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Web Application Forms Guidelines

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Select your language

Introduction

Technical requirements and settings needed to use the WEB application form
How to do this in the tools

Select your Web Application Form
® Pages related to grant applications KA1 & KA3
® Ppages related to accreditation
® Ppages related to grant applications KA2

® FAQs

Select your language

If your language is not available, please refer to the English documentation.

® (CZ Pokyny k vypliiovani online elektronického formulére zadosti
® DE_Online-Antragsformular Leitlinien

® EL 06nyleg YmoBoArg ®dpuag HAekTpovikig Altnong

® ES Instrucciones generales para cumplimentar formularios "web"
® FR_Guide technique des formulaires de candidature en ligne

® HU_Utmutaté az online pélyazati (irlapok kitdltéséhez

® | T Elektroniniy paraisky formy pildymo gairés

® PL Instrukcje wypetniania wnioskéw online

® PT Orientagdes para os Formularios de Candidatura Eletrénicos
® S|_Navodila za uporabo spletnih obrazcev

® Web Application Forms Guidelines

Introduction

The following pages describe the use of the WEB application forms (further - application) for the Erasmus+ Programme actions managed by the
National Agencies in the Programme Countries https://webgate.ec.europa.eu/web-eforms/.

Important
If you are a new user, you must create an EU Login account before accessing the WEB application forms.

Detailed information on the EU Login set up can be accessed under EU Login - European Commission
Authentication Service. Additional information is available here.



https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=224682494
https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/DE_Online-Antragsformular+Leitlinien
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=226263720
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=226263484
https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/FR_Guide+technique+des+formulaires+de+candidature+en+ligne
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=226263867
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=226264104
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=226263353
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=226264505
https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/SI_Navodila+za+uporabo+spletnih+obrazcev
https://webgate.ec.europa.eu/web-eforms/
https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/EU+Login+-+European+Commission+Authentication+Service
https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/EU+Login+-+European+Commission+Authentication+Service
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en+

The quality of your application will be assessed against the award criteria specified in the Programme Guide. More information can be found under
http://ec.europa.eu/programmes/erasmus-plus/resources_en . Make sure that you provide all the necessary information in your application. This
allows experts to assess all elements of each award criteria.

If you would like more information on how experts will assess the award criteria, please consult the other supporting documents, which are
available at the Erasmus+ website at http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-
forms_en

You can also consult Model Application Forms online under http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants
/model-application-forms_en

Technical requirements and settings needed to use the WEB application
form

Web Application Forms are built on the latest standards of the web platform. The forms support all of modern browsers. The forms have been
successfully tested on following browsers:

® Microsoft Edge 41
® rFirefox 52.9.0
® Chrome 76

Please note that Internet Explorer is no longer supported as it is frozen by Microsoft since 2015.

The Web Application Forms are online applications and therefore need fast constant Internet connection to action. It is not possible to work offline
with the forms.

Printer and scanner devices will be needed to complete the submission of Web Application Form. Additionally PDF reader software will be required
(most preferably Adobe Reader) to print, sign and scan the Declaration of Honour.

Important

When filling in the required information in the Web Application Form do not use multiple tabs or open several
browser windows for your application.

This will cause problems with the auto save functionality of the form and result in lost data in your application.

Clear your browser cache!

Please always clear your web browser's cache and refresh the form for the latest changes in the web
application forms to be effective before you start filling in an application form or continue working on a draft
application.

How to do this in the tools


http://ec.europa.eu/programmes/erasmus-plus/resources_en
http://ec.europa.eu/programmes/erasmus-plus/resources_en
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en

Select your Web Application Form

Pages related to grant applications KA1 & KA3

® Forms - Index - KA101 School education staff mobility

® Forms - Index - KA102 VET learner and staff mobility

® Forms - Index - KA103 Higher education student and staff mobility within Programme Countries

® Forms - Index - KA104 Adult education staff mobility

® Forms - Index - KA105 Youth mobility

® Forms - Index - KA107 Higher education student and staff mobility between Programme and Partner Countries
® Forms - Index - KA116 VET learner and staff mobility with VET mobility charter

® Forms - Index - KA347 Youth Dialogue Projects

Pages related to accreditation

® Forms - Index - KA108 Accreditation of Higher Education Mobility Consortia
® Forms - Index - KA109 Vocational Education and Training Mobility Charter

® Forms - Index - KA120 Erasmus Accreditation (Adult Education, School Education and Vocational Education and Training)

Pages related to grant applications KA2

® Forms - Index - KA201 Strategic Partnerships for School education

® Forms - Index - KA202 Strategic Partnerships for vocational education and training
® Forms - Index - KA203 Strategic Partnerships for higher education

® Forms - Index - KA204 Strategic Partnerships for adult education

® Forms - Index - KA205 Strategic Partnerships for youth

® Forms - Index - KA229 School Exchange Partnerships

FAQs

® Web Application Forms FAQs



Application process for Web Forms

Application Process Explained

The following page describes the application process for prospective applicants when applying for an EU grant under the Erasmus+ Programme.

Applicants can use the Erasmus+ Forms specific for each Action and these are available, in general, on the website of the European Commission,
and in certain cases on the website of the National Agencies. To submit an Erasmus+ project, applicants must follow the steps described below.

Scenario Illustration

1. Before applications can be filled, the applicant must have an EU
login. The EU Login Authentication Service (previously ECAS) is a
single point for user authentication to a wide range of
Commission information systems. It is the first step before
registering as an organisation or individual when accessing : m—
certain IT Tools such as the Organisation Registration system. v ascourt. v NEERTES

® Creating an EU Login

2. The organisation or individual needs to register only once in the O
rganisation Registration system. Once the registration is

completed, the organisation/individual will obtain an Organisation %
The Organisation ID is a unique identifier and is necessary for the

submission of applications. It enables the organisation/group to ‘ -
fill in the Erasmus+ electronic application forms in a simple l . l : _ ‘
manner (i.e. by inserting the Organisation ID in the form, all the | ’
information provided by the organisation/individual at l l l ) : 1
registration stage will be automatically displayed in the form). . . l
. |
-——

® Organisation Registration system


https://webgate.ec.europa.eu/web-eforms
https://ec.europa.eu/programmes/erasmus-plus/contact
https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/EU+Login+-+European+Commission+Authentication+Service
https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

3. For most actions of the Programme, applicants are required to
submit their application online to the appropriate National
Agency of their country, using the correct electronic form and
including all requested annexes.

Web Application Form A

The electronic form must be completed in one of the official
languages used in Programme Countries.

® Web Application Forms

4. Before starting your application, please take note of the following
information about the Web Application Form, to ensure

successful submission. @
&) web Application Form

Mandatory fields are in red.

Once all mandatory fields and validation rules in a section
are met, sections will be marked with a green tick. If a
section is marked with a red warning sign it means that
either some information is missing or that all the rules have

Follow-up

not been respected.
® After closing the form, you will be able to access it under the
My Applications tab on the homepage.

Web Application Forms: Application Functionality Basics
Web Application Forms: Home screen

5. Once the form has been completed, click Submit to send it.

You will be able to reopen and resubmit the form until the
submission deadline has expired. You can reopen the form from
the My Applications tab on the homepage.

. Web Application Form

® Web Application Forms: Submission


https://webgate.ec.europa.eu/fpfis/wikis/display/SPORTITDOC/Web+Forms%3A+Submitting+an+application

6. All applications received by the National Agencies undergo an
evaluation procedure. Project proposals are assessed by the
Agency receiving the application, exclusively on the basis of the
criteria described.

At the end of the evaluation procedure, the National Agency
decides on the projects to be granted. Once the selection process
is complete, the NA will contact the organisation or individual in
regards to the outcome of the selection process.

® Resources
® The Erasmus+ and European Solidarity Corps Selection
Process

How to do this in the tools



https://ec.europa.eu/programmes/erasmus-plus/resources#tab-1-0
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=246745364
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=246745364

Web Forms Home screen

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

The Erasmus+ Applications home screen is the starting point to all applications. Here you can access two main tabs: the Opportunities tab and My
Applications tab.

If you have not previously started an application, once you log into the web forms page or whenever you click the Home icon, the Opportunities
tab will open by default. Otherwise, the My Applications tab will open.

The following elements are displayed on the screen:

1. Your Username and email address are in the top right corner.
2. A Logout button is displayed when you click on the arrow next to your name.
3. The Language selection button is available on top of your name. When you select a language, your choice will be preserved for all future
sessions.
4. A series of links will take you to the Web Form Guidelines, the Erasmus+ Programme Guide, Legal notice, FAQ and Erasmus+ Contact
information pages respectively.
5. A Notification area is shown if there are general or action-specific messages to display; its background colour varies based on the nature of
the message:
a. green - information messages
b. yellow - warning messages
c. blue - alert messages
d. red - error messages
Please note: if any notifications also apply to a specific action type, those notifications will be displayed in all applications for that action
type.
6. The Opportunities tab displays the Key actions you can currently apply for.
7. The My Applications tab allows you to view your ongoing draft and submitted applications.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide
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® “Opportunities" Tab.
® "My Applications" Tab.
® General information.
® Application States.
® | st of applications.
® Menu button options.
® Search filters.
Search using filters.
® Save, use and delete a Search filter.
® The default filter.
® Search by Form ID.

"Opportunities" Tab.

Explanation and illustration

The Opportunities tab includes descriptions of all Erasmus+ opportunities, which are grouped either by Field of Opportunity or by Key Action.



My Applications

Field of epportunity

Viocational Education Training

Clicking on a key action (in the example below we clicked on School Education) or a field will take you to the respective list of opportunities in

that category. The Opportunities by field screen appears.

Only currently open opportunities have the Apply button available. Click this button to start your application (see Web Forms How to complete

the form).

.

B 2
NERe40), Sehool Exchange
% 1 Pannerships (KAZZ9)
This Bction Supports exchanges. of gupds and stalf 10
ek the paricipating schooks develop a8 organiations
andncresse thew abeity %o work in imemational
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oppartunities. deadiine | 032010 120000
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General information.
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The My Applications tab allows you to view all of your applications as well as applications that other users have shared with you. If it is the first

time you

are accessing the online form and have not started filling it in, the list of applications will be empty.

Information displayed under My Applications is:

1. Search Filters:

a.

Expand to filter the list of applications accessible to you.

b. The search filters will default to the latest call year. Change these filters according to your preferences.

2. Saved filters:
a. This button can be used if you have already saved a filter. If you have not saved a filter yet, no filters will appear. See how to save a

filter below.

3. Application list:

The
a.

b
c.
d

Opportunities|

following are displayed:
The number of applications accessible to you.

. List sorting criteria. By default, the list is ordered by Data Modified in descending (latest modified at the top) order.

The details of the application.

. The number of items listed on the current page, is by default set to 10 applications. If the application list is longer, then you can select

to view more or to navigate to the next page.

My Applications

tate | DRAFT mpletion SHatus | INCOMPLETE

-Erasmus+ School education stalf mobiity - EAC T TRANSNG.

‘Sehool sducation stall mobaty (KAT01} - -

50% |

- Erasmus+

tabe - DRAFT Completion Status : INCOMPLETE Last Modéication - 27-11-2018 0

Sehoal sduestion staff mabiity (KA101)

0%

Application States.



Application States available are:

1. Draft: The application form can be edited and may be incomplete or complete, but not yet submitted OR the application was reopened or
reactivated.

2. Reopened: The application form was submitted but was reopened by the applicant before the application deadline. This state is also
considered a draft.

3. Reopened by National Agency: The submission deadline has passed but the National Agency has provided an extension. Extensions are only
provided if you have a valid exception for not submitting by the official deadline. This state is also considered a draft.

4. Submitted: The application was submitted to the relevant National Agency or to the Education, Audiovisual and Cultural Executive Agency
(EACEA).

5. Deadline Expired: The form was not submitted by the submission deadline.

6. Deleted: The form was not submitted and deleted after deadline.

You will find the application states in the search filters as well as in the application information in the list of applications.

Application State

Draft Submitted
B4 Reopened 4 Deadline expired
2 Reopened by the National Agency B4 Deleted
Hirghen #x3.c 8t STiaten] and S14F bty Eetween
-El'asmus-i- Programime and Partner Couriries (KAT07) 45
0%
Days Remaining

At acducetion stafl mobeity (KA104)

- Erasmis 0 sducation mafl moby - EAC IT TRAMNG 45
e @ Days Remaining

List of applications.

The list of applications displays all your applications: submitted, unsubmitted, expired, deleted and shared ones.

If you are accessing the web application forms page for the first time and have not yet started filling in a form or received access to a web
application form via the sharing functionality, the list of applications will be empty.

Application details.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Web+Forms+Submitting+an+application#WebFormsSubmittinganapplication-late

The following information is available for each application form:

1. Completion Status: Either Incomplete or Complete. This indicates whether all mandatory fields have been filled in and/or all rules in the form
have been observed.
2. Application information: Click on the Form ID or the Action Type name (both hyperlinked, in blue) to view/edit the form. Information
available is:
a. Action type
. Project name as in the form
. Total Grant as calculated in the form (if applicable)
. Application Owner
. Form ID
f. Last Submission (if applicable)
3. Form progress chart: Displays the completion of the form in percentages. Not visible for expired or deleted applications.
4. Days Remaining: Number of days remaining until the submission deadline. Visible only if the form is in draft state and for submitted forms
before the deadline.

™ QO n T

Note: In case of late submission the deadline is set by the National Agency and is different from the call/round deadline.

5. Last Modification: Date and Time.

6. The menu button to access the menu items. You can perform different actions, depending on the application state and your role. See next
section for detailed information.

Example screen of a submitted grant application in the list of applications:

Application State | SUBMITTED 1 )(!cfﬂb’e’.:.‘.nsl.\h.’.

ETE I (5) Last Modification | 19-12-2018 D8:43:37 (Brussels ||-r-r:I |
Strategic Partnerships for School Cducation
KAZ01)

alegic Partnerships for school education 89 B @
'IDU%

EACIT TRAINING
Total grant: 716649 ELS
Days Remaining
TRAINING ECAS
5
16 IR (rnesle Subméssion Deadline: 21-03-2019 12:00:00 (Brussels Time)

Example screen of an unsubmitted grant application in the list of applications:

Application Stale | DNUAFT Q) Compietion Status  INCOMPLETE | LS’} ast Modification * 21-12-2018 14:41:47 (Brussels Time) l
h Dialogue Projects (KAZ47) =-
Application Owner: EAC_TRAINING ECAS 36?"

Vouth Dalogue Projects - EAC IT TRAINING @
Form 1D: KA34T-AQSBBR03 r Days Remaining

2019 KAZAT R1

2
-Erasmus+

Total grant: 0 EUR

Submission Deadine: 05022019 120000 (Brussels Time)

Example of a shared submitted grant application in the list of applications, displaying also the access level given. See Web Forms Sharing an
application for details.

2019 KAT04 A1 Application Siate | SURMITTED Q} Comgietion Status | COMPLETE I @) Last Modiication | 18-12-2018 GR3042 (Brussels Time) ]
Adult education stalf mobility (KA10.4) =
At education stall mobility - CAC 1T TRAINING)

- [ o 45

‘You can rend anly the spplication 100%

Form ID: KA1 04-32C
Lise? Submigsion: 1812

oD Days Remaining
2018 16:31:13 (Brussels

Submission Deadine: 05022019 12:00.00 (Brussels Time)

Menu button options.



Options available via the menu button are:

1.

Edit: Opens the application form in edit mode for further updates. This option is only available for applications in draft state if the submission
deadline has not expired.

. Share: Opens the sharing screen of the form. Available for all application states.

3. Submission History: Opens the submission history screen of the form. Available for all application states.

. Preview: Opens the application form in Read only mode. Not available for applications in draft, unless user has Read only access due to

sharing.

. Reopen: Reopens an already submitted application for editing and changes the application state to Reopen. Available for submitted

applications until the submission deadline.

. Reactivate: Enables a user with submission rights to retrieve and reopen a deleted application, provided the deadline for submission has not

been reached. The retrieved application will be a draft.

. Delete: Deletes the application form. Not available for submitted applications.

Note: If the form was submitted in the past but the current state allows deletion via the menu button, a pop-up displays: "Formerly
submitted application cannot be deleted".

LR

Search filters.

Search using filters.

The search section allows you to look for applications based on one or more criteria, as shown in the screen capture below. By default, the Search
filters are hidden.

Click on Search filters to open the search filters settings. A variety of options are available, such as Call, National Agency, Key Action, Application
state or Application Ownership.
Note: To perform the search, at least one of the following must be provided: call, round and/or action type.

1.
2,
3.

Select your search filter options, such as Call Year, Key Action and Round.
Click Search.
Applications fulfilling the set criteria will be displayed in the list.

To reset the search, click the Clear Search Criteria button.

My Applications

®

3 Prosend 2 Desdine cigired

j: SEARCH CLEAR SEARCH CRITERIA Save Filler As

| - - [—— Tord gane 12650 E 252

2 | Dute Moo = | Satus S

Vi mickilty (RAT0S)

80%

Dyt Rernaining

Save, use and delete a Search filter.

To save a filter:



1. Enter your search criteria.

. Click the Save Filter As button.

