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Mobility Tool+ Guide for Beneficiaries of the Erasmus+ programme

1. GENERAL INTRODUCTION

1.1. Description

Mobility Tool+ is a web platform tool for collaboration, management and reporting for
mobility projects under the Lifelong Learning Programme (LLP) and under the Erasmus+
Programme of the European Commission. It is developed by the European Commission to be

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

The users of Mobility Tool+ will find in the tool some of the information of the projects they
manage (included in the Delegation Agreement signed with their National Agency) and are
able to encode the remaining information. They can identify participants; mobilities, outputs,
etc. and complete and update budget information. The tool can also generate participant
reports and beneficiary reports, both based on the mobility data introduced by the Mobility

Tool+ users.

The elements of the projects managed in Mobility Tool+ presents the diagram below.
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Mobility Tool+ supports the following Erasmus+ actions and action types:

(@) Key Action 1 (KAL):

— KAI101 - School education staff mobility
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KA102 — Vocational Education and Training (VET) learner and staff mobility

— KA103 — Higher education student and staff mobility

— KA104 - Adult education staff mobility

(2) Key Action 2:

KA105 — Youth mobility

— KAZ200 - Strategic partnerships addressing more than one field

— KAZ201 - Strategic partnerships for school education

— KAZ202 — Strategic partnerships for vocational education and training

— KAZ203 - Strategic partnerships for higher education

KA204 — Strategic partnerships for adult education

— KAZ205 - Strategic partnerships for youth

(3) Key Action 3:

— KAZ347 — Dialogue between young people and policy makers

1.2. Mobility Tool+ users

The users of Mobility Tool+ are:

Beneficiary organisations — the main users of the tool, responsible for entering mobility

and participant details via the graphical user interface or via the import process and for

entering budget information. They can also consult the participant report data.

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

and validate the information entered by the Beneficiaries

— The European Commission Directorate for Education and Culture (DG EAC) — the system

owner and the central administrator of the tool

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




2. ACCESS TO THE APPLICATION

2.1. What is the URL address of Mobility Tool+ website?

Mobility Tool can be accessed using the following URL address:

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 have
1) an ECAS (European Commission Authentication Service) account and
2) be registered in Mobility Tool+.

For the first point please refer to the ECAS User Manual document for more
information on registration and how to obtain a login name and password. For the second
point, if you are the contact person of the beneficiary organisation of an awarded project,
your email address was provided within your project application and you will be
registered automatically. If you are not sure whether or not your email address was
provided in the project details or you are not sure which of your email addresses were
provided please consult your submitted application PDF form or contact your National

Agency for support.

You are always redirected to ECAS login page for authentication when you enter
Mobility Tool+. If you have never used ECAS system before, the authentication system
will welcome you with a screen similar to the one presented below. On this page, please
select “External — Partners, Researchers, Citizens”, unless you work for any organisation
or agency listed on that page, i.e. European Central Bank, 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


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

Contact | Privacy Statement | English (en)

EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

Commission European Commission

IntraComm > Authentication Service > Where Are You From?

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+7" if
you have a special external account composed of w and 7 digits.

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

I PaANN

I =

A )

N/

European Commission External

European 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.
| Institutions | Regulatory Agendies [ Joint Undertakings
e ; i P o £
ACER ™ - = -
< » &7 cPvo-ocvv
- A‘,;my {a; the ICoﬂpeuunn
FEnersy Regulaions ~
Agency for the Cooperation of Energy Committee of the Regions Community Plant Variety Office
Regulators

: =3
A CVRIA JOINT UNDERTAXING
CONSILIUM W
Council of the European Unien Court of Justice of the European Union ENIAC Joint Undertaking Eurojust

ECAS will remember the choice of your organisation in your browser and will use the
selection in future logins. The ECAS login page that you will normally see is shown

below.
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Contact | Privacy Statement | English (=n) E\

EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

*
*

European

Commission External

EUROPA » Authentication Service » Login

New password  Sign Up  Help

Log in Not reqgistered vet

1s the selected domain correct?
External Change it

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

o Wi

Password

s U,
requires you to authenticate

P More options...

D Remember my username

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

(1,1 | Ost vour password?

* Required fields

Last update: 24/10/2014 (3.10.1-hum) | 6 ms | 4 Top

The most important fields are:

— "Is the selected domain correct?" — should be always set to "External”. If it is set
otherwise, please use "Change it" link and select "Neither an institution nor a

European body".

— "Username or e—mail address" — both username and email address can be used for
login. Since usernames are generated automatically by ECAS during the registration,

we suggest using email address as an easier alternative.
— "Password" — as defined during the registration process

2.3. How to change language of user interface?

The Mobility Tool website can be translated to many languages. Languages available to

you can be seen on the upper right corner drop—down list.

The list of available languages is using the following naming convention: "FR1 — English
(EN)", where “FR1” is the National Agency code, in this case French agency “Agence
Europe Education Formation France”, and “English (EN)” is the language available for

that agency. English is by default available to all Agencies. Some Agencies offer more
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than one language beside English, i.e. French for French speaking countries, Spanish for
Spain, Polish for Poland, etc.

There are default languages for Agencies. For example, French agency will only have

French language listed while other Agencies may have more languages available.

Mobility ool

[

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 Mability 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-
PLO1-KAT03-000098

Your National Agency

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

* 48224631302 (LEO, ESFOT), +48 224631296 (ERA), +48 224631682 (ESF03)
* Email: MTool_Helpdesk®frse.org.pl
* Web: mtool.llp.org.pl

If your language is not present on the list, please contact your National Agency.
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3. PRrROJECT

3.1. How to view project details?

Login to Mobility Tool+ using your ECAS username (or email address) and password.
After login you will see Mobility Tool+ page similar to the one presented below. This is
your Mobility Tool+ homepage.

User Status: Logged int Bel

European Commission
M 0 b | I ity tn ol PLO1 Foundation for the Development of the Education Systel

My Home

Welcome Beneficiary Test User

. X 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-FL1-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 Educaticn System
Helpdesk - Contact:

* +48 224631302 (LEO, ESFO1), +48 224631206 (ERA), +48 224631682 (ESFO3)
* Email: MTool_Helpdesk@frse org.pl
* Web: mtool.llp.org.pl

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

Please note you may have projects from Lifelong Learning Programme as well as from

Erasmus+ Programme. Make sure you select the right project to manage.
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User Status

|—| European Commission
Mobility tool

My Home

Welcome Beneficiary Test User

. X 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 p:

cipant reports and generate and submit your own report(s) to your
Erasmus+ §
National Agency.

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

* +48 224631202 (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 present some information about the project.

User Statu:

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-PL0O1-KA103-000098 Created by: MT System User

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

mobility Project Acromym: 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 informat

Project Duration (menths): 16

PIC: 949555803

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

the Educaticn 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
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3.2. User interface overview

The graphical user interface of Mobility Tool+ project view contains a few elements that

are important to recognize and remember. The three most important elements of the page

are selected on the following screenshot.

European Commission
: ore
; M 0 b | I Ity to OI PLO1 Foundation for the Development of the Education Sysi
=

User Status: Logged in: Beneficiary TEST USER - beneficiary [ Log out ]|Legz| notice

I Home ‘ Project List | Organisations ‘ Contacts ‘ 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: KAT - 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: 1

Start of Project: 10/02/2014

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

Project Duration (months): 16

PIC: 949555803

National Agency: PLO1 - Foundaticn for the Development of Legal Name: Polish Youth Organisation

the Educaticn 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

Area indicated with number 1 contains a menu with 7 elements:

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

projects

Organisations — shows a list of organisations taking part in the project, including the

beneficiary, sending, receiving or other type of organisations
Contacts — shows a list of contacts for organisations
Mobilities — shows a list of mobilities with participant details
Budget — shows a project’s budget summary

Reports — provides facility for final report to National Agency

This manual will describe each section of the tool in greater details in the following

chapters.

15



The second area of the page indicated with number 2 provides information about the
Programme, Call, Round and some key data of the project itself, about the National

Agency granting the project and about the beneficiary organisation.

The third area selected on the screenshot presents information about the creation of the
project in Mobility Tool+, last update and person (or system) that updated the project

last.
3.3. Changes to project details

3.3.1. Manual changes

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

National Agency.

