current Budget Approved
National Agency) {in Mobility Tool) budget

Total Project 454 801.98 28,280.00 6.22%

Organisational Support

No. of Participants (excluding acc. persons): 19 -
0.00 5000 0.00%

Exceptional costs - Guarantee 100

8.2. How to checkproject budget?

Login to Mobility Tool+. Click "Budget” in the topmenu. A budget page will be
displayed.
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Budget for 2014-1-FR01-KA103-000155 Nothing to save
Approved % Current/
Budget(by  Current Budget Approved
National Agency) {in Maobility Tool) budget
Total Project 454.801.95 29,940.00 6.58%
Organisational Support
Mo. of Participants (excluding acc. personsy 19 0.00 ) GBED 0.00%
Exceptional costs - Guarantee 100
Linguistic Support
e R | ossmeagn | s
Group 1 (DE, EN, ES, FR, 8:!:'9595 ! ! i
Bl Efu”:'s”ei Not Applicable 0 150 =
vt e :
Activity Type
HE-SMP-P: Student mobility for traineeships between Programme Countries 0.00 4,528.00 0.00%
Travel Grant 0.00 275.00 0.00%
Individual Support 0.00 4,253.00 0.00%
Special Needs 0.00 0.00 0.00%
HE-SMS-P: Student mobility for studies between Programme Countries 454 80198 14,708.00 3.23%
Travel Grant 3,750.00 275.00 7.33%
Individual Support 451,051.98 14,433.00 3.20%
Special Meeds 0.00 0.00 0.00%

Depending on action type of your projects you neg different fields.

Fields which are marked in grey contain summargitietaken from all mobilities in the
project. Fields which are not greyed out are abldor editing. An example of such

field may be "Organisational Support”, for example.

8.3. How to change project budget?

Login to Mobility Tool+. Click "Budget" in the topmenu. A budget page will be
displayed.

Edit fields which are editable — they are normalbtt greyed out on the page. Once you
make a change, a button that was previously caNething to change" on the top of the

page changes into "Save".
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Approved

100

Budaget (by Current Budget
National Agency) {in Mobility Tool)

454 801.98 28,290.00

0.00%

Click the "Save" button to preserve your changes.
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9. REPORTS

The last section of the Mobility Tool+ provides yau reporting functionality as
beneficiary. This section can be used to submdrimt and final beneficiary reports to

your National Agency.
Please note that the participant reports are cdvarsection "Mobilities" of this guide.

The final report will contain a summary of all thetivities of your project, the project
budget and some additional information. Most of ttumtent of the report will be
prefilled with the data you have entered in Mokgilool+. Additionally, you will be

asked series of questions concerning the implertientaf your project.

Depending on the action type of your project, thwerf of the final report can be a PDF

form or a website form.

9.1. How can | submit my final report to National Agency?

Login to Mobility Tool+. Click "Reports” in the tomenu.

In case your project was realised in the area aftN@action code KA105), you will see

a page similar to the one below.

Beneficiary Report for 2014-2-UK02-KA105-000023

Generate Beneficiary Report

Please click on this button to generate a new Beneficiary Report with Mability data for Project Update on 24/11/2014 10:22:08

Generate Beneficiary Report

To generate your report, click "Generate BenefycilReport".If you project have some
issues, a message may be displayed to inform yout aletected problems.

You will be asked to choose a language of the tepor
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Total Number of Mobilities [ Total Number of Submitted Participant Report [

« Current Budget {in Mobility Tool) 1135 is greater than Approved Budget (by Mational Agency) 0

Please choose Beneficiary Report Language

UKD1 - English (EN) [~]

Do you want to continue with the report generation?

No

Click "Yes" to continue.

The processing of your request will go through &es of generating the file and
submitting the report. Please wait until a repd@&Hile is generated.

Please download the Beneficiary Report. by clicking the link below

Final Report for project updated on 24/11/2014 15:38:36
Request|D 46 (language UKD1 - EN)

a few seconds ago Generated (by system MT System User )
2 minutes ago Received by Eform (by system MT System User )

4 minutes ago Process Started (by )

Click "Download Beneficiary Report” to download thieal report PDF file. The PDF
file will have relevant sections pre-filled withgject and mobility data. The report must
be completed and submitted using the "Submit" lnuttahe PDF file.