. In the pop-up window provide a unique Filter Name. If a filter with the same name already exists, a warning is displayed, You must adjust
the filter name before being able to save it.

4. Click Save.

w N

Opportunities My Applications

&

Hational Agency

Application Ownership

AP T shared with me

Save filter ®

SEARCH CLEAR SEARCH CRITERLA - deeFIlIefAi
Set a5 default | =

The default filter.

When saving a filter for later use you have the option to click the Set as default filter check box in the Save filter pop-up. Checking this box will
save the filter as default, therefore the next time you open the My Applications tab, this specific filter is applied immediately. The default filter is
marked with a star in the Saved filters drop-down.

Only one filter can be set as default. If you check the box when saving a new filter but already have a default filter set, the new filter becomes
the default one. The filter previously set as default will stay available as a saved filter, but will no longer be marked as the default one.

1

Save filter x

Filter Name

KAT All

[ % Set as default
Save Cancel

@ Saved filters =

Q x
€ (Filter Name Apply Default Delete)?
T |KAT Al [>] @ (x]
KA205 2019 Q ]
KA3 L] (]
KA3 R2 (») [x)
b

Apply your last search

To use a saved filter:



1. Click on the Saved Filters drop-down.

2. Should you have a long list of saved filters, use the Search box to find the specific filter. Start typing part of the filter name and the list will
dynamically filter out the results.

3. Click the arrow under Apply.

4. Applications fulfilling the criteria are displayed in the list.

@G\ Saved filters  ~

Filter Nama Apply Defach Delee *

T KAl Al c * ©

KA2052010 © °
KA3 @9 °
KA3R2 o

Apply your last search

Orcer by Drays Aemaining & | Completion Status € | Key Action & | Date Modiled = | Saatus &

| 2O09 mATT Y Applcation Giste  SUBMITTED Completion Status | COMPLETE Lt Modeication | 17-12-2018 18:24:1) (Brussels Time)
Wouth Disksgrs Proqects (KABT) LR
-Erasmus+ by e ol 252
Dirys Romairing
Subeepuion Deadine: 1202-2020 120000 (Brussels Time)
[ 2000 KAMT R Agplcation State - DEADLINE EXPIRED Completion Status | INCOMPLETE Last Miodication © 15-12-2018 1 1:44:47 (Brussels Time)
| ‘Veusth Disisgye Projects (KA347) =-
-Erasmus+ TRAING £
Totel grant: 44340 ELR
Appiication Oweer. EAL_TRAN
fotm D KAJST-8910000
Subrmevsion Deadine: 134033010 100,00 Brussels Time)

| zovowasaren Agplcation State - DEADLINE EXPIRID Complation Status | INCOMPLETE Latt Modication : 21132078 144147 (Brussels Tine)

mwmmnr
L

Apolicasion Owner. EAC_TRAIMING ECAS
Form IC- KASST-ADSBEA0A

‘Subnision Desdine. 12402 2070 12-00:00 {Brussels Time)

You also have the option to Apply your last search from the Saved filters drop-down. Clicking this hyperlink will set your search filters to the last
used ones and filter the results accordingly.

@ Saved filte v

Q x

€ Filter Name Apply Default Delete ?
T KA1 All cC * ©

KA2052019 ©
) ka3 ()
(>

KA3 R2

Apply your last search

To delete a saved filter:



1. Access the Saved Filters drop-down.

2. Click the X under Delete for the filter you want to remove.

3. Confirm the deletion.

@ @ Saved filters =

Q x

lic

Filter Name Apply Defall Delete

KA3 (>}
-T|

Apply your last search

LTDAIMINCA T A\ar alirana ol

Search by Form ID.

You can also search by Form ID.

Saved Filters

x

Q Are you sure you want to delete the Saved Filter? Please
note that all information you have entered for this Saved
Filter will be permanently removed.

1. Enter a minimum of 5 characters of the Form ID in the Form ID field.

2. Click the dedicated Search button.

3. The form is displayed in the list of applications.

Note: Entering the Form ID will remove any search criteria you might have set in the search filters.

= Search filters
Call

I 2019

Key Action
I HAT - Learning Mobility of Individuals

Action Type
FRound
l 1

Applicam PIC

SEARCH CLEAR SEARCH CRITERIA

Form D o
KAJ4T-2B3B489C
SE-IR{.‘H@

Humiber of applications found: 1 o

Maticnal Agency

Application State
" Deaft
Reapened

Reopened by the National Agency

Apphication Cwnership
Created by me

Submitied
Deadiine expired

Deleted

Shated with me

Save Filter As

@ Saved fillers | =

Order by, Days Remaining 8 | Compietion Status 8 | Key Action & | Dats Modifed ~ | State §

2019 KA3ST A1 Application State : SUBMITTED

‘Completion Status - COMPLETE

Last Modiication : 17-12-2018 151708 (Brussels Time)
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Related articles

® Application process for Web Forms

® Web Application Forms Guidelines

® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)
® Web Forms Annexes

® Web Forms Checklist

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form

® Web Forms Participating Organisations

® Web Forms Pre Checks

® Web Forms Print PDF functionality

® Web Forms Sharing an application

® Web Forms Start the application



Web Forms How to complete the form

When completing the form, there are certain elements that are common in every section. This page covers these basic functionalities and
highlights the sections that are common for all applications.

The form provides on-screen instructions as well as warning messages specific for the application form or field currently being edited.

Please read this on-screen information and if you require further assistance please consult the content related to the specific key action application
request. This can be viewed from the Index page: Web Application Forms Guidelines.

IMPORTANT

When filling in the required information in the Web Application Form do not use multiple tabs or open several
browser windows for your application. This will cause problems with the auto-save functionality of the form
and result in loss of data in your application.

Additionally, please always clear your web browser's cache and refresh the form for the latest changes in the
web application forms to be effective.

Form Layout.
Language Selection.
Mandatory Sections and Fields.
Navigation through/within application sections.
Menu button.
® "Click here to edit" or menu button.
Auto Saving & Draft.
Additional help and Guidelines.
® Tool tips.

Warning and information messages.
Guidelines.
Form edit session expired.

Decimal numbers in the Web Forms.

Form Layout.

Explanation and illustration

After you click Apply for the desired opportunity and close the welcome message, the application web form is displayed.

1. The currently selected screen is displayed in the main window. In this example the Guidelines screen is displayed. It is highly recommended
to read the content carefully before you begin completing your form.

2. Information on the call and your application form ID is displayed at the top of the main window.

3. The side menu allows you to navigate to the various sections in the form. The currently selected section is highlighted in yellow. A warning
icon next to the title of the section indicates that there is missing information. A green check mark will appear when all mandatory
information in the section is completed.

4. The form is saved automatically and the last time of save is indicated at the bottom left side of the screen. Just below there is the button to
export the application form to a PDF file. The Submit button becomes active only once all sections are indicated as completed.

5. If during your application you need to be aware of any important information concerning the action type you are applying for (e.g. deadline
extension, etc.), this information will be shown in the Notifications screen.



rasmus+ Applications

Language Selection.

Explanation and illustration

The default language of the screens is set to English. To change it, click on the language icon at the right hand of your screen and select the
desired language.

Note: When you select a language, your choice will be preserved for all future sessions.
‘m Erasmus+ Applications

Select language

| Contact | Dt Prosecnon

francais (Ir Gaefige (ga) magyar (hu lietuviy kalbsa (Ot

Mandatory Sections and Fields.

Explanation and illustration

Mandatory sections are marked with a red exclamation mark - indicating missing information or that not all rules for filling in the
application form were respected.

Most individual fields which are mandatory are marked with red.



A Priceies and Topics |k Project Description L Participants

Project Description

Priorities and Topics

Please select the maost relevant horizontal or sectoral prioety acconding 1o the obsectives of your peoject

elect priarty =

ase select up 10 Two addional priorilies aceonding 1o the objeciives of your project

Please belect priceilies #

Flenss commant on yous ehaice of prorties

Plense select up 1 thres topics sddessed by your project

Select up

Project Description

Please explain the context and the objectives of your project as well s the needs and target groups 1o be addressed
Wiy shouk oject be camied oul J

Once all mandatory fields are completed and validation rules in a section are met, sections will be marked with a green check . Individual

mandatory fields completed are marked with green.

Call 2010 Round 1 KA - Cooperation for nncvation snd the exchange of good peactices
m . K205 St Putnrsips for youth
rasmus+

Formid KAZ05-82354B07 Deadine (Brussels Time) 05/02/2019 120000
Context

Main objective of the project 18 your preject  Tra

naticnal Youth Initistive (rvtisted, set-up ond camied out by

I Y ] yourg people themashes)?
Excha Good Practices m
o Le v
FYEHRcH T Project Atranym
| Strategic Partnership tor Youth T
Project Start Date (ddmmryyyy} Project Total Duration Project End Date (ddmmany)
I-JIEb?JIu [-;m_—_--.‘ m
Mational Agency of the Applicant Organisation Language wsed to fil in the form
I FROZ Agence du senvice chigue | | engisn P

Foe Tarthes detuds about Tt avidabie Ensmass
EIpA- 6. BUNG0A. BU/PEOQREMMIES) B S

honal Agenchrs, phease consull he follwing page
cetact

Navigation through/within application sections.

Explanation and illustration

To access a specific project section, use the left side navigation menu.



Context

Project Description
Preparation
Management
Implementation
Intellectual Outputs

Multiplier Events

Learning Teaching Training

Timetable
Special Costs
Follow-up

Budget Summary
Project Summary
Annexes

Checklist

Guidelines
Notifications
Sharing

Submission History

In a variety of screens you have a navigation breadcrumb and/or screen tabs along the top of the screen. The breadcrumb allows you to follow a
trall of breadcrumbs to return to the screen from where you launched the current screen.

In the example indicated below, Applicant Organisation is shown in grey as it is the current screen displayed. The Applicant Organisation is
accessed from the Participating Organisations screen.

Clicking on the hyperlink of Participating Organisations returns you to the previous screen.

Obetsils | AProfie  @Acciediaton | Associsled Persons 4 Backipound and Experierce

Legal name inational langasge)

Department (if apphcable) Acsomym

CEDEX




The tabs next to the breadcrumb allow you to jump to a section in the current screen or alternatively use the scroll bar to navigate up and down.

In this example, the various sections of the applicant organisation (Details, Profile, Accreditation, Associated Persons and Background and
Experience) can be accessed by using the tabs along the top or by scrolling down the screen.

These tabs also allow an overview of which section is completed.

Participating Organisations | GDetals  AProfle  @Accrediation | 4 Associsted Persons  f Background and Experience I
Application Organisation Details [EEQ&;} ﬁ ﬂ ﬁ

Legal name Legal naeme (nations lengusge)

.-a.-.-.ml-ur.-. i apphcabie) Department (if apphcable) Acionym

Address Country

ity PO Box Postal Code

'.-_I-e:\:x\e Fax CEDEX

‘Wetiite Emad

The Home button brings you back to the My Applications page.

lhoornaruswons '_ b o ErasmUS+ Applications

Project Description

Preparation

Management
Implementation
Inted s3l Outputs
Multiplier Events

Menu button.
Explanation and lllustration
A list of items can be added, viewed or edited by either clicking the name of the item or using the menu button.

"Click here to edit" or menu button.
You can access an item's details by clicking on Click here to edit, if available.

Associated Persons

Please provide information about this organisation's legal representative and contact persons for the project. Legal representative is the person authorised to sign legally
binding documents on behalf of th anization, while the contact pers re people who will be mai g the project.One of the contact persons must be designated as

ntact”, This person will be contacted by the Mational Agency if there are questions about the project or the organisation, and in cas oject is selected they
) project management and reporting tools.

= ed
will receive acces:

Name 3 Role 2 Preferred Contact @ 3 OLS Contact

1 Click here to edit Legal Representative

2 Click here fo edit Contact Person '




Iltems may have a MENU button, allowing access to view, edit, refresh or delete the details for that specific item.

Different options are available. Click the menu button to view the options. Here are some examples:

[# Organisation Details : -

2 Refresh Organisation BBl @ Person's Det:

0.00 .

[# Activity Details
® Delete Activity

Auto Saving & Draft.

Explanation and illustration
The form is automatically saved every 2 seconds. The Saved (Local Time) information on the left hand side of the screen is updated accordingly.

After closing the form, you can access it again under the My Applications tab on the Web Applications homepage.

Important

When filling in the required information in the Web Application Form do not use multiple tabs or open
several browser windows for your application.

This will cause problems with the auto save functionality of the form and result in lost data in your
application.

Automatically saved every 2 5.
Saved (Local Time)
08 Oct 2019 19:55:56
by UNKNOWN UNKNOWN

PDF SUBMIT

Additional help and Guidelines.

Explanation and lllustration



Tool tips.
Throughout the form it is possible to acquire more information about particular sections by positioning your mouse pointer over the question

©

mark

The selected preferred
contact person is the one

that will be contacted

with gquestions related to

your application/project
Preferred Contact ©

Warning and information messages.
Your actions in the form may also trigger certain warning or information messages. Read those carefully.

Here are some examples:

| A A consortium must be composed of at least two higher education institutions

y ina country diff it than the one w your organisation is establ
the National Agency in your own couniry unless an e; ion is stated in the Programme Guide. If your org
another country's authority, please contact the National Agency in your country to confirm your organisation’

d. As a rule, applica
sation has an exceptio
's status before submitting

application

Confirmation X

Are you sure you want to delete the Organisation PIC ?

Please note that all information you have entered for this Organisation will be permanently removed.

@

Guidelines.

View the Guidelines section for information and links to help you complete the form.

2 norme vkt renaing o ot ol s

By arrp———

» Timatabte: i s mection o il s of it {Trurational e masecngs, bntbectial Duspuss, Mtipber Fverts, | surming, Teactung s Traning Actseties) of pous prapect



Form edit session expired.

If no information is added or edited in an open web application form for at least 10 minutes, the Form edit session expired message displays due
to inactivity. The only option is to click on the button Go to home page. This will bring you back to the application forms home screen.

Access the My Applications tab to find the form you worked on and continue editing it. As the form is saved every 2 seconds, you will be able to
retrieve your latest changes.

Form edit session expired

Your edit session has expired. Please reopen the form to continue,

Decimal numbers in the Web Forms.

It is sometimes possible to use decimal numbers in the Web Forms. This may occur in form sections like activities, when providing the average
duration of an activity. If decimal numbers are allowed in a field, this is specifically mentioned. To enter decimals in the form, use the dot instead
of a comma. Otherwise the form will return an error.

Estimated Grant

Country greep " ders) OE’ .

Group 1 Couniries @ | 0 0 A Provide your answer as a decimal 00 EUR
|4( number greater than zero

A The average duration excluding travel

& Frowede pout anvwed 818 DeCinad
o

Group 2 Countries © s . wesht it ey time in a given activity must be between 3 000 EUR
et o 90 oyt 11 months (90 days) and 12 months
i sncioding travel tme - 'y
excluding travel time.
Group 3 Countries © l 0 0 . w0 EuR
Total 10 e ° 000 EUR
I ™~ 90/5¢%-
Group ) Coutres © | o o TR 0,00 £uR
Y
Group 2 Courtries © [ 10 8% ) & 908 am) 24.700,00 EUR
Group 3 Countries @ [ o [} L - et {000 EUR) 0,00 vt
Total 10 0s s 24,790,00 EUR
Country group Number of participants — Fbnd T y
I
Group 1 Coustries © I o [ :J'l)v 90,55 EUR) 0,00 EUR
et vl | e - oz e
e Detween § moning (¥ daps)
30t 17 mmanitne guisng m
Geoup 3 Countries © | o [ [ 10,00 EUR (2.00 EUR) 0.00 EUR
Total 10 0 o 0,00 EUR

Common to all forms

® Application process for Web Forms
® Web Application Forms Guidelines

® \Web Forms Add applicant organisation


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Web+Forms+Home+screen#WebFormsHomescreen-MyApps%22MyApplications%22Tab.

Web Forms Add associated persons to organisations
Web Forms Add participating organisation(s)
Web Forms Annexes

Web Forms Checklist

Web Forms Context

Web Forms Home screen

Web Forms How to complete the form

Web Forms Participating Organisations

Web Forms Pre Checks

Web Forms Print PDF functionality

Web Forms Sharing an application

Web Forms Start the application

Web Forms Submitting an application



Web Forms Start the application

Quick steps

1 Open the Erasmus+ Applications.

2 Select an opportunity and click "Apply".
3 Draft application already exists.

4 Start Screen.

Detailed steps

Steps
1 Open the Erasmus+ Applications.
To start your application, access the Erasmus+ Applications web page. Open calls are available from the Opportunities tab.

All opportunities are grouped by Field of Opportunity, by Key Action or Accreditations.

m Erasmus+ Applications

syt | e Faemns Guideliees | Pregriers

My Agplictions
‘Welcome to the Erasmus» Applications. Mere you Can a0

Fiekd of opportunity

[




Select an opportunity and click "Apply".

Click on the desired field, key action or accreditation to find the full list of opportunities in that category. Opportunities that are currently
open display an Apply button.