3.3.2. Automatic changes

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

The approved section of the budget is presented on the screenshot below.

16



Budget for 2014-1-PL0O1-KA103-000098

Total Project

Organisational Support
No. of Participants (excluding acc. persons): 0

Exceptional costs - Guarantee

Linguistic Support

Ho. Of Participants for enline Ho. Of Participants for
Language Group linguistic assessment Linguistic Preparation
Online
) 0 0
Group 1 (DE, EN, ES, FR, Licenses
IT, NL) Training .
Mot Applicable 0
Courses
Group 2 (Other EU official languages not
Not Applicable 0

included in group 1)
Activity Type

HE-SMP-P: Student mobility for traineeships between Programme Countries
Travel Grant
Individual Support
Special Needs

HE-SMS-P: Student mobility for studies between Programme Countries
Travel Grant
Individual Support
Special Needs

HE-STA-P: Staff mobility for teaching between Programme Countries
Travel Grant
Individual Support

Special Needs

Grant per
Participant

150

150

Approved
Budget {by
National Agency)

2,550.00

0.00

0.00

0.00

0.00

0.00

0.00

255000

2 550.00

0.00

0.00

0.00

0.00

0.00

0.00

Current Budget
{in Mobility Tool)

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Mothing to save
% Current

Approved budget

0.00%

0.00%

0.00%

0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%

0.00%

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

following chapters.
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4. ORGANISATIONS

The "Organisations™ page displays a list of organisations that were in the initial grant
application form. Depending on the action, the list may contain just one organisation —

the beneficiary; in other cases, the list of organisations can contain several entries.

All other participating organisations that were not part of the initial application form need

to be created manually in the Mobility Tool+ for projects under KA1,

4.1. How to display list of organisations?

Login to Mobility Tool+ and open your project details. Click the "Organisations” button

in the menu as shown on the screen shot below.

European Commission
M 0 b i I ity to OI PLO1 Foundation for the Development of the Education Syst

| Home | Project List | Organisations T | Contacts '| Mobilities Budget Reports

Project Details for 2014-1-PLO1-KA103-000098

Context information Project information History information
Programme: Erasmus+ Grant Agreement No_: 2014-1-PL0O1-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: 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 - Foundaticn for the Development of Legal Name: Polish Youth Organisation

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

the following page: Erasmus Code: D ELMSHORO1

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

/national-agencies/index_en.htm

From the contextual menu, select "List Organisations".

- . -
Organisations Contacy

List Organisations

Create a new Organisation

A list of organisations will appear in a table, as shown below.

18



24 XE
#

Beneficiary PIC o Organisation 1D

=i @ Search:[ :\_g

Legal Name

Show 50 + entries
Showing 1 to 2 of 2 entries

Country City Public Body Non-profit

//’ 949555893 000098-0RG-00001

Polish Youth Organisation

] i O 949593626 000098-0ORC-00002 Instituto Politécnico de Castelo Branco

Poland Krakéw

Portugal | Castelo Branco [ [

Organisations can be beneficiary organisation, sending and receiving or other type of

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

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

Show 50 + entries
Showing 1 to 2 of 2 entries

Country  City Public Body  Non-profit

.%’:- [D] x f’; Al @ Search: \6
¥ Beneficiary PIC “  Organisation ID Legal Name
4’ 949555893 000098-0RG-00001 Polish Youth Organisation
] //I’ O 949593626 000098-0RG-00002 Instituto Politécnico de Castelo Branco

Poland Krakéw

Portugal | Castelo Branco i [

The list of organisations allows quick filtering and searching within the list.

Organisations can be filtered by PIC, organisation 1D, legal name, department, country or

city.

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

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

of each button and associated action.

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

"Delete" — removes selected element from the list

"Export Excel/CSV" — exports list to a CSV/Excel file.
Please note that only elements that are visible in the list
will be exported to CSV file. That means if the list is
filtered, only the result of the filtering will be seen in CSV

file.
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Icon/button Description

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

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

General search field — can be used for searching for any
value from the list. The list will dynamically adjust to
results of the search.

Search:

= "Reset Filters” — clears the search results (similar to
=] deleting the content of the previously described search
field).

4.2. How to add new organisation?

Login to Mobility Tool+ and open your project details. Select Organisations from the top

menu, a choose "Create a new Organisation”.

- . -
Organisations Contact

List Organisations

|

Create a new Organisation

A partner details form will appear. Depending on the action type of the project, you may
be required to put a PIC number of the organisation you wish to add. In special cases you

may override the PIC requirement by selecting "Non-PIC Organisation™.

In either way, organisation ID will be prefilled with a unique identifier of an organisation
in the project in Mobility Tool+. You may change the value to other, more suitable if you
like (for higher education institutions having an Erasmus Code, it is recommended to
enter the Erasmus Code as Organisation ID). The only requirement is that the

organisation ID must be unique in the project.

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

organisation.
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Note:

Partner details can be changed at any time during the project lifetime.

Create Organisation ®
Grant Agreement No. 2014-1-PLO1-KA103-000098 ‘
rOrganisation information
PIC* Check PIC Type of | [=]
Organisation
Non-PIC 0
Organisation VAT |
Organisation ID*  gpQQo9g-0ORG-00002 Co-Beneficiary D
Erasmus Code o E Public Body (o]
Non-profit
Legal Name | D
Number of -
Business Name | employees below
Full legal name | 2502
(Mational
Language)
Acronym
National ID if |
applicable)
Department
~Address and contact information
Legal Address | Email |
Country |:-:h.:..:.se a country] |z| Website |
Region |:Ch.:..:.se a region] lz‘ Telephone 1 |
F.O. Box | Telephone 2 |
Post Code | Fax |
CEDEX |
City |
Organisation Comments  Thjg js 3 comment Figld

Cancel Save

Organisations with PIC number

If organisation has a PIC, enter the PIC number in the designated field and click "Check
PIC" button. Data of the organisation will be imported from the Beneficiary Register
database, including organisation name, type, address or Erasmus Code (if applicable).
You may add acronym, department or specify if organisation has less than 250

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

this project” will appear.

PIC*  [049593626 | Check PIC |

This PIC is not unique in this project

In case an organisation cannot be found by the PIC number, please contact your National

Agency for support.
Organisations without a PIC number

In case the organisation you wish to add does not have a PIC code, you need to tick
"Non-PIC Organisation™ in the form. In this case all fields marked with the red asterisk

need to be filled in or selected.
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Create Organisation x
Grant Agreement No. 2014-1-PL0O1-KA103-000098
rOrganisation information
Non-PIC W h Type of -
Organisation Organisation *
Organisation ID*  5opp98-0ORG-00003 VAT
Legal Name * Co-Beneficiary
Business Name* Public Body
Non- fit
Full legal name en-proft
(National Number of -
Language) employees below
?
Acronym 2507
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  Tpic i5 3 comment Field
Cancel Save
e

4.3. How to edit organisation details?

Login to Mobility Tool+ and open your project details. Click "Organisations" in the top

menu and select "List Organisations".

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

g‘:: _'u; x @ = :Tg.Sean:h: \_Tg

# .. Benefiiay PIC

/] o

4 Organisation ID Legal Name:

949555893 00DD98-ORG-00001 Polish Youth Organisation

949593626 00DD98-ORG-00002

Department

Instituto Politécnico de Castelo Branco

Shew 30 entries

Showing 1 to 2 of 2 entries

Country City Public Body Non-prafit
Poland Krakdw
Portugal Castelo Branco & &

An organisation details will be displayed. Click "Edit" on top of the screen to edit the

organisation.
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Edit Organisation *®

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

rOrganisation information

PIC 049593626 Check PIC Type of |Hi-;|her education institution (tertilZl

Organisation

Organisation ID gpoO98-ORG-00002

VAT |
Erasmus Code |P CASTELOO1 0@ Co-Beneficiary

O
Legal Name |I|'|st|tL|t-:- Politécnico de Castelo Bran Public Body
Business Name [IPCB Non-profit
Full legal name | Number of -
(National employees below
Language) 2507
Acronym

Natienal ID (if 504152980
applicable)

Department

rAddress and contact information

Legal Address [Av. Pedro Alvares Cabral, 12 Email |
Country |F'-:-|‘tugal Iz‘ ‘Website | ipch.pt
Region [Centro (PT) (=] Telephone 1 [+351 272 339 600
P.0. Box | Telephone 2 |
Post Code [5000-084 Fax [+351 272 339 601
CEDEX |

City |-Caste|-:- Branco

Organisation Comments  Thjs j5 3 comment Field

Cancel Save

e

Change the details and click the "Save" button. A confirmation message will be

displayed.