During this time a warning message "Beneficiary &epn progress - please do not
update data unless agreed with your National Agendy be displayed on all pages of
your project.
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9.2. What happens after | submit my final report?

After submission of the final report your accesgdar project in Mobility Tool+ will be
restricted. You will be able to read data, but tmtchange it. You will be able to

download participant reports, for example.

A warning similar to the one below will be displalyen all pages of your project.

Beneficiary Report Submitted - Project locked

9.3. How can | edit my project after final report submission?

National Agency may restore your access to theeptaf the final report is found to be
unsatisfactory or your project requires furtherraes. In either way you will receive a

notification from the National Agency.
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10. SUPPORT AND TROUBLESHOOTING

10.1. National Agency Helpdesk contact

All questions or issues with Mobility Tool+ shoubg reported to your National Agency
helpdesk. The contact details are published orMibleility Tool+ "Home" page of your

project.
10.2. Troubleshooting of the most common issues

10.2.1 National characters are replaced with question nsadkiring the import process

Some national characters may not be correctly aygal after a CSV file is saved in
Microsoft Excel and imported into the tool. The lplem lays in the way all versions of
Microsoft Excel on Microsoft Windows and Apple OSeXcode the national characters
in UTF-8 format. In particular, the national chaeas encoding is not preserved when a
CSV file is saved. The problem has been officiaibynfirmed by Microsoft support. It's
important to highlight this is not a problem of aaprocess or algorithms used by
Mobility Tool+.

The problem is affecting 13 of the 27 differentrapets used by National Agencies and
participant of the Erasmus+ programme. The affectptiabets are Greek, Bulgarian,
Croatian, Czech, Hungarian, Latvian, Lithuanian,ltsse, Polish, Romanian, Slovak,
Slovene, and Turkish. For some of these alphabmte of the national characters are

saved properly, for some others only partially.

Many solutions have been tested to prevent thigif®m happening. 3 office suits have
been confirmed not exhibiting this problem. Twotloé suits are open source and freely

available on the Internet, th& & a proprietary software package:

— Microsoft Windows: LibreOffice (Calc), Apache OpeifiCe (Calc)
— Linux: LibreOffice (Calc), Apache OpenOffice (Calc)
— Apple OS X: LibreOffice (Calc), Apache OpenOffiggalc) and iWorks (Numbers)

The list is not exhaustive and if you already haweolution in place that works for you,
you may ignore this message. There are also otihatians in place, such as Notepad++
or custom-made applications that may work with tlagional characters correctly but

may not be as straightforward in use as the spheadeditors.
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10.2.2.CSV files exported by Mobility Tool+ are not operedrectly by Microsoft Excel

Mobility Tool+ offers two options for data exportExcel and CSV. It may happen that
when you choose to download and open CSV, Excehtmigt recognize the field
separator and will display a whole length of edok in just one cell, as shown on the

screenshot below.

|'._7.|' = |= 2011-1-BE3-LEO01-00001_2012-08-29 15-03-30[1].csv - Microsoft Excel = = 52
E Home Insert Page Layout Formulas Data Review View Developer Quick tips (3 @ = g 22

"‘;] 01; calibii -l YA -G.eneral ¥ ;‘;'J;Conditwonal Formatting = %‘ﬂ[nsert' Z - {_}?' Lﬁ

Ey - 'i'} L T | ﬁFormat as Table = g% Delete = ﬂ w -
i g | B Bl S A T Al 5 Cell Styles - ElFomat~ | 2~ Fites= Seiects
Clipboard Alignment . MNumber “ Styles Cells Editing
Al - 5 Last Mame;First Name;Gender;Accomp. Person;With Specia.l MNeeds;Date of Eirt.h;Em:aiI;I\.robiIit\.I Experience :V

| 4 c D E F G H 1 | K L M N o
1 |Last Namé_;First Name;Gender;Accomp. Person;With Special Needs;Date of Birth;Email;Mobility Experience No.;Economic Sector;Field of Education;Ley |
2 LASTNAMN FORESTRY {pre-prim i.e. to prc children continue their education at level 1 (primary education).";" EMAIL NOTIFIED";1;" BE - BELGIUM";" PT -