In the example below, we clicked on the School Education field of opportunity. Select the opportunity you want to apply for and click the Ap
ply button.

Field of opportunity

OGN HAQITEAER SYSTA | WaD FOm GUSSennes | FHOOraMTI GUow | LEGAT AenCE | FAL T Coatict
Engian

UBNOWN UNICHOWN (EAD-TRAINSIG-V 4@ eun

Erasmus
i = School Education g & accreditation in
staff Mobility h4 the field of School
(KAT01) Education

== (KA120-5CH)

Draft application already exists.

If you already started to draft an application for a selected action type, a pop up will display stating Draft application already exists, after
you clicked the Apply button.

Click on Open existing draft to open the already existing form in edit mode to continue filling it in. Click on Create a new application to
start from an empty form.

Draft application already exists

You have already created a draft application for this action under the

current call and round. Would you like to create a new application or

open the existing one?

e I eligl Create new application




4 Start Screen.

The start screen opens. Here you will find:

1. Notifications - this section is displayed as soon as you click on the Apply button if there are important announcements regarding the
key action you are applying for. Otherwise, the form opens with the Guidelines section. Please read this section carefully before you
start, as it contains important information that assists you in filling out the application form.

2. Information on the selected opportunity and key action

3. Application main sections menu, displaying sections such as Context, Participating Organisations, Project Description, Annexes,
Checklist and more, depending on the action type.

4. The Auto save information.

5. A PDF button, used to export the application as a PDF file. And the Submit button, which will only be active once all parts of the
application are filled in.

You can now start entering all details of your application.

H Erasmus+
1
Motifications

version 4.2.1:23 - 23/04/2020 1601

ur National Agency and communicate your Form id ; examobe KA1DTFE4SEF You can find

+ Context: This &

+ Participating Organisations

« Huropesn Develognent Plan: |
= Activities: This section

« Project Managessent: Ths

- Parlician
- Special Costs: In this secticn
» Follow-up: Thés section botuse

Related articles

® Application process for Web Forms
® Web Application Forms Guidelines

® Web Forms Add applicant organisation



Web Forms Add associated persons to organisations
Web Forms Add participating organisation(s)
Web Forms Annexes

Web Forms Checklist

Web Forms Context

Web Forms Home screen

Web Forms How to complete the form

Web Forms Participating Organisations

Web Forms Pre Checks

Web Forms Print PDF functionality

Web Forms Sharing an application

Web Forms Start the application



Web Forms Pre Checks

Before you start: Pre-Check

Explanation and illustration

Before you start working on your application and filling it in, it is important to check that you have opened the correct form for the Action you
wish to apply to.

This information can be seen in the right hand top corner of the application screen. This header displays following information:

Call and Round

Key Action

Action Type

Form ID - This is the identification code of your application
Deadline for the application

Note: You cannot change the content of these fields. If you selected the wrong application form, close it and choose the correct form from the
home page.

To access the homepage, click the HOME button.
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® Application process for Web Forms

® Web Application Forms Guidelines

® Web Forms Add applicant organisation
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® Web Forms Add participating organisation(s)
® Web Forms Annexes
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® Web Forms Participating Organisations

® \Web Forms Pre Checks



® Web Forms Print PDF functionality
® Web Forms Sharing an application

® Web Forms Start the application



Web Forms Context

Relevant for...

Call Year Key Action m

2017 onward All All

In the first part of the application you will have to provide basic information on the Context of your project.

Take note

Questions or fields may vary depending on the key action of your application.

Quick steps

1 Click the "Context" menu.
2 Enter the project context details.
3 Select your National Agency.

Detailed steps

Steps



Click the "Context" menu.

To start the application, from the home screen, access the Context tab on the left menu.
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Enqlish. m
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Enter the project context details.
All mandatory fields are indicated in RED and have to be filled in. You might have to provide following information:

Project Title

Project Title in English

Project Start Date

Project Total Duration

National Agency of the Applicant Organisation (see details below)
Language used to fill in the form

National Agency and Language used to fill in the form have drop-down options available. Once all information is entered, the fields are marked in
green.

Context
Praject Title Project Acromym
I Youth meets Experience Yk
Project Stan Date (dd-ma-yyyy) Praject Tolal Duration Project End Date {dd-mm-yyyy)
Imm-mlr 12 monts |s| aroreme
=
Kational Agency of the Applicant Organisation Language used to fill in the form
| '-| I English =
For further details about the available Erasmuese National Agencies, please consuh the Tollowing page: hips.ffec europa eu
{progeamimes/ erasmus plus/comact

Note: If information in the form is incorrectly entered / does not fulfil certain criteria, a warning message is displayed. To proceed, such errors
have to be corrected.

Project Start Date (dd-mm-yyyy)

I 15-01-2018

Ak The date must be between: 01-08-2017 - 311220017

Select your National Agency.
One important aspect to take into account at this step of your application is the National Agency to which you want to submit your application.

You will find a drop-down list with the relevant Erasmus+ National Agencies covering each field of education, training and youth. In the drop
down list, each National Agency is identified by a unique code accompanied by the name of the country in the national language:

HUD1 {MAGYARORSZAG) =
IED1 (IRELAND)

1502 (fsLAND)

IT03 (ITALLA)

LI02 (LIECHTENSTEIN) I
LT02 (LIETUVA)

LUO1 (LUXEMBOURG)

LV02 (LATVDA)

MK01 (MOPAHELWHA JYTOCNOBEHCKA PENYE/MKA MAKEAOHWIA (PORANESNA JUGOSLOVENSKA REPUBLIKA MAKEDONDIA))

MT01 (MALTA) —
NLO2 (NEDERLAND)
NO02 (NORGE)
PLOL (POLSKA)
PT02 (PORTUGAL)
ROD1 (ROMANIA)
SEQ2 (SVERIGE)
102 (SLOVENDA)
SK02 (SLOVENSKO)
TRO1 (TURKIYE)
UKO1 (UNITED KINGDOM) =

m

For further details about the available Erasmus+ National Agencies, please consult the following page: htips://ec europa.eu
/programmes/erasmus-plus/contact




If a country has more than one National Agency, consult the full list of National Agencies via the link provided in the form.

National Agency of the Applicant Organisation

For further details about the available Erasmus+ National Agencies, please consult the following page: htips.//ec.europa.eu
/programmes/erasmus-plus/contact

To find the code of the National Agency responsible for your field of education, training and youth to which you should submit your application.

The information to look for is on the webpage is NA Code and the fields in which it is active.

Poland v
Foundatlon for the Development of the Education
System (FRSE)

ul. Mokotowska 43
00-551, Warszawa
Poland

NA Code: PLO1

+48 22 46 31 000
kontakt@erasmusplus.org.pl
http://www.erasmusplus.org.pl

Fields

School Education

Vocational Education and Training
Higher Education

Adult Education

Youth

On the left hand side, the CONTEXT tab in the menu is marked with a green check to indicate that this section of your application is completed.

nguen ()

ECAS EAC_TRAINING (EAC-TRAINSG- Agec europa eu)

Call 2017 Fiound 2 KAX - Suppornt for potcy sedoem

wALT poscy
mErasmus+ Formid KAMTF2C09720 Deadiine (lnssis Time) 29 Jul 2017 12:00.00

Context

Project Trie Prepect Actomm

[ o mess perce -

e (dd e yyry) Propect Ton Duration Ereject End Date fod mem-yvy)
| 12 meeun

Maonel Agency of the Apphcant Ceganisation Language used 10 Ml In e form

I FLOT (POLSKA) 5 I Enginh

Foo further detads about the avatable : ¥ please comsat BeapyAiec uropa
DG T eravTIY AU CONEAC

Related articles

® Application process for Web Forms

® Web Application Forms Guidelines

® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)

® Web Forms Annexes



Web Forms Checklist

Web Forms Context

Web Forms Home screen

Web Forms How to complete the form
Web Forms Participating Organisations
Web Forms Pre Checks

Web Forms Print PDF functionality
Web Forms Sharing an application

Web Forms Start the application



Web Forms Participating Organisations

What is the topic about?

A participating organisation /s an organisation or informal group of young people involved in the implementation of an Erasmus+ project.
Depending on their role in the project, participating organisations can be applicants or partners (also defined as co-applicants, if they are
/dentified at the time of submission of the grant application). Once the project is grantea, applicants become beneficiaries and partners may
become co-beneficiaries if the project is financed through a multi-beneficiary grant,

Erasmus+ Programme Guide 2020; Glossary

All participating organisations have to be registered in the Organisation Registration system and have received an Organisation ID before
completing the Web Form. The Organisation ID will be used to complete the organisation details in the application form. Organisation details
cannot be updated in the application form, only in the Organisation Registration system. Check the Organisation Registration Guide for more
details.

Depending on the application or request form being completed, organisations of different roles to the project may be added. In general for all roles:

The organisation details are added via the Organisation ID.

Associated persons to the organisation are added.

Additional organisations may be added depending on the application.

These organisations may then be used in other sections of the application form to indicate the organisations involvement in the project.

Role of organisations

The role of the organisation will vary depending on the type of application form being completed. For some, the applicant will be the sole
participating organisation indicated and for other applications all roles may be used.

® Applicant: participating organisation or informal group that submits grant application. Applicants may apply either individually or
on behalf of other organisations involved in the project. In the latter case, the applicant is also defined as coordinator.

® Consortium: two or more participating organisations teaming up to prepare, implement and follow up a project or an activity within
a profect. A consortium can be national (i.e. involving organisations established in the same country) or international (involving
participating organisations from different countries).

® Coordinator/ Coordinating organisation: a participating organisation applying for an Erasmus+ grant on behalf of a consortium
of partner organisations.

® Partner (organisation): participating organisation involved in the project but not taking the role of applicant.

Erasmus+ Programme Guide 2020; Glossary

How to complete participating organisation(s) details

Click on the link below to see how to complete the participating organisation(s) details. If unsure as to which role of organisation is required for
your application form, please return to the index for your current application.


https://ec.europa.eu/programmes/erasmus-plus/resources/documents/erasmus-programme-guide-2020_en
https://webgate.ec.europa.eu/fpfis/wikis/x/roRXFg
https://ec.europa.eu/programmes/erasmus-plus/resources/documents/erasmus-programme-guide-2020_en

Web Forms Add applicant organisation

This page explains how to enter the applicant organisation details for your organisation in the application form.

Take note

Please note that questions or fields may vary depending on the key action of your application.

In the example used below, the applicant organisation is added. If you are applying on behalf of a mobility consortium, please also see Web Forms

Mobility Consortium.

All participating organisations have to be registered in the Organisation Registration system and have received an Organisation ID before
completing the Web Form. The Organisation ID will be used to complete the organisation details in the application form. Organisation details
cannot be updated in the application form, only in the Organisation Registration system. Check the Organisation Registration Guide for more

details.

Quick steps

1 Click "Participating Organisations" in the side menu.
2 Enter the "Organisation ID".

3 Update Organisation Details.

4 Update the Profile (if applicable).

5 Add the "Associated Persons".

6 Update Additional fields and tabs.

7 Complete the applicant organisation information

Detailed steps

Steps


https://webgate.ec.europa.eu/fpfis/wikis/x/roRXFg

Click "Participating Organisations" in the side menu.

Click on the Participating Organisations link in the side menu. The Participating Organisations screen opens. In this
example, the Applicant Organisation and Partner Organisations can be added.

EErasmus+ Foermid KAZAT- 284971

A Applcant Orgarisation | 1B Partney Crganiastions

Participating Organisations

Applicant Organisation

Grganisation iy Legal name Eountry

. ]
Partner Organisations

W3 Qegarissin 10 Legal name Country

Enter the "Organisation ID".

Enter the Organisation ID of the applicant organisation. The organisation details linked to this ID are automatically inserted into the application
form.

1. The Organisation ID field indicates a green stripe. This means that the provided Organisation ID is recognised. The red warning sign before
the Organisation ID field however indicates that additional organisation details are required.

2. The organisation details linked to this Organisation ID are entered into the application form. On this screen, the Legal name and Country are
displayed.

3. To view the full details of the organisation and provide the additional mandatory organisation details, click on the menu button and select Or
ganisation Details.

& Applicant Onganezation Pariner Organisations

Participating Organisations

Applicant Organisation

Organisation 1D Legal name

' llr:-,-:.:_|;4,. @ |o;:,-

Partner Organisations

Country

@
1 ABC Belgium

C R Organisation ID Legal name Country

Mo records found

ADD PARTNER


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Update Organisation Details.

The Applicant Organisation Details screen opens.

The tabs along the top can be clicked to navigate to the different sections of the current screen. Alternatively, scroll down to reveal more of the
screen. Tabs indicated with a green check mark are completed. Tabs displaying a red warning sign indicate missing information.

The applicant organisation details are automatically completed with the organisation details as provided in the Organisation Registration system.
Those cannot be edited in the form, but additional non-mandatory information can be added in this section (for example: Department or Email).

[ Paticipating Organisations B Details | APofie | M Associsted Persons |k Backiround and Experience
e
Applicant Organisation Details (Organisation ID IE'IOOU{,O [

Legal name Legal name (naticnal language)

National ID (if applicabie)

Update the Profile (if applicable).

The first information to update is the Profile.

Select the Type of Organisation from the drop-down menu. If you have already applied for Erasmus+ in the past, the field Type of Organisation
will be pre-filled. Please check if the value displayed is correct. If it is not correct, please choose the correct option from the drop-down menu.

Profile

Type of Organisation

Iz the organésation a public body? I the organésation & nor

Profile

Type of




Add the "Associated Persons".

The next section to complete in the applicant organisation details is Associated Persons. Visit Web Forms Add associated persons to
organisations to see how to add those to the application form.

Associated Persons

: prowide infor

¢ will be man.

5 legal rep
SONS e peraple

e project. Legal representative is the person authorised to sign legally binding documents on

1 by the National Agency if there are questions sbout the project or the organisation, and in case

id Hame Role Prefered Contact ©

1 A Chick here to edit Legal Representative =
2 s Cick hete to edit Contact Person » =
ADD ASSOCIATED PERSON

Update Additional fields and tabs.

Additional information is required in the section Background and Experience. Provide the required information in the available free text field
fields.

In this example, additional fields display because Yes was selected under the question on previous participation in a project. In such a situation,
you have to provide the additionally required information to complete the section.

Background and Experience

Please biiefly present the organisation

Background and Experience

What ae The skills and expert |What are the Bcthitess and esperience of The cganisation in the sens relevant fo this Appicaton?

o,
s the organisation participated in & European Linkn granted propect in the 3 years preceding tas application
Yes .
EU Programme Year Project Meatification o Coniract Applicant/Beneliciary Name
Number !
ADD GRANT
EU Programme Year :':"l_“" e ApplicantBeneficiary Name
ADD GRANT

Complete the applicant organisation information

Once all details for the organisation are updated in the form, navigate back to the Participating Organisations main screen.

Participating Organisations @ Details @ Profile @ Associated Persons @ Background and Experience

| 4

Applicant drb\.)ation Details (Organisation ID E10001346)

The Applicant Organisation information is now marked with a green check, meaning all mandatory information was entered.



Applicant Organisation | & Partner Organisations
Participating Organisations

Please note that the Organisation ID has replaced the PIC as the unique identifier for the organisation to apply for Erasmus+ and European Solidarity Corps
actions managed by Mational Agencies. Organisations that have a PIC and have previously applied for funding in these programmes through the National
Agencies have been assigned an Organisation ID automatically. Please use the Erasmus+ and European Solidarity Corps platform to check an Organisation
1D, update information linked to it or register a new orgarisation: https.fwebgate ec europa.eu/erasmus-esc/organisation-registration/register

Applicant Organisation

Organisation ID Legal name Country

I E10001346 | Organisation ABC Belgium

If the applicant organisation is the only organisation required in the form and all details are completed, Participating Organisations is marked
with a green check in the side menu.

Context

Participating Organisations

iect Description

F¥ ticipants Profile

Preparation

Activities

Follow-up

Budget

Project Summary

Annexes

Checklist

Guidelines

Notifications

Sharing

Submission History

Related articles
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Web Forms Print PDF functionality

Web Forms Sharing an application

Web Forms Start the application



Web Forms Add participating organisation(s)

All participating organisations have to be registered in the Organisation Registration system and have received an Organisation ID before
completing the Web Form. The Organisation ID will be used to complete the organisation details in the application form. Organisation details
cannot be updated in the application form, only in the Organisation Registration system. Check the Organisation Registration Guide for more
details.

This page explains how to enter additional participating organisation(s) details. The general process is the same for the applicant, partner
organisations and consortium members.

Take note

Please note that questions or fields may vary depending on the key action of your application.