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

Depending of the type of the organisation and/or the Action Type, the field "Erasmus
Code" will appear in the organisation form. This field is linked to the ECHE (Erasmus

Charter for Higher Education) and can be used to search an organisation in the ECHE
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database among those Higher Education institutions who have received a Charter for

Erasmus+ Programme.

Erasmus Code |

P
FIC EEETS Legal HName Busi
Code
9435936260 CASTELOD'IP lnsmumCF-:sltI:;nBlizn?E
240450111 EIEI_‘?.KO[;!I_ e wvzszaTszsiili;:wT:.zjé BWWS im. J.~
S45544043 RADOMCT: WYESZA SZKOLA HARNDLOWA,
246519502 ELII:IAF'EST'-I| " NemZEtk'ﬁE;EELﬁZ
S4a500a05 TE SIMOPO1 Sinop Universitesi
O45810957 APELDOgEli_ Folitieacadernie Fol
*T.u—.—..—n.a.—m mar RAL e | I R O Tl B e ot .h.—“llr

The beneficiary organisation details should not be changed by the beneficiary
organisation, only by the National Agency. If for any reason the Beneficiary
Organisation details need to be changed, please contact your National Agency. Once the
data is changed by the National Agency, please reflect these changes in the project in
Mobility Tool.

4.4. How to export list of organisations?

The list of organisations can be exported to a CSV file. The exported list will contain

exactly the same fields shown on the Organisations page.

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

. B . . . .
menu. Click the Excel 4l icon in the partner list menu. Save the exported file on your

local computer.

4.5. How to remove organisation?

Login to Mobility Tool+ and open your project details. Click "Organisations" in the top

menu and select "List Organisations".
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Mark the selection box next to the partner you want to remove. Please note that it is not
possible to remove your own beneficiary organisation from the list. Sending and
receiving organisations that are already part of entered mobilities in the project cannot be
deleted either.

g,_'f s 3 Ej =i ,@_ seach:[ \g Show 81| entries

= i = s Showing 1 to 2 of 2 entries

P eficiany PIC & Organisation I Legal Name Department Cauntry City Public Body Non-profic
349555893 000035-ORG-00001 olish Youth Organisation Poland Krakénw

ol 27 [ |ssesszezs 000035-ORG-00002 Instituto Politécnico de Castelo Branco Portugal | Castelo Brance = =

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 may have one or more contact persons for the
project. By default only the contact person of the beneficiary organisation and legal
representative are granted access to Mobility Tool+. However, these users can grant
access to the project information in Mobility Tool+ to additional contact persons of
her/his own organisation only, being aware that they will 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 details. Click "Contacts" from the top

menu.

User Status: Logged in: Beneficiary TEST US

[ European Commission

M 0 b i I ity to OI PLO1 Foundation for the Development of the Education System

Home Project List Organisations 'I Contacts 'I Mobilities Budget Reports

Then select "List Contacts" from the contextual menu.

Contacts Maobiliti
List Contacts

H Create a new Contact

A table with contacts of all organisations will be displayed.

g-: f x I“:j [ ] ___‘ Search: \z Show 30 4 entries
= - Showing 1 1o 3 of 3 entries
Contact Last Contact First Lagal Preferrad Access 1o

£ = 4 Department Position Telephone 1 Email PIC Legal Name Beneficiary . 5
Name Mame Reprasentative Contact Project

Polish Youth

" User Test NfA +48121234567 949555833 R
QOrganisation

Polish Youth

7 LastName FirstName Department Position | +482278945612 949555893 N
Organisation

¥ LastName FirstName Department Position +32789865412 TEST ORCANISATION

The table shows contact persons' last names, first names, department, position, telephone
number, email, PIC of the organisation, legal name of the organisation, flag whether the
organisation is a beneficiary or not, flag if the contact is organisation's legal
representative, flag is the contact is organisation's preferred contact and flag if the contact

has access to the project.
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The list can be sorted and filtered. The description of the 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 "Contact™ in Mobility Tool+ page.

Login to Mobility Tool+ and open your project details. Click "Contacts” from the top

menu. Then select "Create a new Contact" from the contextual menu.

Contacts Mabiliti
List Contacts

Create a new Contact

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

There must be a minimum one preferred contact person within each organisation. First
contact person is automatically elected as a preferred one. In case of the beneficiary
organisation, the preferred contact or contacts will receive notifications from the

Mobility Tool+ for project updates, for example.

In case of address details, selecting "Same as Organisation” will prefill the fields with
data from organisation details. The address details can be modified after being prefilled

with organisation address details.
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Create Contact ®

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

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

Contact First Mame *
Contact Last Name *
Department

Position *

Preferred Contact
Same as Organisation

Legal Address *
Country * - - -

Region * ADZZ - Andorra v
P.O. Box

Post Code

CEDEX

City *

Email *
Website http://

Telephone 1 *

Telephone 2

Fax

Contact Comments 75 j5 3 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 "Organisation” drop-down list is the beneficiary
organisation (marked with [(Beneficiary)] in the drop-down list), an additional option is
displayed on the bottom of the screen — "Access to Project”. This option allows
beneficiary contacts to access the Mobility Tool+ project page and manage the project
details. The beneficiary contact persons must have ECAS 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 has a section called "History
Information™ showing who created the contact and when. Also, this section displays who
was the last person editing the contact details and when did this take place. The section is
displayed on the right hand side of the contact person details, as indicated on the

screenshot below.

Contact Details for 2014-1-PLO1-KA103-000098

= Add New P Edie
] £
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 Comments—‘
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 details. Click "Contacts” from the top

menu. Select "List Contacts" from the contextual menu.

Contacts Mabiliti
List Contacts

- Create a new Contact

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

g:—: 2 x l'?l % Search: :\g Show 50 + entries
- = — Showing 1 to 3 of 3 entries
Contact Last  Contact First . _ - Legal Preferred  Access to
# v Department Position Telephone 1 Email PIC Legal Name Beneficiary -~
Name Name Representative Contact Project
> Polish Youth
User Test N/A +48121234567 940555803

Organisation

Polish Youth

LastName FirstName Department | Position | +482278945612 949555893 .
Organisation

TEST

-
/ LastMame FirstName Department Position +32789%865412
ORGANISATION

Page with the contact details will be displayed. Click "Edit".
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Contact Details for 2014-1-PL0O1-KA103-000098

= Add New P Edie
] £
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 Comments—‘
Contact Last Name  User
Department Position N/A

Legal Representative
Preferred Contact

Access to Project

Edit form page will be displayed. Change the data and click "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 details. Click "Contacts" from the top

menu. Select "List Contacts" from the contextual menu.

Contacts Mabiliti
List Contacts

- Create a new Contact

Tick a box next to a contact person you wish to remove. Click the "Delete” icon X The

contact person will be removed.

g:—: 2 x l':“ % Search: :Tg 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
p— N

> Polish Youth
User Test N/A +48121234567 949555893

Organisation

P ) _ Polish Youth
LastName FirstName Department Position  +482278945612 040555893 R
Organisation

TEST
ORCANISATION

p
’ LastMame FirstMame Department Position +32789865412

Please note you cannot remove yourself.

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

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

access to projects in Mobility Tool+.

31



In order to enable or disable access to the page, please login to Mobility Tool+ and open

your project details. Click "Contacts” from the top menu. Select "List Contacts” from the

contextual menu.

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

access for. The location of the icon is indicated on the following screenshot.

e = T = %0
g____ £ x Lm_i_;j % Search: \é Shnwrsc - entries
showing 1 to 3 of 3 entries
Contact Last  Contact First y y Legal Preferred Access to
# v Department Position Telephone 1 Email PIC Legal Name Beneficiary ~ 5
Name Name Representative  Contact Project
» Polish Youth
User Test N/A +48121234567 949555893 .
Organisation
> : . - Polish Youth
LastMame FirstName Department | Position  +482278945612 949555893 R
Organisation
» . . TEST
LastName FirstName Department Position +32789%865412
ORGANISATION

Page with the contact details will be displayed. Click "Edit".