3 LASTMNAMN FORESTRY (pre-prim i.e. to prc children continue their education at level 1 {primary education).”;" EMAIL NOTIFIED";2;" BG - BULGARIA";" EE

4 JONES;" Jane";" F - Female";" NO";" NO";1995-01-01 00:00:00.0;jane.jones@email.com;2;" B5 - Mining of coal and lignite";" 726 - Therapy and re}'nabili'tza‘\I

5 | BRAVO;". primary and lower secondary education™;" PENDING";1;" DK - DENMARK";" CZ - CZECH REPUBLIC";" Host Organisation";" Partner no 1";" ";201]

7]

= |
S =
g

10

11

12

13

14 |
15

16

17 =
M 4 ¥ M| 2011-1-BE3-LEQ01-00001 2012-08- ~¥J §IEN | »01
Ready | |EQ & 100% (=) L] {+)

This may happen due to regional settings of younmaer.

There are two solutions of this problem. The fdescribes a change of system settings
of your operating system. The other uses the tapbrt functionality within Microsoft

Excel.
Regional settings

The solution presented below applies to Microsofinddws 7, however previous
versions of the Windows operating system may hawdas steps. Please be aware that
such change may affect all applications installeg@ur computer.

In order to fix the problem, please go to Contrah®, then Region and Language and

click "Additional Settings" button on the bottomtbke window.
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] Region and Language @

Formats | Location I Keyboards and Languages I Administrative

Format:

[English dreland) -]

Date and time formats

Short date: [darMMAyyy -
Long date: [dd MMMM yyyy ']
Short time: [HH:mm ']
Long time: lHH:mm:ss VI
First day of week: IMonday VI
What does the notation mean?

Examples

Short date: 29/08/2012

Long date: 29 August 2012

Short time: 15:19

Long time: 15:19:42

Additional settings...

Go online to learn sbout changing languages and regional formats

There you'll find "List separator" option, which stdikely will be set to comma (,).

0 Cimtornie Farmat =
Example
Positive:  123,456,789.00| Negative:  -123,456,783.00
Decimal symbol: 3 -
No. of digits after decimal: |2 '|
Digit grouping symbal: E r
Digit grouping: IlB,dSﬁ,?ﬂQ ¥ |
Megative sign symbol: - -
Megative number format: |*1‘l - |
Display leading zeros: IU.T '|
I List separatar: " - I
Measurement system: I Metric ” |
Standard digits: |018456?89 > |
Use native digits: I MNever x |
Click Reset to restnrs.the system default settings for Reseb
numbers, currency, time, and date.
{E Cancel Apply

Please change this option to semi—colon (;), sheesettings, close Excel and open the

data again. The issue should be resolved.
Use of Excel data import functionality

The CSV data can be imported into Microsoft Excéhaut changing the regional
settings. For this purpose text import function banused in the application. Please note

that the steps presented below may differ betweiéereht versions of Microsoft Excel
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and Office suits running on different operatingteyss (Microsoft Windows or Apple

0S X).

(1)  Open Microsoft Excel with a blank spreadsheet.

(2) Go to Data tab and click "From Text". Window "Impdext File" will appear.

IE' H -5 Bookl - Microsoft Excel
Home Insert Page Layout Farmulas Drata Review View Developer Quick tips

. )
Al Sart Filter

From From From Other Existing Refresh " s :
Access  Web  Text u Connections Allr =3 Edit Links
Get External Data Connections Sort & Filter

, =By RED Iy = || con ans - T Clear ===
ek & | & B =it WHEACTINIS gl ==
' S| Testo

7 Advanced | columns

(3) Select the CSV file you wish to edit in Excel. Tingoort process will continue

with "Text Import Wizard".

(4)  Select "Delimited”, as presented on the screenskalive all other options as they
are (start import at row 1, file origin: "65001: idade (UTF-8)"). Click "Next"

button.

Text Import Wizard - Step 1 of 2 =
The Text Wizard has determined that your data is Fixed Width.
If this is correct, choose Next, or choose the data type that best describes your data.