Quick steps

1 Click "Participating Organisations" in the side menu.

2 Click on add "Partner Organisations".

3 Provide the "Organisation ID"

4 Update Organisation Details.

5 Update the Profile (if applicable).

6 Add the "Associated Persons".

7 Complete additional sections.

8 Navigate back to the Participating Organisations screen.
9 Add additional Partner Organisations (if applicable).

10 Delete a Participating Organisation.

11 Duplicated Organisation ID in participating organisations.

Detailed steps

Steps

Click "Participating Organisations" in the side menu.

m Call 2020 Round 1 KA3 - Su
K
Erasmus+ Formid KAS47-DS0CS005 Deadline (Brussels Time:

B Agplicant Org,

8 Participating Organisations

Project Description

B Partnér Grganisalions
Participants Profile

Preparation Participating Organisations

Activities

Follow-up

Budget

Project Surmsmary

Applicant Organisation

Organisation D Legal name Country
-] | E10001244 Drganisation ABC Belgium =
Partner Organisations
i ¢ Organisation ID Legal name Country
2019 Oct 10 102203
by LINKHOWHN UMKNOWH. Ha records found

DO PARTNER
J



https://webgate.ec.europa.eu/fpfis/wikis/x/roRXFg

Click on add "Partner Organisations".

To add a partner organisation, click on the ADD PARTNER button in the Partner Organisation section.

Partner Organisations

ds Organisation 1D Legal name Country

No records found

8

Provide the "Organisation ID"

Type the Organisation ID of the (first) partner organisation in the Organisation ID field in the newly displayed row. The organisation details linked
to this ID are automatically inserted into the application form.

1. The Organisation ID field now has a green stripe. This means that the provided Organisation ID is recognised. The red warning sign before
the Organisation ID field indicates that additional organisation details are required.

2. The organisation details linked to this Organisation ID are entered into the application form. On this screen, the Legal name and Country are
displayed.

3. Click on the menu button and select Organisation Details to fill in the additional mandatory organisation information,

Partner Organisations

d % Organisation 1D Legal name Country

1 Fy BLO @ Ireland ®

ADD PARTNER & Refn
@ Dele

Update Organisation Details.
The Partner Organisation Details screen opens.

The tabs at the top can be clicked to navigate to the different sections of the current screen; alternatively, scroll down to reveal more of the
screen. Tabs indicated with a green check mark are completed. Tabs displaying a red warning sign indicate missing information.

The applicant organisation details are automatically filled in with the ones provided in the Organisation Registration system. Those details cannot
be edited in the form, but additional non-mandatory information can be added in this section such as Department or Email.

[ conasiniini | Bowsls [ AN | iksssomatrissie |k ssdarntied e ]

Partner Organisation Details (Organisation ID E10001348) =3


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Update the Profile (if applicable).
The first information to update is the Profile.

Select the Type of Organisation from the drop-down menu. If you have already applied for Erasmus+ in the past, the field Type of Organisation is
prefilled. Please check if the value displayed is correct. If it is not correct, choose the correct option from the drop-down menu.

Type of Grganisation

I= the erganésation a public body? Is the organksation & non-prodfit?

Profile

Type of Oeganisation

Group of young people active in youth work
Higher education institution (tartiary level)

Local Public boty
National Pubdic body

\ition
jon representing (parts of) the sport sector

education
ucation (pre-primary level)
seation (primary level)

Add the "Associated Persons".

The next section to fill in the applicant organisation details is Associated Persons. See Web Forms Add associated persons to organisations on
how to add those to the application form.

Associated Persons

Please provide information about this organisatio
tehalf of the organisation,

s legal representative and contact persons for the project. Legal representative is the person authorised to sign legally binding documents on
while the contact persons are people who will be managing the project

One of the wst be i

the project s sebected they will receive

preferred contact’, This person
to project management and reporting

antacted by the National Agency if there are questions sbout the project or the organisation, and in case
ools

1o Hame Role Prefered Contact @
1 A Chick here to edit Legal Representative =
2 A Chck here to edit Contact Person =

1]

ADD ASSOCIATED PERSON



Complete additional sections.
In this example, additional information is required in the Background and Experience section. Fill in the required information.

Background and Experience

Pleage briefly peesent the ceganisation

Background and Experience

Please briefly present the arganisation
What are the activitie

ipiacing el sed do shus
equat. Duis aute inre
ot arim id 51 lal

a1rUd ExerCiation
coaecst cupidatat non

t labose et dolore magna aligy
luptate veiit esse cilum do

Moo

e fugeat raila pariatur. Exceps

What are the shills ar
£45/5000

i for this application?

3. Ut eréem ad mindim veniarm
e eu fugist il paristur. Excepte

Has the oeganisation

i 5it amel, co
X 3 Commod
i ol

£45/5000
Has the organisation participsted in 8 European Union granted peogect in the 3 years preceding this application?

E -

Navigate back to the Participating Organisations screen.

Once all details for the organisation are filled in, navigate back to the Participating Organisations main screen.

Call 2020 Round 1 KA3 - Suppon for policy reform
KAZ47 - Youth Distogue Projects
Erasmus+ Formid KA34T7-D60C5005 Deadiine (Brussels Time) 2020/02/05 12:00:00

[ Participaling Organisations | EDetalls | EProfile B Associated Persons | B Background and Experience ]

Partner tion Details (Organisation ID E10001348)

The Partner Organisation is now marked with a green check, meaning all mandatory information was provided.

& Applicant Organisation | € Partner Organisations
Participating Organisations

Please note that the Ovganization ID has replaced the PIC as the unique entifier for the arganisation to apply for Erasmue+ and Europesn Solidatity Corps actions managed by Mational

latform to check an Organ
gistration/register

Applicant Organisation

Organisation ID Legal name Country

=2 | E10001346 Organisation ABL Belgium
Partner Organisations

W2 Organisation 1D Legal name Country

1 [Z]l E10001245 8o Iretand

ADD PARTNER



Add additional Partner Organisations (if applicable).

To add more partner organisations, click the Add Partner button again and repeat the steps to complete the partner organisation details. This
has to be done for all partners participating in the project.

Add all partner organisation the same way as described for the first partner.

& Applicant Organisation | € Partner Organisations
Participating Organisations

Pleaze note that the Ovganization 1D has replaced the PIC as the unique identifier for the organisation to agply for Erasmue+ and European Solidaity Conps actions managed by National

Agencies. Organisations that have a PIC and have previously applied for funding in these programmes though the Mational Agencies have been assigned an Drganisation 1D automatically
s+ and European Solidarity Corps platform to check an Organisation 10, update information linked 1o it or regi 8 new organisation

hittps.ifwebgate ec.eutop €50/ ation-reg: g

Applicant Organisation

Organisation ID Legal name Country

=2 | E10001346 Diganisation ABC Belgium
Partner Organisations

(L Organisation 1D Legal name Country

1 = | 10001348 8o Irefand

@ Applicant Organisation | & Partner Organisations
Participating Organisations

Please note that the Organisation i0 has replaced the PIC as the unique identifier for the organisation to apply for Erasmus+ and European Solidarity Corps actions managed by National
Agencies. Organisations that have a PIC and have previously applied for funding in these programmes through the National Agencies have been assigned an Organisation 1D automatically
Please use the Erasmus+ and European Solidarity Coms platform to chack an Organisation 10, update information linked 10 1L OF régister a néw ofganisation

hitps.ifwebgate e eurnpa Jregist

Applicant Organisation

Qrganisation 10 Legal name Country

' E10001346 ‘Drganisation ABC Belgium

Partner Organisations

id 2 Organisation 1D Legal name Country

1 I E10001348 BLo Iretand =
2 a | E10001487 IT Bizz Germany =
i % [ NVERSIE FEDERALE DE TOULOUSE MIDLPYRENEES "¢ -

ADD PARTNER



Delete a Participating Organisation.
Should you have to remove a organisation (for example incorrect organisation added), this can be done easily:

1. Click on the Menu button next to the organisation to remove and select Delete Organisation.
2. Confirm the deletion in the pop up by clicking Yes.
3. The organisation is now removed from the list of partner organisations.

Partner Organisations

ds Organisation ID Legal name Country
1 ] l E10001348 B-LO Irédand =
2 -] l E10001487 IT Bizz Garmany =

P TE DUNIVERSITE ET D'ETABLISSEMENTS . =
3 9 l E10000806 TE FEDERALE DE TOULOUSE MIDFPYRENEES France =

# Organisation Details
ADD PARTHER < Refresh Organis
Partner Organisation X

Are you sure you want to delete the organisation?

Please note that all information you have entered for this arganisation will be permanently removed

Partner Organisations

W2 @ Organisation ID Legal name Country

1 | E10001348 BLO Ineland =
2 =2 | E10001487 IT Bizz Germany =
ADD PARTNER

Duplicated Organisation ID in participating organisations.

Once an Organisation ID is used for one of the organisations in the form, the same Organisation ID cannot be used again. In case you entered
the same Organisation ID more than once you will receive a warning message and the Organisation ID is automatically removed from the
respective field. You will not be able to add an organisation twice.

Partner Organisations

s Drganisation 1D Legal name Country
1 = | E10001348 B-CO treland =
2 -] ] E10001487 IT Bizz Germany =

A A This Organisation ID is
already entered for another
participating organisation:
E10001346
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Web Forms Hosting Partner Organisation

Relevant for...

2020 KA1 - Mobility of individuals KA101 - School education staff mobility
KA102 - VET learner and staff mobility
KA104 - Adult education staff mobility

KA116 - VET learner and staff mobility with VET mobility charter

This page explains how to enter Hosting Partner Organisation details in the application form.

Take note

Questions or fields may vary depending on the action you apply for. Please read the on-screen information
carefully to complete the relevant fields and sections.

Quick steps

1 Hosting Partner Organisation with an Organisation ID.
1.1 Click "Participating Organisations" in the side menu.
1.2 Click on "Click here to edit".
1.3 Enter the "Organisation ID" of the Hosting Partner Organisation and provide the missing information.
1.4 Return to the "Participating Organisations" screen.
2 Hosting Partner Organisation without an Organisation ID.
2.1 Access the organisation details.
2.2 Provide the required information and return to the "Participating Organisations" screen.
3 Add additional Hosting Partner Organisations.
4 Edit Hosting Partner Organisations Details.
5 Delete a Hosting Partner Organisation.

Detailed steps

Hosting Partner Organisation with an Organisation ID.



Click "Participating Organisations” in the side menu.
Hosting Partner Organisations can be added in the Participating Organisations section.
To do so, click the Add Hosting Partner button.

Take note: Depending on the form, you might already see an empty row to provide the Hosting Partner Organisation details without having to
click on the button first.

& Applicant Organisation | & Mosting Partner Grganisations
Participating Organisations

At you applying on behalf of a mability consortium?

I.vo

Please note that the Organisation 10 has replaced the PIC as the unique identifier for the organisation to apply for Erasmus+ and Ewropean Sclidarity Comps actions
: wies. Organisations that have a PIC and have previowsly applied for funding in these programmes through the National Agencies have been

D automatically. Pleass use the Erasmus+ and European Solidarity Corps platform to check an Organisation 10, update information linked 1o it

sation: hilps.fwebgate e europs o

of regieler & ew ofgEni

Applicant Organisation

Organization 1D Legal Hame Country

-] | ES9881433 UNIWERSYTET EXONOMICINY W KRAKOWIE  Poland =

[Hosling Partner Organisations ]

The hosting p 9 aee cog who will host the participants in your sctivities of will assist you with ceganising the hosting. To edit the details of 5
hosting parner olganisation e the opEons button on the right side of the table or clck on the organksation's name. You will be able to use an Grganisation I, or 1o
provide the nesded infoemation manually.

D3 $  OrganisationID 3 Mame of the Organisation 3 Country of the Organisation =

ADD HOSTING PARTNER

F019 Oct 14 095858
ry LKW LINKMOWH

Click on "Click here to edit".

The entry for the first hosting partner is created. Click on the Click here to edit hyperlink to start filling in the organisation details.

Hosting Partner Organisations

The hosting pariner organisations are organisations who will host the participants in your activities or will assist you with organising the hosting. To edit the details of a
hosting partner organisation use the options button on the right side of the table or click on the organisation’s name. You will be able to use an Organisation 1D, or to
provide the needed information manually.

[ 8 Organisation ID £ Mame of the Organisation % Country of the Organization %

1 a

ADD HOSTING PARTNER



Enter the "Organisation ID" of the Hosting Partner Organisation and provide the missing information.

Organisations registered in the Organisation Registration system have a unique identifier - the Organisation ID. The Organisation ID will be used
to complete the core organisation details in the application form.

Enter the Organisation ID of the hosting partner organisation you want to add. The organisation details linked to the Organisation ID as
registered in the Organisation Registration system are automatically filled in the application form. Most organisation details fields are greyed out

and cannot be changed in the application form, only in the Organisation Registration system. Check the Organisation Registration Guide for more
information.

Mmissing mandatory information has to be completed. In this example, we have to provide the Type of Organisation using the available drop-
down.

& Dotaits
Hosting Partner Organisation Details
rganisation has an Org you can infroduce the Organisation 1D in the sppropriste field and the organisation's data will be loaded automatically, if
1 does not have an ation 1D, you can il in the needed info ion ih
Organisation 0 | o
Address Country
I 1
City Participating Organisations A Details

Hosting Partner Organisation Details

roptiate field and the organisstion's data will be loaded sutomatically, If

Type of Organisation



https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Return to the "Participating Organisations" screen.

After all the requirerd information is provided (all mandatory fields are marked green), return to the Participating Organisations screen via the
breadcrumb.

rlici ion B Details

Hosting Partner Organisation Details

In case the organisation has an Organisation ID, you can introduce the 1D in the iate field and the org data will be loaded automatically. If
the organization does not have an Organisation D, you can fil in the needed information manually,
Organisation 1D Legal name
E42454135 | Zespol Szkol Samorzadowych-Liceum Ogolnokszialcace im. Ziemi Podlaskiej
Address Country
l W. Batki 20 I Poland
City Telephone @
I Komardwia Podiaska I +48833535000
Postal Code Email
I 21311
Website Type of Organisation
| www lo-komarowka, vrnpl | Soclal enterprise -

The organisation is now marked with a green check, indicating that all mandatory information has been filled in.

@ Applicant Organisation | @ Hosting Partner Organisations
Participating Organisations

Are you applying on behalf of a mobility consortium?

[vo g

Please note that the Organisation 1D has replaced the PIC as the unique identifier for the organi to apply for E and Europ y Corps actions
managed by National Agencies. Organisations that have a PIC and have previously applied for funding in these programmes through the National Agencies have been

d an O 1] ally. Please use the Erasmus+ and European Solidarity Corps platform to check an O 1D, update linked to it
of register a new org. hitps: gale.ec. europa. el/erasmu g

Applicant Organisation

Organisation ID Legal Name Country

] l EQ9881433 UNIWERSYTET EKONOMICZNY W KRAKOWIE Poland

Hosting Partner Organisations

The hosting partner organisations are organisations who will host the participants in your activities or will assist you with organising the hosting. To edit the details of a
hosting partner organisation use the options button on the right side of the table or click on the organisation’s name. You will be able to use an Organisation ID, or to
provide the needed information manually.

D% 5 Organisation ID 5 Name of the Organisation 5 Country of the Organisation &

Zespol Srkol Samorzadowych-Liceumn il
; E42454135 Ogolnoksztalcace im. Ziemi Podlaskie] Fitand il
ADD HOSTING PARTNER

Hosting Partner Organisation without an Organisation ID.



Access the organisation details.

It is also possible to enter hosting partner organisations without an Organisation ID. From the Hosting Partner Organisations section of the

Participating Organisations screen, click on the Add Hosting Partner button. Then, click on the Click here to edit hyperlink to access the
organisation details.

Hosting Partner Organisations

The hosting pariner organisations are organisations who will host the participants in your activities or will assist you with organising the hosting. To edit the details of a

hosting partner organisation use the options button on the right side of the table or click on the organisation’s name. You will be able to use an Organisation 1D, or to
provide the needed information manually.

[ 8 Organisation ID £ Mame of the Organisation %

C ere to edit

Country of the Organization %

1 a

ADD HOSTING PARTMER

Provide the required information and return to the "Participating Organisations” screen.

Provide the missing mandatory information in the available fields, marked with red. The Organisation ID field is not marked as mandatory, as it is
not required.

Once all fields are complete, return to the Participating Organisations screen.

Participating Organisations A Detads

Hosting Partner Organisation Details
>

In case the organisation has an Organisstion KD, you can introduce the Organisation ID in the appeopriate field and the organisation's data will be loaded automatically, If
the organisation does not have an Organisation 1D, you can fill In the needed information manually.

Oeganisation 1D

Legal name

Address
I & Details
city Hosting Partner Organisation Details

In case the organisation has an Organisation 10, you can introduce th D i the Toedd and the organisation's data will be loaded sutomatically, If
Postal Code the organisation does not have an Organisation 1D, you can fill in needed information manually

=

| Drganisation 10 Legal name
Wiebisite I Foundation 123
l Address Country

[ Street 100 I Belgium

city Telephone ©

lﬁu.-.-.el. |m|:’3<swe

Postal Cade Email

l 1000 EAC-TRAINING-21 @ec europa ey

Website Type of Organisation

\

The Hosting Partner Organisation is now marked with a green check, indicating that all mandatory information has been filled in.

Hosting Partner Organisations

The hosting partner crganisations are organisations who will host the participants in your activities or will assist you with organising the hosting. To edit the detalls of a

hosting partner organisation use the options button on the right side of the table or click on the organisation’s name. You will be able to use an Organisation ID, or to

provide the needed information manually.