Contact Details for 2014-1-PLO1-KA103-000098

[D] Add New // 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 (Ccnract Comments—‘
Contact Last Name  User
Department Position N/A
[[Legal Representative
[1Preferred Contact
[7]Access to Project

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

option.

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

By ticking the box for "Access to Project” you give the contact person access to the
project in Mobility Tool+. Similarly, by de-selecting this option you revoke the contact

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

An automated message will be sent to the contact person email address. There, a short
instruction is provided on how to access the tool. Also, links to ECAS registration page

are provided.

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

automatically filled in by the Mobility Tool+.

Please note this message may be sent in English and any other language supported by the
Mobility Tool+. In case translations are available, the email will contain all translations,

starting with English version.

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

Subject: Mobility Tool - Access granted

Dear <first name of the contact person>,

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

last name of the person granting access>

You have access to the following project:

EC Project Number: <European Commission grant agreement number>
National Project Number: <national grant agreement number>

Project Title: <project title>

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.

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.

To access the project, please follow the steps below.

- Go to Mobility Tool website at

https://webgate.ec.europa.eu/eac/mobility
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mailto:replies-will-be-discarded@ec.europa.eu
https://webgate.ec.europa.eu/eac/mobility

- If you haven't register yet, please click "Not registered yet" and
set up your account. During the registration process please use the
email address that this message was sent to.

- If you already have an ECAS account associated with this email

address, please use it to log in

Please contact your National Agency if you need further information or
support.
<name of the National Agency>

<support email of the National Agency>

This i1s a system generated message. Please do not reply.
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6. MOBILITIES

Mobility can be defined as a set of elementary data identifying a participant of Erasmus+
project, his or her details, source and destination countries, durations and corresponding

financial information and other additional information.

"Mobilities™ is the most important part of the tool. There you will be able to record all
mobilities being funded by your project in a single place. You will be able to do it on the
Mobility Tool+ web interface, entering one mobility after 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 details. Click "Mobilities" from the top

menu. Select "List Mobilities" from the contextual menu.

Maobilities
List Mohilities

Import — Export

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

will see an empty page informing you that there are "no matching records found".

Mobilities List for 2014-1-BE01-KA101-000224

— o= . =
g;_ o x Tj: [rj % Search: | \é Show 50 + entries

Showing 0 to 0 of 0 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 will see their details, such as first and last name
of the participants, their email addresses, activity types of the mobilities, mobility IDs,
start and end dates, flag for eligible mobility, status of the participant report, when the

participant report was requested and when it was received. These columns are displayed

"Add/Remove Columns™ button. More details on how to use the options in the table can

by default. You can modify what columns should be displayed by using the

be found in chapter 4.1 — "How to display list of organisations?".

An example of list of mobilities with 2 entries is shown in the screenshot below.
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Mobilities List for 2014-1-BEO1-KA101-000220

v = T ) = . -
e = x Tgh h,‘j [ search: | B Show 50 ~ entries
Showing 1 to 2 of 2 entries
- A i i Activity - Higible Report )
First Name Last Name Email Mability ID Start date End date - Requested On Received On
Type Mobility status
4 . . 00220-
FirstName LastName email@email.com SE-STA 01/11/2014 09/11/2014 NONE
MOB-00001
o J- . 00220-
FirstName1 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 details. Click "Mobilities” from the top

menu. Select "List Mobilities" from the contextual menu.

Maobilities
List Mobilities

Import - Export

Clickthe & button to add new entry. A new page with new mobility form will appear

— similar to one presented in the screenshot below.

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

asterisk must be provided.

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

these 3 sections can be found below.

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

extra information concerning location of the sending or receiving organisations.

36



Activity Type*

SE-STA - Staff training abroad

Long-term Activity

Participant ID
Participant First Name*
Participant Last Name*
Participant Email*
Participant Gender*

Date of Birth (dd/mm/yyyy)*

Nationality*

-- Select a Gender --

-- Select a Nationality --

Special Needs

Mobility ID*
Field of Education*

Sending Organisation*

00224-MOB-00001

-- Select a Field of Education --

Turkish Test Organisation

-

-

Receiving Organisation™ Agrupamento de Escolas de Pared ~

Sending Country* TR - Turkey -
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 information about the mobility. There
you define a distance band between the two locations indicated in the first section of
the screen and start and end date of the mobility. Together with sending, receiving
countries and activity type the calculation of a grant for the participant will be

possible.

Distance Band BAND_10 - O - 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) 30

Travel Days (max 2) 4]

Effective Duration (days) 30 Individual Support 1]

Course Fees No. Days 0 Course Fees Grant/Day 70.00
Course Fees Grant 0.00

Special Needs Support o]

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 the action and activity type, you can
specify any certifications that the participant might have received or will receive from
organisations involved in the mobility. Please note that the list of organisations is
taken from the "Organisations” page of the Mobility Tool+. Also in this section, the
main instruction or working language of the mobility can be selected. On top of that

up to 3 other languages of the mobility can be entered.

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 "Save™ button on the bottom of the screen.
Mandatory fields

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

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

The sending and receiving organisation drop-down list are pre-filled with the list of
organisations in the "Organisations™” tab. If you are missing some organisations from

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

The sending and receiving cities are pre-filled based on the cities of the sending and

receiving organisations. These fields can be changed.
Distance band

Based on the locations indicated in sending and receiving city, correct distance band
should be used. European Commission has provided a sample distance calculator that
should be used for measuring distance between two places. The distance calculator is

available at the location provided below.

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

Calculating mobility budget

For correct budget calculation, fields such as activity type, sending and destination
country, mobility start and end date must be filled in and correct distance band must be
selected.

With this data provided, please click "Calculate™ button 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) 4]

Effective Duration (days) Individual Support

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

Special Needs Support o]

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

Mobility Total (Calculated) 1] Mobility Total (Adjusted) 0

I| Calculate ‘I
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The "Calculate™ function will fill in the duration fields and all fields related to grants that
have been defined on European or national level. After the calculation, almost all fields

in this budget section of the mobility form become locked.

If you wish to edit the values or add additional travel days or days for courses, you may
tick the "Edit" field located nearby the "Calculate™ button.

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) g
Duration Calculated (days) ]
Travel Days (max 2) 0
Effective Duration (days) E] Individual Support 1080.00
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) 1610 Mobility Total (Adjusted) 1610
Edit Calculate

The "Edit" option will re-enable previously locked fields for your corrections.
Errors in budget calculations

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

example, the system may inform you that:

Given the parameters you have entered it is not possible to perform a rate calculation
for Individual Support. Please contact your National Agency for further information

on the correct set of parameters

The request is invalid. The specified duration is 61 days but it must be at most 60

days.

In this case, the user has chosen wrong duration of the mobility for the specified activity
type. Correcting the duration and pressing the "Calculate” button again fixes the issue.
For specific activity types, the exact monthly grant rate or other rates have to be entered
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if the beneficiary has been given a range for setting itself the rate. If the rate is outside the

authorised range, an error message will be displayed indicating the allowed range.

6.3. How to change mobility details?

Login to Mobility Tool+ and open your project details. Click "Mobilities” from the top

menu. Select "List Mobilities" from the contextual menu.

Click on the pencil icon next to the mobility you need to edit.

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

g:: a x F[-?il l':j =i ESearchJ %

. Activity

First Mame Last Name * Ermnail T Maobility 1D Start date End date
ype
¥ 00224-
TEST TEST TEST@TEST.COM SE-TAA 01/11/2014 09/11/2014
MOB-00001

A page with the details of the mobility will open. There you will see the details in read-

only mode. To edit, click the pencil icon again.

Grant Agreement No. 2014-1-BEOT1-KA101-000224

® [Create] * [Edit]
W y

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 that is used to create a new mobility and
already described in the previous chapter. Edit the data 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 details. Click "Mobilities™ from the top

menu. Select "List Mobilities" from the contextual menu.
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To delete, you can select one or many mobilities by ticking the box in the first column

and choose the red x button.