Original data type

Choos at best describes your data:
@) di  -Characters such as commas or tabs separate each field,

() Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: 1 | File origin: 65001 : Unicode (UTF-3) E

Preview of file C:\Users\osmenmi\Desktop\import. csv.

lProject ID;Mobility ID;Mckility Type;Participant First Name,Participant 1
*.'*;*, DICT;*:%;*, DD/MM/YYY¥ ;% DICT;%;;*, DICT;*, DICT;*, DICT;93.95;*| |
013-1-GR1-ERADZ-04738;5MS10;5MS; FirstName; LastName;01/01/1985; M;emailll

< Z' [ Mext = ] [ Einish ]

(5) Un-tick the default "Tab" and tick "Semicolon". Yaeuill notice that data preview

will change accordingly. Click "Next" button.
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Text Import Wizard - Step 2 of 3 7

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below,

Delimiters /
FiF: O

Treat consecutive delimiters as one

Text qualifier: |* EI

Data preview
roject ID cbility ID Mobkility Type [Participant First MName [Paf +
" - % . DICT x " |_|
013-1-ER1-ERROZ-04738 [EMS10 M5 irstlame af
2y
K | F

[ Cancel ll < Back ][ MNext = ]l Finish ]

(6) In the next window, move the horizontal scrollimgthe end of the right side of

the data preview.

Text Import Wizard - Step 3 of 3 |

This screen lets you select each column and set the Data Format.
Column data format
@ General

= ‘General' converts nurmeric values to numbers, date values to dates, and all
(5] i
) Text remaining values to text.

O [ 1]

() Do notimport column (skip)

Data preview
Zeperizensr=] Zepersl Zepers]
FME) Beceiving Partner ity (SMP) Receiwving Partner Country (SMP) Receiwving #
[~ {SME) * {SME), DICT *{SMB), Of |
-
‘ N

(7)  While holding Shift key on your keyboard, click ¢ime last column of the data

preview. You will notice the data preview table hvuirn black.
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Text Import Wizard - Step 3 of 3 7 .

This screen lets you select each column and set the Data Format.
Column data format
@ General

= ‘General converts numeric values to numbers, date values to dates, and all
() Text remaining values to text,

Oose ow [

(71 Do not import colurn (skip)

Data prewview

ring Partner City { ng Partner Country {5HE)
, DICT

(8) Select "Text" option in the column data format pams presented on the
screenshot below. You will notice the headingsh& tolumns in data preview

will change from "General" to "Text".

Text Import Wizard - Step 3 of 3 7 .

Thiz screen lets you select each column and set the Data Format.

Column data format
7 General : : i

= General' converts numeric values to numbers, date values to dates, and all
= remaining values to text.

O [ow ]

(71 Do not import column (skip)

Data prewview

L
Eroject ID
-

2013-1-CR

<L 2

(9)  Click "Finish". The wizard will ask you where thenported data should be
placed. Click button "OK".
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Import Data @

Where do you want to put the data?
@) Existing worksheet:

=sas]

() Mew worksheet

[P[operh'es... ] [ OK ] [ Cancel ]

Your data from the CSV file exported from Mobilitypol+ will be presented in columns.

10.2.3.Mobility Tool+ website is not displayed correctty Microsoft Internet Explorer

It has been reported that the Compatibility Viewmdtion of Microsoft Internet Explorer
may cause some display issues on the Mobility Towebsite. If you experience any
issues displaying the websites on Microsoft InterB&plorer, please turn off the
Compatibility View by going to Tools, and then &ion Compatibility View to deselect
it.

Delete browsing history... Ctrl+Shift+Del
InPrivate Browsing Ctrl+5hift+P

Tracking Protection...

ActiveX Filtering

Diagnose connection problems...,
Reopen last browsing session

Add site to Start menu

View downloads Ctrl+)
Pop-up Blocker »
Smart5creen Filter »

Manage add-ons

Compatibility View ‘
Compatibility View settings

Subscribe to this feed...

Feed discovery »
F12 developer tools

OneMote Linked Motes
Create Mobile Favorite...

Send to OnelMote

Internet options

More information on compatibility view can be fouatthe page below.

http://windows.microsoft.com/is-is/internet-explore r/products/ie-

9/features/compatibility-view
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All other problems should be reported to the hedfad® your National Agency.
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End of the document
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