:

ADD HOSTING PARTNER

Organisation ID %

Name of the Organisation =

Foundation 123

Country of the Organisation

Belgium

Add additional Hosting Partner Organisations.

1]



click on the ADD HOSTING PARTNER button to enter additional hosting partner organisations in the form. Follow the steps as described
above for organisations with or without an Organisation ID.

Hosting Partner Organisations

The hosting partner organisations are organisations who will host the participants in your activities or will assist you with organising the hosting. To edit the details of a
hosting partner organisation use the options button on the right side of the table or click on the organisation’s name. You will be able to use an Organisation 1D, or to
provide the needed information manually.

[+ : Organisation ID % Name of the Organisation 3 Country of the Organisation 3

- Zespol Szkal Samorzadowyeh-Liceum s
¥ G E42434133 Ogoinoksztalcace im. Ziemi Podlaskiej Poland ==
2 Foundation 123 Belgium =
3 a Click here to edit =

ADD HOSTING PARTNER

Edit Hosting Partner Organisations Details.

To update the existing organisation details, click the M@nu button and select Organisation Details. Alternatively click on the

hyperlinked name of the organisation to access the details.

The Hosting Partner Organisation Details screen will open and you can make the necessary adjustments.

Information

For hosting partner organisations that were added using the Organisation ID, most
organisation details cannot be updated in the application form. If any changes are required,
the organisation information has to be updated in the Organisation Registration system.

Hosting Partner Organisations

The hosting partner organisations are organisations who will host the participants in your activities or will assist you with organising the hosting. To edit the details of a
hosting partner organisation use the options button on the right side of the table or click on the organisation’s name. You will be able to use an Organisation ID, or to

provide the needed information manually,

o s ] Organisation ID & MName of the Organisation & Country of the Organisation =

ZTespol 5zkol Samorzadowych-Liceurr -—
1 ] E42454135 Ogolncksztalcace im. Ziemi Podlaskie] Poland =
2 Foundation 123 Belgium ® Delete ﬂamsahon

ADD HOSTING PARTMER

Delete a Hosting Partner Organisation.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/OID+Modify+Organisation

Should you need to remove an organisation, click the Menu button next to the organisation to be removed and select Delete
Organisation.

Confirm the deletion in the pop-up dialogue.

Hosting Partner Organisations

The hosting partner organisations are organisations who will host the participants in your activities or will assist you with organising the hosting. To edit the details of a
hasting partner organisation use the options button on the right side of the table or click on the organisation’s name. You will be able to use an Organisation ID, or to
provide the needed information manually.

1] = Organisation ID 3 Name of the Organisation & Country of the Organisation $

Zespol Szkol Samorzadowych-Liceum

1 @ E42454135 i, Ziemi ’ FPoland ]
2 -] Foundation 123 Belgium E
[# Organisation Details
ADD HOSTING PARTNER [® Delete organis
Participating Organisations *

JAre you sine you want 1o delete the organisation?

Please note that all information you have enterad for this organisation will be permanently remaoved.

"
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Web Forms Add associated persons to organisations

This page explains how to add the details of associated persons for a participating organisation in the web application forms. Associated persons
can only be added after the organisation (applicant or partner) is added to the project.

The information below is applicable for both applicant and any partner/participating organisations.

Take note

Please note that questions or fields may vary depending on the key action of your application.

Quick steps

1 Click on "Participating Organisations" in the side menu.
2 Open the "Organisation Details".
3 Access the "Associated Persons" section.
4 Add Associated Persons.
4.1 Add the "Legal Representative".
4.2 Add the "Contact Person".
4.3 Add additional contacts (if applicable).
4.4 The "Preferred Contact".
4.5 The Online Linguistic Support Contact Person for KA102 & KA116 applications.
4.6 The Online Linguistic Support Contact Person for KA103 applications.
5 Edit or Delete an Associated Person.

Detailed steps

Steps
Click on "Participating Organisations" in the side menu.
Access the Participating Organisations screen by clicking on Participating Organisations in the side menu.

Open the "Organisation Details".

Select Organisation Details from the menu button for the organisation for which you want to add associated persons. Alternatively, click on the
hyperlinked Legal Name of the organisation.

Cail 2020 Rownd 1 KA1 - Leaming Mobility of Individuats
m KA101 - School education staff mobiity
& Panicipating Organisations Erasmus+ Formild KAT01-02025500 Deadline (Brussels Time) 2020/02/08 12:00:00
Ewopean Development Plan
i Applicant Orgarésation |k Hosting Partner Organisations

Project Management

Participating Organisations

Are you applying on behald of » mobility consortium?

Mo

e beer
0, update information finked 1o i

cally. Please use the Er: nd ELropean Scidarity Corps platform to check an egan
fwebgate £C BUCRA BU/BrasmS-eazorganisation-ragistration/ ragister

ned an Ceganisa:

P
m
L
of register & new cepanizs

Applicant Organisation

Organisation 1D Legal Name Country

'y E471314758 OUT OF THE BOX INTERNATIONAL Belgium I = l

Access the "Associated Persons" section.



Scroll down to the Associated Persons section or click on the Associated Persons tab via the breadcrumb.

a nssnmal% Persons | E Background and Experience

Applicant Organisation Details (Organisation ID E47131475)

Participating Organisations B Details @ Profile

Legal Name Legal name

OUT OF THE BOX INTERNATIONAL OUT OF THE BOX INTERNATIONAL
National 1D (if applicabe) Department (if applicable) Acronym

534939063
Address Country

RUE DE LA ROUE 17 Belgium
City P.O. Box Postal Code

BRUXELLES 1000 a
Telephone Fax CEDEX

Website Email

wwres outofthebox-intemational.org

Profile
Type of Organisation
I Foundation vl
Is your organisation a public body? Is your organisation a non-profit?
No Yes

Total number of staff

I 1005

Associated Persons

Add Associated Persons.

Associated persons are persons related to the project in the selected organisation. At least two types of associated persons must be indicated: a
Legal Representative and a Contact Person.

By default, the first Contact Person is flagged as Preferred Contact even if no information is yet filled in. This can be changed later, as you add
more associated persons.

Associated Persons

Please provide i about this org: ion's legal rep and contact persons for the project. Legal rep is the person 1o sign legally
binding documents on behalf of the organisation, while the contact persons are people who will be managing the project. One of the contact persons must be
designated as *preferred contact”. This person will be contacted by the National Agency if there are questions about the project or the organisation, and in case the
project is sefected they will receive access to project management and reporting tools.

[} Name Role Preferred Contact @

1 A | Click here to edit Legal Representative o]

1]

2 & | Click here to edit Contact Person ®

ADD ASSOCIATED PERSON

In some application forms (for example KA102 - VET learner and staff mobility) the Associated Persons list also displays the column Online
Linguistic Support. See below for additional information.

Associated Persons

Please provide information about this organisation’s legal representative and contact persons for the project. Legal rep Is the person auth d to sign legally
binding documents on behalf of the organisation, while the contact persons are people who will be managing the project. One of the contact persons must be
designated as "preferred contact”. This person will be contacted by the National Agency if there are questions about the project or the organisation, and in case the
project is selected they will receive access o project management and reporting tools.

Contact Person for Online
{14} Mame Role Preferred Contact @ Linguistic Su 19
1 a Click here to edit Legal Representative [s] No =
2 & | Click here to edit Contact Person [C] Ne =

ADD ASSOCIATED PERSON



Add the "Legal Representative".

To provide the legal representative information, click on Click here to edit in the Legal Representative row.

Associated Persons

Please provide information about this organisation's legal representative and contact persons for the project. Legal is the person 1o sign legally
binding documents on behall of the organisation, while the contact persons are paople who will be managing the project. One of the conlact persons must be
designated as "preferred contact”. This person will be contacted by the National Agency if there are questions about the project or the organisation, and in case the
project is sefected they will receive access to project management and reporting tools.

] Name Role Preferred Contact @
1 A | click @Jﬂ: 1o edit Legal Representative o] =
2 A Click here to edit Contact Person ® =

ADD ASSOCIATED PERSON

The Legal Representative screen opens. Mandatory fields are indicated in red.

Participating O pl 1

[Legal Representative (OUT OF THE BOX INTERNATIONAL) ]

Tithe Gender First Name Family Name
Departmaent Pasition
Email Telephone @

USE SAME ADDRESS AS ORGANISATION

Address Country
City RO, Box Postal Code CEDEX

Provide the required information in the available fields. Once the mandatory fields are filled in, they are marked green.

If the address of the legal representative is the same as the organisation address, click the USE SAME ADDRESS AS ORGANISATION button. The
address of the organisation as provided in the Organisation Registration system is automatically filled in the form.

If the address is different from the organisation address, fill it in manually.



Participating Applicant Ong

Legal Representative (OUT OF THE BOX INTERNATIONAL)

Title Gender First Name Family Name
Mr ' Male v |Jan l Janssen
Department Position

Legal l Manager

Email Tebephone @

| test@est.be | +32123456789

[ USE SAME ADDRESS AS ORGANISATION ]

Address
I Participating O Applicant
cy Legal Representative (OUT OF THE BOX INTERNATIONAL)
I Tithe Gender First Name Family Name
M [ Male k| | Jan [Jansscn
Department Position
Legal I Manager
Emadl Telephone &
l test@test be I +32123456789
l
USE DIFFERENT ADDRESS FROM DRGANISATION
Address Country
l RUE DE LA ROUE 17 l Belgium o
City PO Box Postal Code CEDEX
| BRUXELLES 1 1000

Once all information is entered, return to the organisation details using the breadcrumb.

Participating Organisations [Applicant %r)ganisation ]

Legal Representative (OUT OF THE BOX INTERNATIONAL)

The Legal Representative information is now visible in the list of Associated Persons and marked with a green check.

Associated Persons

Please provide infl about this isation's legal and contact persons for the project. Legal i the person 1 to sign legally
binding documents on behalf of the organisation, while the contact persons are people who will be managing the project. One of the contact persons must be
designated as “preferred contact”. This person will be contacted by the Mational Agency if there are questions about the project or the organisation, and in case the
project is selected they will receive access to project management and reporting tools.

D Name Role Preferred Contact @

1 Legal Representative (0] =
2 A Click here to edit Contact Person ® =
ADD ASSOCIATED PERSON

Add the "Contact Person".

To add the contact person click on Click here to edit in the Contact Person row. Provide all needed information as you did for the legal

representative.

Associated Persons

Please provide about this isation’s legal ive and contact persons for the project. Legal ive is the person ised to sign legally
binding documents on behalf of the organisation, while the contact persons are people who will be managing the project. One of the contact persons must be
designated as “preferred contact”. This person will be contacted by the National Agency if there are questions about the project or the organisation, and in case the
project is selected they will receive access 1o project management and reporting tools.

D Name Role Preferred Contact @

1 Janssen Jan Legal Representative O

ADD ASSOCIATED PERSON

]



Add additional contacts (if applicable).
If needed, you can list additional contacts for your organisation by using the ADD ASSOCIATED PERSON button.

Provide the information on this additional contact as described above. All additional associated persons will be indicated as Contact Persons.

Associated Persons

Please provide about this organi: 's legal repi ive and contact persons for the project. Legal rep ative is the person o sign legally
binding decuments on behall of the organisation, while the contact persons are peaple who will be managing the project. One of the contact persons must be
designated as “preferred contact”. This person will be contacted by the National Agency if there are questions about the project or the organisation, and in case the
project is selected they will receive access to project management and reporting tools.

1] Name Role Preferred Contact &
1 (] Janssen Jan Legal Representative Q =
2 B Peeters Ann Contact Person ® =

ADD ASSOCIATED PERSON
.

Associated Persons

Please provide about this 's legal representative and contact persons for the project. Legal representative is the person authorised o sign legally
binding documents on behalf of the organisation, while the contact persons are people who will be managing the project. One of the contact persons must be
designated as "preferred contact’. This person will be contacted by the National Agency if there are questions about the project or the organisation, and in case the
project is selected they will receive access to project management and reporting tools.

D Name Role Preferred Contact @

1 B  Janssen.Jan Legal Representative (o] =

2 a Peeters Ann Contact Person @ =
[ 3 'y cuckﬁere 1o edit Contact Person O =

ADD ASSOCIATED PERSON

The "Preferred Contact".

By default, the first contact person is set to be the Preferred Contact. This is indicated by the radio button that is selected by default in the Assoc
iated Persons list.

If you wish to select another person as the preferred contact, select the respective radio button for that person.

Important

Only one person in the organisation can be the preferred contact.

Associated Persons

thorised to sign legally
pns must be
, and in case the

Please provide inf about this s legal and contact persons for the project. Legal reges
binding documents on behalf of the organisation, while the contact persons are people who will be managing the proj
designated as "preferred contact”. This person will be contacted by the National Agency if there are questions about {
project is selected they will receive access to project management and reporting tools.

with questions related to
your application/project

1] Name Role
1 = Janssen Jan Legal Representative =
2 -] Peeters Ann Contact Person =

ADD ASSOCIATED PERSON

The Online Linguistic Support Contact Person for KA102 & KA116 applications.

In some application forms you have the possibility to request funding for Online Linguistic Support. For this purpose, a specific Online Linguistic
Support Contact Person is required. This contact person will receive an email with the credentials to access the Erasmus+ Online Linguistic
Support Licence Management System.



To select a contact person as Online Linguistic Support contact, see Web Forms - Linguistic Support. Online Linguistic Support and Preferred
Contact do not have to be the same person, but they can be.

Associated Persons

Please provide inf ion about this i 5 legal and contact persons for the project. Legal tive is the person authorised to sign legally
binding documents on behalf of the organisation, while the contact persons are people who will be managing the project, One of the contact persons must be
designated as “preferred contact”. This person will be contacted by the Mational Agency if there are questions about the project or the organisation, and in case the

project Is selected they will receive access to project and tools.
1] Name Role Preferred Contact @
1 8  Janssen Jan Legal Representative O =
2 &  Peeters Ann Contact Person ® =

ADD ASSOCIATED PERSON



The Online Linguistic Support Contact Person for KA103 applications.

For KA103 - Higher education student and staff mobility within Programme Countries application forms, the role of Online Linguistic Support
Contact Person must be selected inthe Associated Persons Details screen of the relevant contact person.

A mandatory drop-down is available. Select Yes to indicate a person as Online Linguistic Support Contact Person. Once selected, it cannot be
changed, unless another person is set up as the Online Linguistic Support Contact Person. In that case, the drop-down will automatically change
to No.

Important

The drop-down Online Linguistic Support Contact Person is not available for the Legal Contact

Call 2020 Round 1 KA1 - Learning Mobility of Individuals
H KA103 - Higher education student and staff mobility within programme countries
Erasmus+

Formid KA103-632BSCCS Deadline (Brussels Time) 2020/02/05 12:00:00
Applicant Organisation ~ Application Organisation Deltails

Contact Person (OUT OF THE BOX INTERNATIONAL)

Title Gender
Mrs I Female -
First Name Family Name Department
Ann I Peeters L2D
Position Email Telephone @&
I Manager I EAC-TRAINING-19@ec. europa.eu +32087654321

Online Linguistic Support Contact Person?

ddress Country
I RUE DE LA ROUE 1T | Belgium ~
City P.0. Box Postal Code CEDEX
I BRUXELLES | 1000

There is no Online Linguistic Support column in the list of associated persons in KA103 applications.

Associated Persons

Please provide information about this organisation's legal representative and contact persons for the project. Legal representative is the person authorised to sign legally
binding documents on behalf of the organisation, while the contact persons are people who will be managing the project.One of the contact persons must be designated
as "preferred contact". This person will be contacted by the National Agency if there are questions about the project or the organisation, and in case the project is
selected they will receive access to project management and reporting tools.

D% i Name % Role = Preferred Contact @ +
1 Janssen Jan Legal Representative =
2 Peeters Ann Contact Person =

3 Maes Mike Contact Person @



Edit or Delete an Associated Person.

To edit information for an existing associated person, access the Person's Details option from the menu button or click on the name to make the
adjustments.

Associated Persons

Please provide inf about this org: 's legal repi and contact persons for the project. Legal rep is the person d 1o sign legally
binding documents on behalf of the organisation, while the contact persons are people who will be managing the project. One of the contact persons must be
designated as “preferred contact’. This person will be contacted by the National Agency if there are questions about the project or the organisation, and in case the
project is selected they will receive access lo project management and reporting tools.

D Name Role Preferred Contact @ Ceiack "'.“"“s“;;'o:’;“

1 -] Legal Representative (o] Mo E
2 B Peeters Ann Contact Person ® : s

ADD ASSOCIATED PERSON

To delete an associated person from the list, choose Delete person from the menu button. This option is only available if at least two contact
persons are added. The legal representative cannot be deleted.

Associated Persons

Please provide about this legal rep and contact persons for the project. Legal rep is the person authorised to sign legally
binding documents on behalf of the organisation, while the contact persons are people who will be managing the project. One of the contact persons must be
designated as “preferred contact”. This person will be contacted by the Natienal Agency if there are questions about the project or the organisation, and in case the
project is selected they will receive access to project management and reporting tools.