T “7 = I —
g,’f___ bk X B G e [ searen] B
Activi
Last Name “ Email — e Mobility ID Start date End date
Type
00224- ) .
TEST TEST@ETEST.COM SE-TAA 01/11,/2014 0Q9/11/2014
MOB-00001
00224-
TESTZ TEST2@EMAIL.COM SE-STA 01/11 /2014 09/11/2014
MOB-00002

A confirmation of the desired action will be displayed.

Are you sure you want to delete the selected ltem(s)?

OK ]’ Cancel ]

By choosing OK, the selected mobilities will be deleted.

Please note that deleting mobilities also deletes any participant reports that the

participants might have already submitted.

If the participant has already taken an online linguistic assessment test, the mobility
should not be deleted.

6.5. Online Linguistic Support

In specific actions, such as

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

— long-term activities in Youth projects (KA105) for European Voluntary Service —
Programme and Partner Countries

when the main instruction or working language of the mobility is German (DE), English

(EN), Spanish (ES), French (FR), Italian (IT) or Dutch (NL), additional two options

become available:

— Online Linguistic Assessment
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— Online Language Course
These two are used to indicate participants that should take the language assessment and
may also take the language course using the online tool. More information on how to use

Online Linguistic Support can be found at the location below:

http://ec.europa.eu/programmes/erasmus-plus/tools/online-linquistic-support en.htm

6.6. Import and export of mobility data

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

manual.

The main purpose of data import is to enable beneficiaries of big projects to enter large
amount of data into the Mobility Tool+ in a more efficient manner than manually through

the interface.

The data import/export feature is available from the "Mobilities™ menu, as presented on
the screenshot.

Mobilities By
List Maobilities

Import - Export

Next paragraphs will cover the data export and import in detail.

A document containing "Mobility Tool+ Data Dictionary" can be downloaded from the
"Import — Export" page. This document contains all codes that need to be used in the
import/export process. Please make yourself familiar the "Mobility Tool+ Data

Dictionary" before importing data into the tool.

6.6.1. Data export

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

screenshot below.
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http://ec.europa.eu/programmes/erasmus-plus/tools/online-linguistic-support_en.htm

Please notice that depending on the action type of the projects, names of the links may be
different.

Import - Export 2014-1-BEOT-KAT101-000170

Mobility Tool Data Dictionary

Home Project List Project Details Organisations Contacts Mobilities T Budget Reports

I Export I

mport \ Browse.. | No file selected ||mle‘l‘

Y

Show
0 -
entries

Import Date v File User Role Status

No data available in table
Showing O to 0 of O entries
PreviousNext

Please note that organisation contact details are not exported in the export data.

Only the basic organisational information is used in the import/export process.

When exported, data from Mobility Tool+ projects is saved in CSV (Comma-—Separated
Values) file format. Semicolon (;) is used as a default field separator. The file is exported
in UTF-8 character encoding standard. The exported file may be used for data import
under the condition that all mandatory fields are provided. More information on this topic

can be found in the chapter describing the import process.

If there are partners in the mobility projects that do not have any mobilities associated,

these partner details will not be used in the import/export process.

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

result in a large file.

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

refer to the troubleshooting section of this document for more information.

6.6.2. Data import and update

General description

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

This file format is similar to the format used by Microsoft Excel — it contains rows and
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columns, but it does not preserve any formatting (i.e. bold, italics), filtering or functions

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

The mobility data can be imported at any time of the project lifecycle. During the import
new data entries may be created as well as updated. It is not possible to delete any
organisations or mobilities already existing in the tool using the data import process. All

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

General rules for data import into Mobility Tool+

In order to import data into Mobility Tool+ two conditions must be met — imported file
must have a proper structure and imported data must meet required conditions. In
particular, the organisation 1D and mobility ID should always be provided BEFORE the
function of data export and import is used.

— If the partner organisation or the mobility cannot be identified in the system by the

organisation 1D or mobility ID respectively, a new set of data is created.

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

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

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

organisation 1D or mobility ID respectively and the imported data doesn’t contain

changes to neither the organisation nor the mobility, no data is changed.

The import file is processed line by line, meaning that if the same mobility (ID) with the
same organisation (ID) will appear twice in the file, only the latest entry for this mobility
and the organisation will be saved in Mobility Tool+.

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

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

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

size of the imported file it may take some time to complete.
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Backup of data

It is suggested that before every import of the data, users download and save the existing
data into CSV files — one file for the staff and one for the students. A complete set of
backup may save time and may help with any issues with the data entered into the tool by

mistake.

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

the screenshot below.

Import - Export 2014-1-FRO1-KA102-000044

Mebility Teol Data Dictionary

Export

Import Browse.. | No file selected. Import

Show

0[5

entries

Import Date v File User Role Status

No data available in table
Showing 0 to 0 of O entries
PreviousNext

Every import process always generates a system response — in either successful or

unsuccessful cases. Result of the import can be found on 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
. . File could net be imported
26/11/2014 09:50:55 Student erasmus_sms_20141126_17.csv Mélanie beneficiary
Download Error Log
i . 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 imperted
26/11/2014 09:35:48 Student erasmus_sms_20141126_16.csv Mélanie beneficiary
Download Error Log
: i File could not be imported
26/11/2014 09:32:13 Student erasmus_sms_20141126_16.csv Mélanie beneficiary
Download Error Log
s File could net be imported
25(11/2014 15:33:47 Student 2014-1-FRO1-KA103-000155_Mobilities_Export csv Jerome naadministrator
Download Error Log
o 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
. N 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 log file where import errors are indicated.

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

Please note that unless all data in the imported file is correct, Mobility Tool+ will not

import anything. This can be described as “All or None” approach to the import process.

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

Data file template — file structure

The best way to ensure the correct file structure of the imported file is to use a template
from Mobility Tool+. The template can be obtained by making an export of the data. The
result of exporting data from an empty project will be a file containing headers for the

fields, but no actual data.

The file is organised in the way that all header fields are located in the first row of the
file, the second row contains field requirements (described below) and data rows start
from the third row. A single row equals to one mobility — participant, mobility details,
partner organisation details, grant, etc. A single row is an equivalent to providing data for

a single mobility in the new mobility form.

Please note that even if you use only one sending or receiving partner organisation, you
need to enter the partner organisation details as many times as mobilities your project
contains, paying attention that the same organisation ID is used throughout. There are no
fields for the organisation contact person and contact person details in the import/export
file.

As it was mentioned previously, there are three types of fields in the template file —
mandatory fields that need to contain data (marked by a star * in the template file), code
fields (marked as DICT) and optional open text fields (that may be empty). The specifics
of each field are described in the second row of the template file.

Note:

The list of codes used in the code fields marked with DICT in the template file can be

found in the document “Mobility Tool+ Data Dictionary” available from the

47




Import/Export page. Please pay special attention to the list of codes, as they will be used

extensively during the data import process.

Mobility Tool+ import function uses the national characters in UTF-8 character format.
Therefore it is important to ensure that the data file used for import is encoded using the

correct character set.

The CSV file template can use one of the three accepted formats of data:

Field 1 ; Field 2 ; ..; Field n
“Field 17 ; “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 dot as a symbol to separate the integer
part from the fractional part of a number. The system doesn't use any symbol for the
thousands separator. The correct format of a number consisting an integer and fractional
partis 1234.56.

Examples of data import file

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

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

purpose of the demonstration, other fields (columns) have been removed (marked with

the ellipsis).

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

* * T * * * DICT

2014-1-BEO01- | 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 rows — field headers and field specification
must be preserved in the file. Deleting the first two rows from the template will render
the import process invalid. It is also important not to change the order of the columns
(fields). Any change in the fields/columns order will render the import process invalid as

well.

In the following example 8 participants from the same sending organisation
(Organisation ID BEN) will be sent to 8 different hosting organisations (Organisation ID
HOSTO1 to HOSTOS). Please notice different mobility ID’s and participant names.

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

ID Name Organisation ID Organisation 1D
* * * * *
2014-1-BEO1- 1D0001 ... | FirstNamel ... | BEN ... | HOSTO1

KA101-00001

2014-1-BE01- 1D0002 ... | FirstName2 ... | BEN ... | HOST02
KA101-00001

2014-1-BE01- 1D0003 ... | FirstName3 ... | BEN ... | HOSTO3
KA101-00001

2014-1-BE01- 1D0004 ... | FirstName4 ... | BEN ... | HOSTO4
KA101-00001

2014-1-BE01- 1D0005 ... | FirstName5 ... | BEN ... | HOSTO5
KA101-00001

2014-1-BE01- 1D0006 ... | FirstName6 ... | BEN ... | HOSTO06
KA101-00001

2014-1-BE01- 1D0007 ... | FirstName7 ... | BEN ... | HOSTO7
KA101-00001

2014-1-BE01- 1D0008 ... | FirstName8 ... | BEN ... | HOSTO8
KA101-00001

The next example will create 3 different mobilities from the same sending partner
organisation to three different hosting partners for the same participant. Please note that
this import will result in a list of mobilities containing details of the same person 3 times,

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

Project ID Mobility | ... | Participant Participant ... | Sending ... | Receiving
ID First Name Last Name Organisation Organisation
1D 1D
* * * * * *
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Project ID Mobility Participant Participant Sending Receiving

ID First Name Last Name Organisation Organisation
ID ID

2014-1- 1D0001 FirstNamel LastNamel BEN HOSTO1

BEO1-

KA101-

00001

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

BEO1-

KA101-

00001

2014-1- 1D0003 FirstNamel LastNamel ... | BEN HOSTO03

BEO1-

KA101-

00001

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

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

This can be illustrated by the next example of the import data file.

Project ID Sending Sending Sending Sending
Organisation Organisation Organisation Organisation
1D Legal Name Erasmus Code Postal Code

* * * * *

2014-1- BEN Beneficiary NL AMSO1 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 beneficiary organisation in the last row as
compared with the first row of the data. Being the last entry in the imported data file,
“Sending Organisation Erasmus Code” will contain value “B BRUO1, not “NL AMSO01”

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

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 beneficiary organisation data will change twice

during the import process. Once — the “Sending Organisation Erasmus Code” will be
changed from “NL AMSO01” to “BE BRUO1” and then, at the very last row, the address
will be changed back to its original value of “NL AMS01”.

More scenarios are illustrated in the following chapters.

ID fields

The data template files contain 5 ID fields. They play a very important role in the data

import process. The table below presents all the ID fields with their characteristics.

Please note that the beneficiary ID should always be provided BEFORE the

import/export of data is used.

Field name Mandatory? | Description

Project ID Yes Grant agreement number also called project number, i.e. 2014-1-BE01-
KA101-00001. In the same project this field must always contain the
same value.

Participant 1D No Unique identifier for a participant of the mobility. It can be a national 1D

(recommended identifier), student ID or any other ID that identifies one
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participant from another. Uniqueness of the value of this field will not be

checked during the import.

Mobility 1D Yes Any unique identification of a particular mobility, i.e. 0001, MOBO01,
NL-GB-John

Sending Yes Unique alphanumeric string identifying the sending organisation in the

Organisation mobility.

ID

It is recommended using the Erasmus code (e.g., A WIENOL) in the case
of the partner organisation being a higher education institution holding a
valid Erasmus Charter for Higher Education ECHE (for manual data
entry in Mobility Tool+, the change has to be done in the

"Organisations” menu).

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

It is recommended using the Erasmus code in the case of the partner
organisation being a higher education institution holding a valid
Erasmus Charter for Higher Education ECHE (for manual data entry in

Mobility Tool+, the change has to be done in the "Organisations™ menu).

Sending and Receiving Organisation IDs

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

or may include sending and receiving organisations.

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

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

We recommend using the Erasmus Code (e.g., A WIENO1) as an organisation 1D where
the Erasmus Code is applicable, i.e. for higher education institutions holding an ECHE.

Data import scenarios

Let’s analyse few scenarios that illustrate in details the logic behind the ID fields and

how the system interprets their use.
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The following scenarios describe some data import use cases you may come across in the
daily management of your mobilities. Some of them lead to unwanted results. Please read
this chapter carefully as it may save you a lot of time and help you avoiding stressful

situations.

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

beneficiary organisation

This example illustrates a situation, where a sending organisation is different than the

beneficiary organisation.

Let’s assume you just received the invitation from Mobility Tool+ to work with your
project. You login to ECAS with your username or email address and password. The
website doesn’t contain any information about project mobilities. You may or may not

already have some partners defined in the project.

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

or partner data.

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

The result of the successful data import is the following:

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

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

partner

Let’s assume you just received the invitation from Mobility Tool+ to work with your
project. You log in to ECAS with your username or email address and password. The
website doesn’t contain any information about mobilities. You may or may not already
have some partner organisations in the project and you want to make sure your

beneficiary organisation is used to create mobilities during the import process.

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

partner data can be obtained by exporting partner details.

Edit Organisation x

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

rOrganisation information

Organisation ID*  BEN Type of  EU-wide network -

Organisation *
Erasmus Code I 0 E
VAT

Legal Name *  Entreprise d'accuell

Co-Beneficiary

Business Name*  antreprise Public Body

Full legal name
(National
Language)

MNon-profit

Number of [YES] -

employees below
Acronym 2507

National 1D (if
applicable)

Department

Next, click "Mobilities", choose “Import — Export” option and download the file template
(click "Export™ link). The file is almost empty — contains only two lines — the field names
and their specification — it does not contain any project data.

You open the file in an editor of your choice (please read remarks regarding software at
the end of this chapter) and fill in all required fields, taking into consideration the list of
codes from the "Mobility Tool+ Data Dictionary™ and format of the fields (please pay
special attention to the date format) and ID codes described earlier. In sending
organisation part of the template file you use data of your 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 the organisation ID and organisation
details specified in the import file (receiving organisation).

— Minimum one mobility is created

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

the sending organisation.

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

next scenario for more details on how to update data using the import process.

Scenario 3 — data import to a project with mobilities — adding new and updating existing

information entered via graphical user

Let’s assume that you already worked with your project and added some data using the
website. You have added some organisation with their respective organisation 1Ds and
created some mobilities with mobility IDs. You decided to work with the data outside of
the tool using external editing software. You click "Mobilities", choose “Import —
Export” option and download the project data. You open the file in the text editor or a
spreadsheet editor of your choice and notice that both the organisation and the mobilities

have IDs.

You decide to update some information about the participants and add more mobilities.
You add mobility and organisation IDs in the respective columns — you reuse the
organisation IDs as you have the same sending partner for all your mobilities. Finally,

you import the data.
The result is following:

— You login to the tool and notice that organisation information remained unchanged as
you didn’t change any partner data in the import file
— You notice that the list of mobilities is longer than previously — 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 same organisation ID in the import file as the

organisation 1D you find in the organisation details on the Mobility Tool+ website.

Similarly, to update mobility information use the same mobility ID in the import file as
the mobility ID you find on the "Mobilities™” page.

Error handling

Every failed import process generates a message on the website and a log file for details.
The log file can be downloaded by clicking on the link in the error message on the

website.

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

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

The error log file has almost exactly the same structure as the imported file — it contains
field headers and their specifics (whether the field is mandatory or a code must be used)
with an additional field at the beginning of the file — Line Number (please notice the line
number is different than the Excel's row number). The other difference is that instead of
data it contains descriptions of errors from the import process. Each error is linked to a
specific field in a specific row of the imported file. Using the row number and the error
in the specified field it is easy to locate the problematic entry in the imported data file.
Please notice that columns in the error log are shifted left by 1 columns comparing with

the import data file.

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

A B C D E F
1 |Line Number Project ID Mobility ID Mobility Type Participant First Mame Participant Last Mame
2 * * *: DICT Ed *

3 3 Mandatory field not provided.
4

5] b

fa

In order to fix problems in the import process, all fields 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 example requirements for successful data

import:

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

— The file must be in the CSV format and encoded in UTF-8 — please read the next
chapter for more information about text editors

— Project agreement number must be the same as the active project on the website.
Import of data for multiple projects at once is not possible in Mobility Tool+

— Organisation ID and Mobility ID must be always provided

— Inorder to avoid duplicated mobilities the mobility ID 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 refer to the "Mobility Tool+ Data
Dictionary" document).

— The mobility end date must be later than the start date

6.6.3. Text and spreadsheet editors

There are many examples of text or spreadsheet editors available on the market. This
paragraph will not extensively cover any particular example of software but will provide
few use cases for Microsoft Excel 2010. We will focus on the most typical examples of

issues that might affect data import process into Mobility Tool+.