Contact Person for Online

(1] Name Role Preferred Contact @ Linguistie Support ©

1 Janssen Jan Legal Representative [e] No =
2 Peeters Ann Contact Person ® Mo =
3 B Maes Mike Contact Person o] Mo E

[ Person's Details
400 ASSoCTED PERSON
Associated Persons x

Are you sure you want to delete the person?

Please note that all information you have entered for this person will be permanently removed

No
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Web Forms Consortium

Relevant for...

Call Key Action

Year

2020 KA1 - Mobility of KA101 - School education staff mobility
individuals

KA102 - VET learner and staff mobility
KA103 - Higher education student and staff mobility within Programme Countries
KA104 - Adult education staff mobility

KA107 - Higher education student and staff mobility between Programme and Partner
Countries

KA108 - Accreditation of Higher Education Mobility

KA116 - VET learner and staff mobility with VET mobility charter

A consortium is "two or more participating organisations teaming up to prepare, implement and follow up a project or an activity within a project. /
consortium can be national (i.e. involving organisations established in the same country) or international (involving participating organisations from
different countries)."

Erasmus+ Programme Guide; Glossary

When do | enter organisations as a consortium?

See Participating Organisations for information concerning the different roles of organisations in a project.

Accreditation of Higher Education Mobility Consortia (KA108) should be requested in order to apply for tt
following grant requests as a consortium.

KA103 - Higher education student and staff mobility within Programme Countries

KA107 - Higher education student and staff mobility between Programme and Partner Countries

See how to complete a request for accreditation of Higher Education Mobility Consortia (KA108).

Information

Once the grant request forms for KA103, KA107 and KA116 are available you will be able to enter the Organisation ID for the
coordinating organisation and select the accreditation reference or Web ID of the submitted KA108 accreditation for Call 2020 in the
grant request form. After the accreditation reference is selected, the relevant consortium members will be displayed.



https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en

Consortium members for the following grant requests can be added directly in the relevant form.

KA101 - School education staff mobility
KA102 - VET learner and staff mobility
KA104 - Adult education staff mobility

KA116 - VET learner and staff mobility with VET mobility charter

Related articles

® Web Forms Consortium

® Web Forms KA108 Participating Organisations
® Web Forms Mobility Consortium

® Web Forms: KA108 Consortium Description

® Web Forms: KA108 Consortium Summary



Web Forms: Project Description

Relevant For...

Call Key Action

Year

2018 KA1 - Mobility of individuals KA105 - Youth mobility

KA347 - Dialogue between young people and policy
makers

KA2 - Cooperation for innovation and the exchange of good
practices KA205 - Strategic Partnerships for youth

KA229 - School Exchange Partnerships

2019 KA1 - Mobility of individuals KA105 - Youth mobility

KA347 - Dialogue between young people and policy
makers

KA2 - Cooperation for innovation and the exchange of good
practices All

This section of the application asks for information about the Objectives and Topics of the project.

Take note

Questions or fields may vary depending on the action you apply for. Please read the on-screen information
carefully to complete the relevant fields and sections.

Quick steps

1 Click the "Project Description" tab.
2 Enter the description of the project
3 Select the "Most Relevant Topics".

Detailed steps

Steps



Click the "Project Description" tab.

To continue with the application, click Project Description from the side menu. The Description of the Project screen opens.

Enguen (1)
o
T EST o R
=L ommission i ECAS EAC. THAINING (EAC-TRAINING-1 4ec eurnpa su)
(4 pormivncmn | .
# o a &
Call 2007 Found 2 KAD - Stpport for policy seform
H 7 i e ol et
Erasmus+ Formid KAMT-JOGAIERT Desdine (Beussels Teme) 29 5l 2017 120000
Description of the Project
Wiy g you Want 10 o ST WIAT ane 15 GbyACTves? WAt are the sues and needs that o e LHeking 10 addneds Thitugh thes project? in which way H 1hes preject nked 1 the

obyecerrs and principles o

it i s ENErbe Your Sropect PATIINTS? WOAL FEBIMTCES And Eompentnens il They IHifg 1 e prupect?

ucsured Dualogue in e teld of yoush?

Wihian are the most relevant topics addressed by your piojecs?

que.ww. 3 topics -

Enter the description of the project
The first two fields in this part of the application are free text fields. Provide detailed information to the questions provided.

Once information is entered, the fields will be marked with green.

Call 2017 Round 2 KA3 - Suppart for policy reform
m KA34T - Dislogue betwesn young pecphe and policy makers
Erasmus+

Formid KA347T-ID643E87 Deadiine (Brussels Time) 29 Jul 2017 120000

Description of the Project

Wiy do you want 1o cary out this project? What e its objectives? What are the issues and needs that you are seekang 1o addvess through this project? In which way is this project linked 1o the
objectives and principles of Suuctured Diatogue in the fleld of youth?

Enter details on the project here . Why? objectives? issues & needs addressed?

How did you choose your project panners? What expesiences and competences will they bring in the project?
Our parners have been chasen
1

2
3

What are the most relevant topics addressed by your project?

Select up 1o 3 iopics -

Select the "Most Relevant Topics".

In the last part of this screen you have to select the most relevant topics addressed by your project. From the drop down list you can select up
to three topics by ticking the appropriate check boxes.

A Search field is available for you to find specific topics quickly.



v Q %X a

) Access for disadvantaged =
Creativity and culture }E
Disabilities - special needs &
Early School Leaving / combating failure in education

k Entrepreneurial learning - entrepreneurship education y
Environment and climate change
Ethics, religion and philosophy (incl. Inter-religious dialogue)
EU Citizenship, EU awareness and Democracy

\  (-Sender eauailty / egual coportunities e

l Select up to 3 topics

I Select up to 3 topics

[Qentr | x

Entrepreneurial learning - entrepreneurship education

Once you selected the topics, those will be displayed in the form.

Teimae B reaarie. aricicas ead

G
| Enaly School Leaving / combanng failure in education

! earning ducat ¥

Environment and climate change

dher equality / equal opportunities
Health and wellbeing
Healthy iestyle, aciive ageing

l Select up 1o 3 topics.

What ate the mos1 relevant topics sddressed by your peoject?
EU Crizenshep, EU awareness and Demaocracy
Social dealogue

Ethics, religson and philosophy (incl Inter-religious dislogue)

| Select up 10 3 lopics -

Once complete, the Project Description tab in the left hand side of your screen will be marked with a green check.

Context

Participating Organisations
Project Description
Participants’ Profile
Preparation

Activities

Follow-up

Budget

Project Summary




Related articles

® Application process for Web Forms

® Web Application Forms Guidelines

® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)
® Web Forms Annexes

® Web Forms Checklist

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form

® Web Forms Participating Organisations

® Web Forms Pre Checks

® Web Forms Print PDF functionality

® Web Forms Sharing an application

® Web Forms Start the application



Web Forms: Preparation

Relevant for...

2018 KA1 - Mobility of individuals KA105 - Youth mobility

onward

2018 KA2 - Cooperation for innovation and the exchange of good KA205 - Strategic Partnerships for youth
practices

2019 KA2 - Cooperation for innovation and the exchange of good KA201 - Strategic Partnerships for School education
practices

KA202 - Strategic Partnerships for vocational education
and training

KA203 - Strategic Partnerships for higher education
KA204 - Strategic Partnerships for adult education

KA205 - Strategic Partnerships for youth

2018 KA3 - Support for policy reform KA347 - Dialogue between young people and policy
onward makers

In this part of the application you have to provide information regarding the Preparation of the project.

Take note

Please note that fields and required information may vary depending on the key action of your application.

Quick steps

1 Click "Preparation” in the side menu.
2 Enter the details.

Detailed steps

Steps



Click "Preparation" in the side menu.

The next step in the application is to provide information on the preparation of the project. Click Preparation in the side menu to access the
screen.

Englisn ﬁ_

ECAS EAC. TRAING (EAC TRAINNG-) Aec europa eu

Call 2017 Round 2 KAX - Support for policy reform
ﬂ " KA - Duaoque between young peopie and policy makery
rasmus+

Formis KATAT-I0643E8T Deadine [Briassels Time) 28 Jul 1017 120000

Preparation

What will be done in preparation, by your organisaticn and. d relevaint, iy your partmess before the youth seminar{x} take place? How will the pariicipants be imvohved in defiming or being avware of
the bopics, the sctivities and the methodology of the semanas(s]? M appiicable, how 00 you intend 10 COOperIe 814 COMMUNICate With YOU! Boject pariners, deceuionmakers and other felevant
akehoiden?

Practical Arrangements

Herw wil The ptacteal and logetic mamers of P propec] be addtevied (2 9 I1vel accommemodation, Enuiede. Lilery and proteclion of SN, vLa Brepiratony Retsng) with paners. et |1

Enter the details.
Provide the requested information in the free text fields.

Once complete, the Preparation tab in the left hand side of your screen will once again be marked with a green check.

ECAS EAC, TRAINNG (EAC TRAINIG 1 4@ curcpaeu]

4l 2017 Round 2 KAJ - Support b policy eborm
KA - Diaogue betwsen youed peope and pobcy makers
Formid KAI4T J064 3687 Deadine (Brussels Tane) 29 Jl 2017 120000

EErasmuy

Preparation

f elesvant, by your yesuth emnaa(s] take place? How will the participants be involved in definng or being sware of
xpy of the veminsan(s]? 1 applscable, ha &6 you intend 10 cocperate i comemenicate with Fou project pariners, decrsicn-makers snd othes relevant

O prepamnn £ a8 faliows

Practical Arrangements

Haw will the peactical and logestic matters of the posject be addressed fe.g. el accommodation, inserance, salety and peotection of pacipants, wisa, preparasory mestngs with partmers eic J7

We e lolwing avaslsble and planned

Related articles

® Application process for Web Forms

Web Application Forms Guidelines

® Web Forms Add applicant organisation

Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)

® \Web Forms Annexes

® Web Forms Checklist

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form

® Web Forms Participating Organisations



Web Forms Pre Checks
Web Forms Print PDF functionality
Web Forms Sharing an application

Web Forms Start the application



Web Forms: Follow Up

Relevant for...

Call
Year

2018

2019

Key Action

KA1 - Mobility of individuals

KA2 - Cooperation for innovation and the exchange of good
practices

KA3 - Support for policy reform

KA1 - Mobility of individuals

KA2 - Cooperation for innovation and the exchange of good
practices

KA3 - Support for policy reform

KA105 - Youth mobility

KA109 - Vocational Education and Training Mobility
Charter

KA125 - Volunteering Projects

KA205 - Strategic Partnerships for youth

KA229 - School Exchange Partnerships

KA347 - Dialogue between young people and policy
makers

KA101 - School education staff mobility

KA102 - VET learner and staff mobility

KA105 - Youth mobility

KA109 - Vocational Education and Training Mobility
Charter

All

KA347 - Dialogue between young people and policy
makers

This section in the Web Application Form asks for information about the Impact of the project as well as about the Dissemination and Evaluation
activities you will carry out.

Quick steps

Take note

1 Click "Follow-up" in the side menu.
2 Enter the Follow-up details.

Detailed steps

Please note that questions or fields may vary depending on the key action of your application.



Steps

Click "Follow-up" in the side menu.

In the next step of your application you have to provide information on the planned Follow-up of your project. Click the Follow-up option in the
side menu. The respective screen opens.

In this section you have to provide information on:

® |mpact of your project
® Dissemination of projects' results and
® FEvaluation

Englanh m
ECAS EAC_TRAINSNG [EAC TRAINING 14842 urops o)
L o a &

Call 2017 Round 2 KA3 - Support for poticy seform

A Faliow up m KAMT - Dialogue between young people and pobicy maken
| Erasmus+ Formid KABAT-ADS43E8T Deadiie (Brussels Time) 25 ol 2017 12:00.00

I'oi-'-l“ A impact | Ak Desveminaton of pesects resuts | A\ Evaluation

Impact

Please describe what wil happen afes the end 0l your main actnes

Wi &5 the expecied impact on The panicipanms and panicipasing oiganisation(s}?

What s the desived impact of the progect on youth pobcy makers and on youth pobcies at the local, regonal, nationsl, Euiopean and/or inmermational levets?

Dissemination of project’s results

Which aciivities will yous carry out i onder 30 share the 1esuhs of your peoject Dutside your DIGanisation and partners? iwhat wil be the tamet growps of your disseminanon actrases?

Enter the Follow-up details.

All fields in this section are free text. Provide the requested information. When describing the expected impact, applicants should include
estimation in terms of quantity, for example: How many people the organisation intends to reach through implementing the project. Once
complete, the Follow-up tab in the left hand side of your screen will be marked with a green check.

wgion G

ECAS EAC_ TRAMING (EAC TRAINSNG-| &ec surnpa e

] Call 21T Found 2 KA - Support for pobcy refoem
i ) D e
EETT— Erasmus+ FormadKAS47 30045067 et Bt Tl 5 A 1Y 20858

Follwl | @ iroact [ Disvemination of projects fesults. | ) Evauaion

Impact

Pleass describe whas will happen after the end of your mam actrmies

WAL 5 The £3eTed ITEACE 0 The PATICIRINTS AN [ATERaTIe SGMFLAnDA )T

The imended impiact or oul projects i

What 13 the devired impact of fhe project on pouth policy-makers and on youth pobties o the local negional, natonsl, Elropesn snd/oe intrenationsl irveis?

bere we
Dissemination of project’s results 5
Wiich activiies will you camy cut % ceder 10 share the resuls of yous rosct cutaid yous orpeniation and parinert? What il be the Laret grougs of your diusemeation scivmes?

Related articles

® Application process for Web Forms

® Web Application Forms Guidelines



Web Forms Add applicant organisation

Web Forms Add associated persons to organisations
Web Forms Add participating organisation(s)
Web Forms Annexes

Web Forms Checklist

Web Forms Context

Web Forms Home screen

Web Forms How to complete the form

Web Forms Participating Organisations

Web Forms Pre Checks

Web Forms Print PDF functionality

Web Forms Sharing an application

Web Forms Start the application



Web Forms Special Costs

Relevant for...

Call Key Action

Year

2020 KA1 - Mobility of individuals KA101 - School education staff mobility
KA102 - VET learner and staff mobility
KA104 - Adult education staff mobility

KA116 - VET learner and staff mobility with VET mobility
charter

2020 KA2 - Cooperation for innovation and the exchange of good All
practices

In this part of your application you will have to provide details of any Special Costs needed for Special Needs Support and Exceptional Costs, includ
ing a description and justification.

Take note

Questions or fields may vary depending on the action you apply for. Please read the on-screen information
carefully to complete the relevant fields and sections.

Quick steps

1 Click "Special Costs" in the side menu.
2 Add "Special Needs Support" items.
2.1 Add additional Special Needs Support items (if applicable).
3 Editing a "Special Needs Support" item.
4 Deleting a "Special Needs Support" item.
5 Add "Exceptional Costs" items.
5.1 Add additional "Exceptional Costs" items (if applicable).
6 Editing a "Exceptional Cost" item.
7 Deleting a "Exceptional Cost" item.
8 "Special Costs" marked complete.

Detailed steps

Steps



Click "Special Costs" in the side menu.

Click Special Costs in the side menu. It consists of the following main sections: Special Needs Support and Exceptional Costs.

HErasmus+

Special Costs

e st are furded based 04 their " " e se e Frograimie Gde
Country of tha No. ol Dwscription snd Amiification & Requestied Goant &
Coganization = Participants
‘With Special
L
0,00 pUR
ALO
Exceptional Costs
o Organkiation 2 Cauntry of B Description wnd Astification Reguested Grant
Drganisation 7ol
Expected real
o) &
Total 0.00 EUR



Add "Special Needs Support" items.

Special Needs Support covers additional costs directly related to participants with disabilities. In order to record costs for special needs support,
click the ADD button under the Special Needs Support table.

Depending on the action you apply for, the following fields become available to provide the required information:

® Organisation: Drop-down. Any organisation which was added in the Participating Organisations section can be selected. This drop-down is

only available for KA2 action type application forms.

No of Participants with Special Needs: Free text field.

Description and Justification: Free text field.

Requested Grant (EUR): Free text field. Allows decimal numbers with two digits. You must use a dot (".") when entering the decimals, but a
comma (",") is used when displaying such numbers.

Here is an example of the Special Needs Support screen for a KA205 - Strategic Partnerships for youth application form:

Special Needs Support

o Organisation & Country of the No.of Description and Justification Requestod Orant &
Organisation Participants
With Special
Needs 5
Tatal 0,00 EUR

Special Needs Support :
D Organisation & Country of the Mo.of Description and Justification % Requesied Grant &
Organisation & Participants
with Special
Needs S
Total 0,00 EUR
) @
Special Needs Support
/] Organisation 5 Country of the No. of Description and Justification & Requested Grant &
Organdsation 3 Participants
With Special
Needs 2
cochw e v | Poisnd | Justification here 27500 .
Total 275,00 EUR
ADD

Here is an example of the Special Needs Support screen for a KA104 - Adult education staff mobility application:

“Erasmus+

Special Needs Support

1D Na ol pant: and Requasted Grant [EUR)

Totsd 0,00 EUR

ADD



Add additional Special Needs Support items (if applicable).