When in doubt you can always check your imported or exported data in some simple text

editors that support clear text format and UTF-8 encoding, i.e. Notepad++.

UTF-8

As mentioned already in this chapter, Mobility Tool+ import process respects national
characters in the import data file. The requirement is that the data file must be in UTF-8
encoding standard. Otherwise, some national characters may 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 UTF-8 encoding by default. More
information on Microsoft Excel and saving CSV files in UTF-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 saving files in CSV format. However,
whilst opening the file is rather straightforward (see troubleshooting section if your Excel
doesn’t respect CSV field separators used by Mobility Tool), saving files in CSV format
may require little bit more attention. Here are the steps to ensure that the data is saved in

a proper format.

1. When you finish file editing in Excel, select menu “File” and click “Save & Send”.

2. Click “Change File Type”, select “CSV (Comma delimited) (*.csv)” and click “Save
As” button.

3. Select file name and make sure “Save as type” list have “CSV (Comma delimited)
(*.csv)” option selected. Click “Save” button to confirm.

4. Excel will display a compatibility warning. Click “Yes” button to save.

Long numerical values

Some spreadsheet editors may shorten your long numerical values, for example a phone
number 3212351234567 to a format of 3.12E+12. Pay special attention to the long data
entries because unless the type is changed to text, the imported data will contain
3.12E+12 in the phone number field and the import process will fail due to unexpected

value (E).

Auto-completion during writing

Some software offers auto completion during text editing which may create some
problems. Automatically corrected by Microsoft Excel values may not be accepted
during the data import. In Excel, the auto—completion can be disabled in menu File, then
Options, Proofing, “AutoCorrect Options...” button, “Math AutoCorrect” tab, deselect

“Replace text as you type”.
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7. PARTICIPANT REPORTS

Participant reports provide information about the Erasmus+ projects participants'
experience. Each participant receives an invite to fill in the participant report at the end
of their mobility period. The message sent to the email address indicated in the details of
the participant's mobility includes a link to a website. The link starts with the following

web address:

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

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

questions — single choice, multiple choices, and matrix-type of questions.

The reporting is handled by EUSurvey tool, developed and managed by the European

Commission.

7.1. How to request participant reports?

Mobility Tool+ sends out requests for participant reporting automatically after the end of
the mobility period, as indicated in the "End date" field of the mobility details.

When the report is in status "REQUESTED", the report can be re-requested. To re-send
the report request, login to Mobility Tool+ and open your project details. Click
"Mobilities™ from the top menu. Select "List Mobilities” from the contextual menu. Edit
the mobility details and click button "Re-Send" in 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 the participant report is already in status

"SUBMITTED" re-sending participant report is not available.

7.2. How to check participant report status?

The status of the report is displayed on the page "Mobilities”. There are 3 types of status

in the system:

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

The statuses of mobilities are changed automatically, depending on the system and

participant actions.

To see status of the participant reports in your project, login to Mobility Tool+ and open
your project details. Click "Mobilities” from the top menu. Select "List Mobilities™" from
the contextual menu. The status of the participant reports 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 details. Click "Mobilities" from the top
menu. Select "List Mobilities" from the contextual menu. Edit the mobility for which
you'd like to see the participant report. Click "Download PDF" link in the "Participants
Reports"” section to download a PDF version of the participant 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 individual participant reports. Alternatively, you
can export all participant reports in CSV file. Go to the "Mobilities" page and click

"Export Participant Report".

Mobilities List for 2014-1-FRO1-KA102-000044

= = % . =] Export Participant Report
a2 o Search:
- = XK A R = | ©
First Last ™ . " Activity . Eligible
Email Mobility ID Start date End date i
Name Name Type Mobility

This way, a ZIP file with all participant reports grouped by activity type will be
generated. The CSV files can be opened with programs such as Microsoft Excel.
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8. BUDGET

Budget section of Mobility Tool+ provides a summary of the financial details of
mobilities and other financial elements of the project. This section should be regularly

checked for overview of the project finances.

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

The "Budget™" displays two sources of information — project budget as granted by the
National Agency and project budget as a summary of project activities. This distinction is
clearly visible on the "Budget" page — the columns of budget approved and current
budget are clearly marked on the page. For easier budget management, a third column —
"% Current / Approved budget"” provides the current level of budget consumption.

If there are changes in the project budget following an amendment of the initial
agreement between the beneficiary organisation and the National Agency, those changes

should be reflected in the first column.

Approved % Current /
Budget (by Current Budget Approved
Hational Agency) [ (in Mobility Tool) budget
Total Project 454 .801.98 28,290.00 6.22%
Organisational Support
Mo. of Participants (excluding acc. persons): 19
0.00 5000 0.00%
Exceptional costs - Guarantee 100

8.2. How to check project budget?

Login to Mobility Tool+. Click "Budget” in the top menu. A budget page will be
displayed.
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Budget for 2014-1-FR01-KA103-000155

Approved
Budget (by
Hational Agency)

Total Project 454 801.98

Organisational Support

No. of Participants (excluding acc. persons): 19

0.00
Exceptional costs - Guarantee
Linguistic Support
Langusge Group nguite ameeammant preparaton O et
Group 1(DE, EN, ES, FR, 82!':‘295 ! 0 !
T g’i’:'ﬁ’i Not Applicable 0 160
ﬁrﬁo‘:lsei (,Sl;rzi%)oﬁda‘ languages not Nat Applicable 0 150 P
Activity Type
HE-SMP-P: Student mobility for trail hips b Prog Countries 0.00
Travel Grant 0.00
Individual Support 0.00
Special Needs 0.00
HE-SMS-P: Student mobility for studies between Programme Countries 454,801.98
Travel Grant 3,750.00
Individual Support 451,051.98
0.00

Special Needs

Current Budget
(in Mobility Tool)

29.940.00

6650

100

0.00

0.00

452800

27500

4.253.00

0.00

14,708.00

275.00

14,433.00

0.00

Nothing to save

% Current
Approved
budget

6.58%

0.00%

0.00%

0.00%

0.00%

0.00%

0.00%

323%

7.33%

3.20%

0.00%

Depending on action type of your projects you may see different fields.

Fields which are marked in grey contain summary details taken from all mobilities in the

project. Fields which are not greyed out are available for 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 top menu. A budget page will be

displayed.

Edit fields which are editable — they are normally not greyed out on the page. Once you

make a change, a button that was previously called "Nothing to change™ on the top of the

page changes into "Save".
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Approved
Budget (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 you a reporting functionality as
beneficiary. This section can be used to submit interim and final beneficiary reports to

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

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

asked series of questions concerning the implementation of your project.

Depending on the action type of your project, the form 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 top menu.

In case your project was realised in the area of Youth (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 Mobility data far Project Update on 24/11/2014 10:22:08

Generate Beneficiary Report

To generate your report, click "Generate Beneficiary Report”. If you project have some

issues, a message may be displayed to inform you about detected problems.

You will be asked to choose a language of the report.
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Total Number of Maobilities Total Number of Submitted Participant Report

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

Please choose Beneficiary Report Language

UKO1 - English (EN) []

Do you want to continue with the report generation?

-

Click "Yes" to continue.

The processing of your request will go through 3 stages of generating the file and

submitting the report. Please wait until a report PDF file 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 UKO1 - EN)

a few seconds age 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 the final report PDF file. The PDF
file will have relevant sections pre-filled with project and mobility data. The report must
be completed and submitted using the "Submit"” button in the PDF file.

During this time a warning message "Beneficiary Report in progress - please do not
update data unless agreed with your National Agency" will 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 access to your project in Mobility Tool+ will be
restricted. You will be able to read data, but not to change it. You will be able to

download participant reports, for example.

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

Beneficiary Report Submitted - Project locked

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

National Agency may restore your access to the project if the final report is found to be
unsatisfactory or your project requires further changes. 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+ should be reported to your National Agency
helpdesk. The contact details are published on the Mobility Tool+ "Home™ page of your

project.
10.2. Troubleshooting of the most common issues

10.2.1. National characters are replaced with question marks during the import process

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

The problem is affecting 13 of the 27 different alphabets used by National Agencies and
participant of the Erasmus+ programme. The affected alphabets are Greek, Bulgarian,
Croatian, Czech, Hungarian, Latvian, Lithuanian, Maltese, Polish, Romanian, Slovak,
Slovene, and Turkish. For some of these alphabets none of the national characters are

saved properly, for some others only partially.

Many solutions have been tested to prevent this issue from happening. 3 office suits have
been confirmed not exhibiting this problem. Two of the suits are open source and freely

available on the Internet, the 3" is a proprietary software package:

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

The list is not exhaustive and if you already have a solution in place that works for you,
you may ignore this message. There are also other solutions in place, such as Notepad++
or custom-made applications that may work with the national characters correctly but

may not be as straightforward in use as the spreadsheet editors.

68



10.2.2. CSV files exported by Mobility Tool+ are not opened correctly by Microsoft Excel

Mobility Tool+ offers two options for data export — Excel and CSV. It may happen that
when you choose to download and open CSV, Excel might not recognize the field
separator and will display a whole length of each line in just one cell, as shown on the

screenshot below.

|‘_7| =] = 2011-1-BE3-LEO(Q1-00001_2012-08-29_15-03-30[1].csv - Microsoft Excel = = 52
Home Insert Page Layout Formulas Data Review View Developer Quick tips & e o B 2
'_Aj & calibri T A A _General - B conditional Formatting ~ _jf‘ﬂlnsert - E- 9? \;a
53 - “g' % » [ Format as Table ~ &% Delete ~ j' =
Paste B J U~ | ifiv| fp- A~ . . Sort& Find &
S | L i - ] [ Cell Styles - [ElFormat * | (2 Filter~ Select~
Clipboard Font Alignment Number Styles Cells Editing
Al - Jfx | Last Name;First Name;Gender;Accomp. Person;With Special Needs;Date of Birth;Email;Mobility Experience : he
A B = D E F G H | J K L M N C;
1 |Last Name;First Name;Gender;Accomp. Person;With Special Needs;Date of Birth;Email;Mobility Experience No.;Economic Sector;Field of Education;Ley |
2 | LASTNAN FORESTRY (pre-prim i.e. to prc children continue their education at level 1 {primary education).”;" EMAIL NOTIFIED";1;" BE - BELGIUM";" PT -
3 | LASTNAN 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";1935-01-01 00:00:00.0;jane.jones@email.com;2;" B5 - Mining of coal and lignite";" 726 - Therapy and rehabilita
5 BRAVO;". primary and lower secondary education";" PENDING";1;" DK - DENMARK";" CZ - CZECH REPUBLIC";" Host Organisation";" Partner no 1";" ;201
6
? ==
3 =
9
10
11
12
13
14 ||
15
16
17 =
4 4 b H| 2011-1-BE3-LEOD1-00001_2012-08- %1 |I|4| il | >|I|
Ready | |[EEo M@ 100% (<) Y] )

This may happen due to regional settings of your computer.

There are two solutions of this problem. The first describes a change of system settings
of your operating system. The other uses the text import functionality within Microsoft

Excel.
Regional settings

The solution presented below applies to Microsoft Windows 7, however previous
versions of the Windows operating system may have similar steps. Please be aware that

such change may affect all applications installed on your computer.

In order to fix the problem, please go to Control Panel, then Region and Language and
click "Additional Settings" button on the bottom of the window.
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] Region and Language @

Fommats ‘ Location | Keyboards and Languages I Administrative

Format:

[English @reland) -]

Date and time formats

Short date: [dd/MMyyyy -
Long date: [dd MMMM yyyy -
Short time: [HHtmm -
Lang time: [HH;mm;;; v]
Firstday of week: | Monday -

What does the notation mean?

Examples

Short date: 29/08/2012
Long date: 29 August 2012
Short time: 1519

Long time: 15:19:42

Additional settings...

Go online to learn about changing languages and regicnal formats

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

!‘* Customize Format @
Numbers |Currancy I Time | Date |

Example

Positive: | 123,456,789.00| Megative:  -123,456,789.00
Decimal symbol: . -

No. of digits after decimal: [2 v]
Digit grouping symbol: . -
Digit grouping: [lB,dSﬁ,TEQ ']
Mggative sign symbol: - A
Megative number format: [—1.1 ']
Display leading zeros: [0.7 ']

I List separator: R - I
Measurement system: [Metn: ']
Standard digits: [018456'."89 ']

Use native digits: [Never ']
Click Reset to restore the system default settings for
numbers, currency, time, and date, —
=

Please change this option to semi—colon (;), save the settings, 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 Excel without changing the regional
settings. For this purpose text import function can be used in the application. Please note

that the steps presented below may differ between different versions of Microsoft Excel
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and Office suits running on different operating systems (Microsoft Windows or Apple
OS X).

(1)  Open Microsoft Excel with a blank spreadsheet.

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

|.|_7|| L‘Q g~ -5 Bookl - Microsoft Excel
Haome Insert Page Layout Formulas Data Review View Developer Cluick tips

I FEN  FED  FED Ty ' T Clear
L&l |_{ﬂ' |_J |_U |_U %l ? {q Reapply
Z| sort | Filter - ) Text to

7 Advanced | columns

From From From Other Existing o
Access  Web Text u Connections
Get External Data Connections Sort & Filter

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

with "Text Import Wizard".

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

button.

Text Import Wizard - 5tep 1 of 3 @

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

Choose the file at best describes your data:
@ d: - Characters such as commas or tabs separate each field.

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

Startimport atrow: |1 [+| File origin: 65001 : Unicode (UTF-8) E

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

1l Project ID;Mobility ID;Mckility Type;Participant First Name;Participant 1~
J"..""'."", DICT;*;%:;%, DD/MM/YYY¥¥;*, DICT;%;;%, DICT;*, DICT;*, DICT:99.93;+%[ ]
013-1-GR1-ER202-04738;5M510;5MS; FirstName; LastName;01/01/1985;M; emailll

< Back [ Mext = l [ Finish ]

5) Un-tick the default "Tab™ and tick "Semicolon™. You will notice that data preview

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

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

Delimiters
[C1ab
|

Treat consecutive delimiters as one
[ comma

Text gualifier: | E
|:| Space
[ ather:

Data prewview

roject ID obility ID Mobkility Type
* *, DICT [~

M5

e

articipant First Hame [Paj #
013-1-GR1-ERAOZ-04738 FMS10 B

F oL

irstHams =

8
<[

[ Cancel ][ < Back ][ Mext = ][ Einish ]

(6)

In the next window, move the horizontal scrolling to the end of the right side of
the data preview.

Text Import Wizard - Step 3 of 3

L2 ==

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,

O pstes oMy ]

(") Do not import column {skip)

Data prewview
EeperiCeperal Ceperal Ceperal
BME) Receiving Partner City (SMP) Receiving Partner Country (SHMP) Receiving -
* [SME) * (SMP), DICT *(5MP), 1| |
w
4

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

preview. You will notice the data preview table will turn black.
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Text Import Wizard - 5tep 3 of 3

L2 ==

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
20 Text remaining values to text.
) Date: | DMY

) Do notimpart colurn (skip)

Data preview

ving Partner City (5ME)

wing Partner Country (SME)
)y, DICT

’ Cancel ][ < Back ]

(8)

Select "Text" option in the column data format pane, as presented on the

screenshot below. You will notice the headings of the columns in data preview
will change from "General" to "Text".

Text Import Wizard - Step 2 of 3 @
This screen lets you select each column and set the Data Format.

Column data format
) General i ) )

_ General converts numeric values to numbers, date values to dates, and all
@

remaining values to text,

) Date:  |DMY

() Do not import colurmn (skip)

Data preview

3 =W X =S =
Project ID Mobili op
-

e _l
2013-1-G8 e SME 10 3 br

-
[

’ Cancel ][ < Back ]

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

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

) Mew worksheet

[Pgopert'es... ] [ oK ] [ Cancel J

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

10.2.3. Mobility Tool+ website is not displayed correctly in Microsoft Internet Explorer
It has been reported that the Compatibility View function of Microsoft Internet Explorer
may cause some display issues on the Mobility Tool+ website. If you experience any
issues displaying the websites on Microsoft Internet Explorer, please turn off the
Compatibility View by going to Tools, and then click on Compatibility View to deselect
it.

Delete browsing histaory... Ctrl+Shift+Del
InPrivate Browsing Ctrl+5Shift+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 cptions

More information on compatibility view can be found at the page below.

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

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