If needed, you can add more than one special needs support request. Click the ADD button and proceed the same way as with the first entered
special needs support request.

Special Needs Support

(1] Organisation & Country of the Mo. of Description and Justification & Requested Grant &
Organisation $ Participants
with Special
MNeeds 3
Pola
emm— oo E | a
Total 275,00 EUR
Special Needs Support [ 1
(] Organisation & Country of the No. of Description and Justification & Requested Grant 3
Organisation 3 Participants
With Special
Needs 3
Zespol Szl ElekironicznychwRzesz, | o0 | 3 | Justification here | 275 =
Q5000
Total 275,00 EUR

ADD

Editing a "Special Needs Support" item.
You can easily modify the information entered in the Special Needs Support list by overwriting the current information in the desired fields
Deleting a "Special Needs Support" item.

To delete a Special Needs Support item, click the contextual menu button and select Delete special need.

Confirm the deletion in the displayed pop-up.
Special Needs Support

[ Organisation & Country of the Mo of Description and Justification & Requested Grant &
Organisation £ Participants
With Special

Isool Bekroniesmehw iy Delete special need x B
JALENT GUSTAVE Sl Q Are you sure you want to delete the special need?
S Please note that all information you have entered for this
\F{ special need will be permanently removed i

— | |




Add "Exceptional Costs" items.

To insert Exceptional Costs details, click the ADD button in the Exceptional Cost section under the Special Needs Support items.

Information

Do not confuse the Exceptional Costs in this section with the Exceptional costs for expensive travel, which is
entered (if available) in the Activities section (KA1/KA3) or in the Learning, Teaching and Training Activities
(KA2) section of the relevant application forms.

Depending on the action you apply for, the following fields become available to provide the required information:

® Organisation: Drop-down. Any organisation which was added in the Participating Organisations section can be selected. This drop-down is

only available for KA2 action type application forms.

Description and Justification: Free text field.

Requested Grant (75% of expected real cost) or Requested Grant (EUR): free text field. Allows decimal numbers with two digits. You must
use a dot (".") when entering the decimals, but a comma (",") is used when displaying such numbers.

Here an example screen of the Special Needs Support for a KA205 - Strategic Partnerships for youth application form:

Exceptional Costs

o Organisation & Country of the Description and Justification & Requested Grant
Organisation (75% of
Expected real
cost) *
Total 0,00 EUR

- @
Exceptional Costs

o Organisation Country of the Description and Justification 3 Requested Grant
Organisation (75% of
Expected real
cost) &

L[}

Total 0,00 EUR

Exceptional Costs :

L] Organisation ¥ Country of the Description and Justification & Requested Grant
Organisation (75% of
Expected real
cost) 2

aland
Zespol Szkol Elekronicanych w Rzeszowdy ® "o Justification here 147.50 ]

Tatal 147,50 EUR

Here is an example of the Special Needs Support screen for a KA104 - Adult education staff mobility application form:
Exceptional Costs
D Dezcription and Justification Fbguestec

Grant (EUR)

Total 0,00 EUR



Add additional "Exceptional Costs" items (if applicable).

To add additional Exceptional Costs items, click the ADD button and provide the requested information.

Information

Note that the total grant requested for exceptional costs cannot exceed a maximum of EUR 50 000 per
project.

Exceptional Costs

[ Organdsation & Country of the Description and Justification Requested Grant

Organisation & (7% of
Expected real
cost) §
.| Poland = pe—p— =
22,5000
Total 147.50 EUR
’
Exceptional Costs
o Organisation & Country of the Description and Justification & Requested Grant
Grganisation & (75% of
Expected real
cost) §
Zesgol Szkol Eektranicznych w Rzeszowie | PO | Justification here | 147,50 =
Total 147,50 EUR
ADD

Editing a "Exceptional Cost" item.

You can easily modify the information entered in the Exceptional Cost list by overwriting the current information in the desired fields.
Deleting a "Exceptional Cost" item.

To delete a Exceptional Cost item, click the menu button and select Delete exceptional cost.

Confirm the deletion in the displayed pop-up.

Exceptional Costs

o Organisation $ Country of the Description and Justification & Requested Grant
Organisation = (75%af
Expected real
cost) &
- z Delete exceptional cost x | =
Zespol Szkol Elektranscznych w i} 147,50 =

225000

0 Are you sure you want to delete the exceptional cost? B
Please note that all information you have entered for this J
exceptional cost will be permanently removed. |

LYCEE POLYVALENT

| |
| SIE2SEUR

Total

ADD



"Special Costs" marked complete.

As the Special Costs in the application form are not mandatory, the green check also displays if no such cost is requested, after you click on Spec
ial Costs in the side menu.

The Special Costs section in the side menu will display a green check if all mandatory fields are filled in.

Context

Participating Organisations
Project Description
Preparation

Management
Implementation

Intellectual Outputs
Multiplier Events

Learning Teaching Training
Timetable

Special Costs

Follow-up

Budget Summary

Project Summary
Annexes

Checklist

Related articles

® Web Forms Checklist

® \Web Forms Sharing an application

® \Web Application Forms Guidelines

® Web Forms How to complete the form
® Web Forms Submitting an application
® Web Forms Annexes

® Web Forms Print PDF functionality

® Web Forms Home screen

® Web Forms Start the application

® Web Forms Pre Checks



Web Forms Context

Web Forms Add applicant organisation

Web Forms Add participating organisation(s)

Web Forms Add associated persons to organisations

Web Forms Participating Organisations



Web Forms: Project Summary

Relevant for...

Key Action

2018

2019

KA1 - Mobility of individuals

KA2 - Cooperation for innovation and the exchange of good
practices

KA3 - Support for policy reform

KA1 - Mobility of individuals

KA2 - Cooperation for innovation and the exchange of good
practices

KA3 - Support for policy reform

In this section you will be asked to provide a Summary of your project.

Take note

Quick steps

1 Click "Project Summary" in the side menu.
2 Enter the details and check pre-filled information.

Detailed steps

KA105 - Youth mobility

KA125 - Volunteering Projects

KA205 - Strategic Partnerships for youth

KA229 - School Exchange Partnerships

KA347 - Dialogue between young people and policy
makers

KA101 - School education staff mobility

KA102 - VET learner and staff mobility

KA104 - Adult education staff mobility

KA105 - Youth mobility

KA116 - VET learner and staff mobility with VET mobility
charter

All

KA347 - Dialogue between young people and policy
makers

Please note that questions or fields may vary depending on the key action of your application.



Steps

Click "Project Summary" in the side menu.

In the next step of your application you have to provide information on the Project Summary. Click the Project Summary option in the side menu.
The Project Summary screen opens.

Call 2017 Pousd 3 KA3 < Support for palicy reform

m FAI4T - Dualogue between young peopie and policy makers
Erasmus+ Foemid KASAT 30643627 Deading (Brussels Tine) 20 ul 2017 120000

PIORCSUMTSY | 4 Summary  Summary of Panticipating Organisations | Badget Summary

Project Summary

Pleie provice & short summany of yous proct. Plese fecall Thad thes scton foe part of it] may be wied by the Eusopesn Commession, Exscutier Agency of Nasonal Agencies in the
3 aiso feed the Esasmusss Project Resuits Platom

e concrve and cinar ared mention at beast the foliomg lements. contexl/backgreund ol propect, chyrctives. o your prosect framber med profile of panlicipants, deiciipaon of actrrlies. I
methadology 10 yireg ot the propect. & Ahort the tesuis and impac 4 107 beneits. The Sumesary mil b publicly svadabas in

cane your oyt I3 swarded

Summary of Participating Organisations

Mame of the Organisation & Couniry of the Crganisstion 3 Trpe of tha Organisetion *
Furdac/a Chabad Lisbawinch Krakstw [ Reseach insonsteCentre
Cymessium Lingsnm Geemany hroosiirimerd

Fotal peambser of paTCIpatng Crgane-anns z




Enter the details and check pre-filled information.

Provide the Project Summary in the free text field.

The Summary of Participating Organisations, Summary of Activities and Participants, Budget Summary and Project Total Grant are read only
and pre-filled in. All data is taken from the information provided in the various application sections. It is advised to check those.

Propect Summary @ summary  Summary of Participating Organisations | Budget Summary

Project Summary

Please provide a short summary of your project. Please recall that this section for part of i} may be used by the European Comméssion, Executive Agency or National Agencies in their
publications. It will slso feed the Erasmus+ Project Results Platform
Be concise and clear and mention at least the following elements. conext/background of project; objectives of your project: numbsas and prafite of participants; description of activities;

methodalogy 10 be used in carrying out the project; a short description of the results and Impact ervisaged and fnally the potential longes term benefits. The summacy will be publicly available in ¥
case your project is awarded.

Our praject....|

2

Summary of Participating Organisations

Name of the Organisation

Country of the Organisation % Type of the Organisation &

Fundacja Chabad Lubawitch Krakaw Poland Research Institute/Centre

Gymnasium Uiricianum Gemany (secondary level)

aror a

Budget Summary

Activity : 2 i Crganisational Special Heeds % x

W actlvity Type & Travel 3 % s Support = Exceptional Costs & Total 3

e recards found

Total 6.500.00 13.430.00 2.500.00 4550.00 27.280.00

Project Total Grant

Grant Calculated 27268000

Once the project summary details are entered, the Project Summary tab in the left hand side of your screen will be marked with a green check.

Call20MT Foundd KAD - Supgan far peticy efoem
m KA - Diaorue betwsen young peag e polcy makers
Erasmus+ Formid KASAT-064IERT Deacibor (Rrusseds Tive) 20 Jul 3817 120000

Proect SUMmAY @ summary | Summary of Pamicipating Organisations.  Budget Sammany

Project Summary

[ ¥ ol youl groect this section o part of B may be ubed by the Eutopeas Commesaon, Exscutive Agrey of Natonsl Agencied in thir
prbbcation. It wil also beed the Exammicts Project euslts Platfom
beart the o L oyrctives of youl project, number aed pec : o e
emethessobogy the geoqect. & 2iptaon ol the 1FLAIS and Impact ervisaged and finally tas potential knge 16:m benefts. The sumemary wil e publicly svalabiein [
£a3e yout roject by wwmded

Our project

Summary of Participating Organisations

Mama of the Organisation & Coumry of the Organieation & Trpe of the Organisation &

Fundacis Chabad Lubawiich Krakow Poland Aesearch maTmue Centre

Gymeatum Linciseum Germany

{secondary level)
Fotal number of paricipating arganisatons




Related articles

® Application process for Web Forms

® Web Application Forms Guidelines

® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)
® Web Forms Annexes

® Web Forms Checklist

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form

® Web Forms Participating Organisations

® Web Forms Pre Checks

® Web Forms Print PDF functionality

® Web Forms Sharing an application

® Web Forms Start the application



Web Forms Annexes

Relevant for...

Call Year Key Action m

2020 onward All All

Before you can submit your application, you have to attach Annexes to the application form. This page explains the types of annexes and how to
attach them to the Web Application Forms.

You should only attach the supporting documents that are required/relevant for the type of organisation or key action in question. For further
reference, please check the national requirements that your National Agency may have set and the applicable rules for your type of organisation.

Important

The documents to be annexed vary per key action. Read the instructions in the Web Application Form
carefully to upload the correct files. The Declaration of Honour is mandatory for all applications.

Latin characters should be avoided in the file name of attachments.

Quick steps

1 Click "Annexes" in the side menu.

2 Annexing a Declaration of Honour.

3 Annexing mandates, activity timetables and other relevant documents.
4 "Annexes" marked complete.

5 Removing an Annex.

6 Technical guidelines for Annexes.

7 How to decrease the total size of documents?

8 Access attachments after submission.

Detailed steps

Steps



Click "Annexes" in the side menu.

To add the relevant supporting documents, click on Annexes in the side menu. The Annexes screen will open.

Take note
The Declaration of Honour is required for all applications.

Other documents may also be required, depending on the key action you are applying for. For example, a
timetable of activities and mandates are required for KA105 - Youth mobility applications.

File size (u8)

File Size (A8}

e Sepe (1)

At the top of the annexes screen you will find specific information on the maximum number of files, maximum file sizes and total file size allowed
for your action type. As those vary per action type, read this information carefully.

el 3 Annexes
* The maximum size of a file is 15 MB and the maximum total size is 100 MB.
The maximum number of all attachments is 100.

In case of mandates are required the maximum number of all attachments is 100.



Annexing a Declaration of Honour.
The Declaration of Honour is required for all applications.

1. Click the DOWNLOAD DECLARATION OF HONOUR button and follow the on-screen instructions to save it locally.
Print the declaration, have it signed by the person who is legally authorised to represent your organisation.
Note: If available, the document will be downloaded in the language chosen in the right top corner of your application. Otherwise, it will be
downloaded in English.

2. Once signed, scan it and upload it via the ADD DECLARATION OF HONOUR button.
3. Thefile is then displayed in the table.

Note: Check if your National Agency accepts digital signature. If yes, you can use the digital signature instead of printing and hand signing.

Information

A signature may not be sufficient and a stamp for the organisation may be required as well. Within the
Declaration of Honour you will find the field Stamp of the applicant organisation (if applicable). If this is
applicable in the national context, it must be used.

File Name File Size (k8)

ADD DECLARATION ON HONOUR

File Size (k8)

File Mame o File Size (kB)

Annexing mandates, activity timetables and other relevant documents.

Depending on the key action you will be asked to provide additional documents. The form will provide the information on the required
documents per each action.

For example:

® A Timetable for activities is required for KA105 and KA347 applications.
® Mandates are required from Partner organisations to the Applicant/Consortium Coordinator to act on their behalf for the following
applications:
® KA105, KA201, KA202, KA203, KA204, KA205: in all cases
® KA101, KA102, KA103, KA104, KA107, KA116: if the application is submitted on behalf a Consortium
® KA347: if there is at least one partner organisation



Take note

Templates may be available for download depending on the action type. If a template is available, you must
use it to fill in the requested information.

1. Click the DOWNLOAD XXX button (for example: DOWNLOAD MANDATES) and save the file locally.
2. Once you have filled in the requested information and saved the file, upload the file to your application by clicking the ADD XXX button.
3. Browse to the file you want to attach and click Open. The file will then be visible in the relevant section of the screen.

Information
For mandates you will download a zip (archive) file containing a separate file for each of your partners.

However, it is not possible upload zip files, therefore you can either upload each signed mandate separately,
or a single scanned PDF file containing all the signed mandates.

For any other files you want/have to upload and for which no template is provided, click the ADD FILE button at the bottom of the screen and
attach the files in the same way.

File Mame File Sire (kE)
@
e Fila Size (k8)
®
Suemession Hertory A MANTIATES
File Marme: Fila Size (W)
]
@

Tkl Size (48) m

Important

In case you are applying for a grant exceeding 60.000 EUR and your organisation is not a public body or an
international organisation, you must have uploaded the required documents to give proof of your financial
capacity in the Organisation Registration system where you registered your organisation. These documents
must be available to your National Agency at the latest before signing the grant agreement in case your
project is selected.




"Annexes" marked complete.
Once all mandatory files are uploaded, the Annexes section in the side navigation is marked with a green check, indicating completion. At the
bottom of the screen you also find the total file size. This information helps you ensure that you do not exceed the allowed maximum (in KB).

File hams File Size (u8)
File Rama File Sire (W)
&

...... ®
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Removing an Annex.
If you need to remove an already uploaded annex, click the X next to the file you need to remove and confirm deletion.

File Name Fie Size (kB)

@

ADD FILE

Annexes ®

Technical guidelines for Annexes.

There are some constraints for adding annexes, such as the maximum allowed number of attachments, maximum file size and the total size of
all attached files. For each action type, this information is displayed at the top of the annexes screen. The maximum total file size can be up to
100 MB, but not for all action types.If you exceed these limits your form will not be valid and you will be unable submit the application. The
allowed file types are:

PDF

DOC (a pre-2007 Word document)

DOCX (a post-2007 Word document)

XLS (a pre-2007 Excel file)

XLSX (a post-2007 Excel file)

JPG (an image file in jpeg format)

TXT (a text document)

ODT (OpenOffice word processor document)
ODS (OpenOffice spreadsheet document)
CDOC, DDOC, BDOC (electronic signature)

~ Tip If you need to attach a lot of documents to your application, you should scan, group and attach them so that they
fit the available slots for annexes. An example for such a scenario would be the participating organisations' mandates. You
can group all scanned mandates into a single PDF file and attach it to the form. Latin characters should be avoided in the
file name of attachments.



How to decrease the total size of documents?

Images are often large files or can increase the size of a document significantly. These images can be a standalone file or attached inside a
document like a Word or PDF file. Here are some ideas that can help you with reducing file sizes for various document types.

Important

Before implementing any of the following solutions, please make a backup copy of your documents. After
applying the solutions, please check the quality of the result and be sure that the documents are still
readable without difficulty.

There are a lot of free online tools to compress big PDF files. You can easily find them by searching "compress PDF file" online. You can use the
most convenient one for your criteria: using your language, with more or less warranty of confidentiality, etc.

DOC/DOCX Word document with embedded image
Recent versions of Microsoft Word have an option to compress one selected image or all images in the document. The location of this option can
change from one version to another. Please consult the relevant Microsoft Word documentation or Internet sources for your specific version.

ODF documents
Since version 4.0, LibreOffice has the option to compress all images, like Microsoft Word.

Scanned documents
If you still have the original file you can rescan the document with a lower quality. To help you with the decision if this is an option, ask yourself:

Do you need colour? Is grayscale or B/W enough?

Do you need a good resolution (ppm/ppi)? Generally 300 dpi are enough for images and even less for text.

Do you save the file in a compressed format?

Depending of the tool you use it could be difficult to know the answer and you may need to make different tests to compare the resulted file

size.
Please note that *.JPG is a compressed image file format.
® The output in PDF could be compressed or not (if it is not compressed, you can apply the solution above).

Remember: Any additional effort to reduce the size of your documents will also make the submission faster.

Access attachments after submission.
Attachments submitted with the application form can be viewed and downloaded if the submitted form is previewed.

Related articles

® Application process for Web Forms

® Web Application Forms Guidelines

® Web Forms Add applicant organisation

® \Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)
® \Web Forms Annexes

® Web Forms Checklist

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form

® Web Forms Participating Organisations

® Web Forms Pre Checks

® Web Forms Print PDF functionality



® Web Forms Sharing an application

® Web Forms Start the application



Web Forms Checklist

The Checklist section of the application form will help you double-check if your application is ready for submission.

Take note

Please note that questions or fields may vary depending on the key action of your application.

Quick steps

1 Click "Checklist" in the side menu.
2 Check the items and mark as ok.

Detailed steps

Steps

Click "Checklist" in the side menu.

Click the Checklist option in the side menu. The Checklist screen will open.

Erasmus+ Applications

mErasm us+

Checklist

Please also keep in mind the following:
o 1230 It BOIRCS eSS o s ) P PEASE Pornat flar move et S T of T Frogeesme Ouskde - aformation o sgcibe

Data Protection Naotice

PROTECTION OF PERSOMAL DATA

You will find a variety of things to check under the Checklist part of the screen as well as a Data Protection Notice, and the corresponding check
boxes.

Checklist

ur arganisation s established. Cumently selected HA is

Please also keep in mind the following:
The documents proving the legal s2atus of the applicant must be uploaded in the Participant Portal ifor mace detals, see Part C of the Programeme Gede - nformation for appicants
Data Protection MNotice

PROTECTION OF PERSONAL DATA




Check the items and mark as ok.

Review the items according to the checklist and if okay check the corresponding boxes. All boxes have to be checked.

Once all items have been reviewed and the boxes checked the Checklist item on the left side menu is marked green.

=l Erasmus+ Applications

EErasmus‘ P KADOZ-SABSSLF Daad

Checklist

Please also keep in mind the following:

Data Protection Notice

PROTECTION OF PERSONAL DAT)

Related articles

® Application process for Web Forms

® How to use the Distance Band Calculator

® Web Application Forms FAQs

® Web Application Forms Guidelines

® Web Forms Activities for KA101 School education staff mobility

® Web Forms Activities for KA103 Higher education student and staff mobility within Programme Countries
® Web Forms Activities for KA104 Adult education staff mobility

® Web Forms Activities for KA107 Higher education student and staff mobility between Programme and Partner Countries
® Web Forms Activities for KA116 VET learner and staff mobility with VET mobility charter

® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations

® Web Forms Add participating organisation(s)

® Web Forms Annexes

® Web Forms Budget Summary KA2

® Web Forms Checklist



How to use the Distance Band Calculator

The distance calculator is designed for organisations taking part in the Erasmus+ Programme to calculate travel distances for grant support to

individuals.
Quick steps

1 Access the Distance Calculator
2 How to use the distance calculator

Detailed steps
Steps

Access the Distance Calculator

In order to select the correct distance band for travel in activities you need calculate the distance

Access it via http://ec.europa.eu/dgs/education_culture/tools/distance_en.htm.

Distance calculator

The distance calculator is designed for organisations taking part in the
Erasmus+ Programme to calculate travel distances for grant support to
individuals.

For grant support to travel costs in the Erasmus+ Programme, travel distances
must be calculated using the distance calculator provided below.

Based on the distance expressed in km, the corresponding distance band must

be chosen in the application and report forms.

The tool is not for to ine how
much they should receive in funding; these amounts are
‘dependent on various factors, induding administrative
costs incurred by participating organisations and the
National Agencies.

. This is to be done via the Distance Calculator.

With this tool you can enter the Origin and Destination cities in two given countries and get the calculation of the distance in one direction.

If the participant needs to go to a farther city to get to his/her final destination (to reach the airport for example) it is possible to take this city as

departure point.

How to use the distance calculator

In order to use the calculator, you shave to:

1. Begin typing a location in the From: box when provided with the list of locations, click on the correct one.

2. Repeat the procedure for the To: box.

3. Click Calculate to obtain the distance, provided in kilometres.

Important

You must choose a specific city, town, or village and not a country. If you do not click on an option in the
From and To boxes, no result will be displayed.

If you receive a distance of NaN, please refresh your page and follow the instructions on the site. http://ec.
europa.eu/dgs/education_culture/tools/distance_en.htm



http://ec.europa.eu/programmes/erasmus-plus/resources/distance-calculator_en
http://ec.europa.eu/dgs/education_culture/tools/distance_en.htm
http://ec.europa.eu/dgs/education_culture/tools/distance_en.htm
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On the basis of this information you have to select the corresponding distance band from the drop down menu in your application, activities
section.

The distance band chosen will determine the grant amount available for that distance, as specified in the Erasmus+ Programme Guide.

Important

The distance bands correspond to the distance from the place of origin to the place of destination and not
both ways.

The unit cost is calculated on the basis of one way distance; however, the related grant is a contribution to
the expenses for travelling in both directions.

Related articles

® Application process for Web Forms



Web Application Forms Guidelines

Web Forms Add applicant organisation

Web Forms Add associated persons to organisations
Web Forms Add participating organisation(s)
Web Forms Annexes

Web Forms Checklist

Web Forms Context

Web Forms Home screen

Web Forms How to complete the form

Web Forms Participating Organisations

Web Forms Pre Checks

Web Forms Print PDF functionality

Web Forms Sharing an application

Web Forms Start the application



Web Forms Print PDF functionality

You have the possibility to export, save and/or print your application at any time as a pdf file. The page here explains how.

Quick steps

1 Click the "PDF" button.
2 Select the opening option.
3 Enable all features in the pdf.

Detailed steps

Steps

Click the "PDF" button.

Within your application form the PDF button, which you will find at the left bottom corner of the screen, is available.

To export, save and/or print the application, click the PDF button.

m Erasmus+

Context

ARl AL Lz 2T e 00




Select the opening option.
A pop up will open, asking you to choose an option to either directly open the form or save it on your local machine.

Choose the option most convenient for you and click OK.

Comment

Opening KA247-30643687-EN. pdf 5
You have chosen to open:
X KA347-3D643E87-EN.pdf

which is: Adobe Acrobat Document (15.7 kB)
from: blob:

What should Firefox do with this file?

QOpen with | Adobe Reader (default) |

9 Save File

["] Do this automatically for files like this from now on.

oK H Cancel ‘

Enable all features in the pdf.

Once you open the extracted pdf file you will notice a message on top of the document. This message informs you that the file is opened in
protected view. You will not see any details of your application.

Click Enable All Features. The pdf will then display all details from your application.

1. KAJ7-BD7163C5-EN-2 pdf - Adobe Reader E=% HoE I
File Edt View Window Help x

1Ed=NEE S T=IRONON P IONO BN = N | e Fil &g, | Comment
Protected View is a secure, read-only mode that does not support all content types. Click Enable All Features to trust and view this document. {3 Enable All Features.

Related articles

® Application process for Web Forms

® \Web Application Forms Guidelines

® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)

® Web Forms Annexes

® Web Forms Checklist

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form
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Web Forms Sharing an application

Web Forms Start the application



Web Forms Sharing an application

Relevant for...

Call Year Action Type

2019 onward All

You have the possibility to share an application with your colleagues or partners as long as the deadline for submission has not expired. Please
note that any person accessing the form will need an EU login account registered with the email address you entered.

It is also possible to change access permissions and revoke access to applications.

Quick steps

1 Share an application.

1.1 Select "Sharing" option.

1.2 Click "Share Application" button.

1.3 Select the "Permission Level".

1.4 Specify recipients, add notification and click on "Share".

1.5 View the Sharing Summary and History.
2 Edit Sharing.

2.1 Select the "Edit Sharing" option.

2.2 Make desired changes and click "Modify".
3 "Request editing" for an application.
4 Revoke Sharing.

4.1 Select the "Revoke Sharing" option.

4.2 Click "Revoke".

Detailed steps

Share an application.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/EU+Login+-+European+Commission+Authentication+Service

1 ' Select "Sharing" option.
There are two ways to share an application:

1. In the My Applications tab, select the Share option from the contextual menu next to the application form you want to share, or
2. In the application form, click Sharing in the left side menu.

Oppocunizies My Applcations
» Searh i
@5
KATATE Appbration State DRAFT ompletion Stat

Yeuth Distogue Projects (KA3T)
- Veusth Dislogus Progects - EAC 1T TRANING
Erasmus+ fou g 19984 68
POP Crivtine 100%

Call 2019 Roueel 1 AT - Suppert for policy reform
KAMT - Vouth Dislogos Projects
Formid KABS7.2B30489C Deadiine (Brussels Time) OW/T2/2019 120000

Permission Level £ Date 3

SHARE APPLICATION

Sharing History

Comment (you can make i pobe
ws  Dsew Shared by & Shared with & Permiuien Level that will Be saved in sharing
s overy 2. hstory) &
‘Seveed Local Time)
AOOI0I 114

by Crismna POF

The sharing screen opens, with the two sections: Sharing Summary and Sharing History.
2 | Click "Share Application" button.

In the Sharing Summary section click the Share Application button to open the sharing screen.

Sharing Summary

n share your applicatic
option:

In this section
To see the 3

¢ 10 bet athers just read the applcation or 10 also be able to edit it

ther people working with you an the project proposal. You can cho

% Shared with Permission Level 2 Date &

Sharing History

Commaent (you can make a
s Date 3 Shared by & Shared with & Permission Level & nate that will be saved in
sharing history) &



Select the "Permission Level".
In the Sharing Application screen select whether the recipients can only read the information in the form or also edit the form.

If you share the form with more than one person at the same time, all recipients will be given the same permissions. This can be changed
subsequently, using the Edit Sharing option for each individual recipient.

Note: if you give editing permissions to other users, you will not be able to submit the application as long as it is opened by one of those
users. However, no other users with editing permissions are able to share or submit the application on your behalf.

Share Application

Permission Level

® Read
Edit




4 Specify recipients, add notification and click on "Share".
You can share your application:

1. With the contact persons of your own organisation and partner organisations by selecting their names in the Contact Person drop-
down. The selected contact persons will be displayed under the drop-down

2. With anyone else, by providing their email address in the Other Person section.
Please note that if the email address is case sensitive, it should also be entered with the correct upper/lower case used. This is only
relevant for certain email services.

3. Click the ADD button to add the Email address field for each recipient.

4. Optionally add a message in the comment field for internal communication. This message is only visible to members of your
organisation.

5. Check the relevant tick box to notify the selected contacts that you have shared the application with them.

6. Comment field containing a standard notification message that will be sent to your recipients when you share the application. You can
modify this message.

7. Click on Share to send the application to your recipients.

Take note

When sharing your application using the ADD option, your recipient's email address must be linked to
an EU Login account, otherwise they will not be able to access the application.

Additionally, there is a 10 minute delay between sharing an application and edit rights being
transferred to your contact. This delay applies any time edit rights change from one person to another.
This means that only one user will be able to edit the application at any given time.

Share Application

Prrmission Level

[P —— ) l 12 bt the e sppse . ]




View the Sharing Summary and History.
The Sharing Summary and Sharing History will display the details of the share.

The Sharing Summary displays an overview of all users currently having access to the application form, displaying the email address, the
permission level, and the date of sharing.

The Sharing History displays a list of all sharing actions, including information about when and to whom access was given, modified or
revoked.

Sharing Summary

mebe. 1 Rea 8 =
e Read 20200303 135228 =
SHARE APPLICATION
Sharing History
Comment (you can make a nate
D& Date s Shared by & Shared with 2 Permission Level ¢

that will be saved in sharing
history) ¥

Your recipient will see the shared form in the My Applications tab, including information on their access rights on the shared form.

Selecting Preview from the menu button will enable them to see all the information you provided in the application, however they cannot
make any changes to it.

If you have given them editing rights, at least 10 minutes have passed since the sharing of the form, and nobody else has the form
currently open, the Edit option is displayed.

Oppestunities My Applicaticns

tion | Datn Modifed = | 52

Youth Dislogus Projects (KASMT)
th D . 14« EAC IT TRAS '
| [ T

State: DRAFT Completion Status COMPLETE

| - Youth Dislogue Projects (KA47)
I'omhwi’m'eﬂs EAC IT TRAINING
Erasmus+ Tatal grant. 19964 FUR

Edit Sharing.



1

Select the "Edit Sharing" option.

The Edit sharing option enables you to change the permissions granted to the recipients of a shared application, from Read to Edit and
vice-versa.

In the Sharing Summary screen, select Edit Sharing in the contextual menu next to the person for whom you wish to change the
permissions.

Sharing Summary

e the project praposal, You £an choose 1o let others jus resd the applicatson oe 1o also be able 1o edi It To see the available

Permission Level ¢ Date 2

303 13,5228

3 Ben tate b co@gmai com Read 2020:03-03 142105

SHARE APPLICATION

Make desired changes and click "Modify".

. You can change the Permission level using the radio buttons.

. Optionally add a Comment.

. To share the change notification with all previously shared contacts, check the box.
. Once you have made the desired changes, click the Modify button.

H W NP

Note that your recipients will not be able to share or submit an application on your behalf.

Edit Sharing

Access right 1o the Application will be changed for

(3) 5

(Ip\nmmen: {you can make & note that will be saved in shating history) B Send the following message 1o let the sbove people know | have shared my applcation with them
2

2)

a) \ ),
(CANCEL



3 Your action will be recorded in the Sharing Summary and the Sharing History. Your recipient will receive a new notification that their
access has been modified.

Sharing Summary

ng with you on the project proposal. You can choose to let others just read the spplication or to also be able to edd it To see the available

s Shared with & Permission Level & Date &

Sharing History

Comment (you can make a note
L Date ¢ Shared by 2 Shared with 2 Permission Level 2 that will be saved in sharing
hestory) 3

"Request editing" for an application.

1 Once you have shared your application and given editing permissions to another user, you can both work on the form but not at the same
time.

Therefore if the application is already open by one user, it cannot be modified by other users unless they request editing the form. This is
also applicable to you as the owner of that application.

- Form is read-only

» Seuech ftiers because user: 'Ben TATE'
is currently editing it.

PShare Modihed | Siatus &

DRAFT

Appl

‘¥outh Dislogue Projects (KA34T)
ousth Dislogue Projects - EAC IT TRAINING

: ESubmission History
TASMUS+  Toe graen: 19964 U MDelete

Days Remaining

To request editing:

1. Open the form and click the Request Editing button.

2. The user currently working on the form will receive a pop-up notification and can either hand over the form or keep editing it by
clicking on the relevant button.

3. The owner only has the option to keep editing the application.



L |
Submission Hists
e Y Project Start Date (yyyy-mm-dd)

2020-05-07
Automatically saved every 2 5. i
Saved (Local Time) . - O
2020-03-04 13:47:49 National Agency of the Applicant Organisation
by Ben TATE

FROZ Agence du service civique
@ Form is currently being modit I HILAERIEAIL
Ben TATE only one person car ~ Submission History
the form at the same time , :
National Agency of the Applicant Or
@ Would you like to ask Ben T
h"ﬂa"""w‘”mt‘"‘ Automatically saved every 2 s. | FRO2 Agence du service civique
Request Editing Saved (Local Time)
¥ 2020-03-04 13:47:49 For further details about the availab
by Ben TATE https://ec.europa.eu/programmes/e
@ Form is currently being modified by
Ben TATE only one person can edit the
form at the same time.

Requested Edit

Another user is asking to edit the form

A user requested to edit the form, Only one person can edit the form at the same
BOR  time so you need to leave the form to hand it over to them. If you agree, all
one changes you have made will be saved before you leave. Would you like 1o leave

i the form now and hand it over to the user selected below (who is requesting

£ editing)?
Cristina POP

Ho

dio

(3

Another user is asking to edit the form

A user requested to edit the form. Only one person can edit the form at the same |
time so you need 1o leave the form to hand it over to them. If you agree, all ||
EA changes you have made will be saved before you leave. Would you like to leave
£ the form now and hand it over to the user selected below (who is requesting

fd  editing)?

= Keep editing

If the editor's form has been open and inactive for more than 10 minutes, the requester is notified to refresh the form in order to edit it.

Form editor inactive

Ben TATE (who was editing the form) has finished editing due to inactivity and not |
responded to your request. Please refresh the form to edit it.

Refresh Form

If the editor's form has been closed for more than 10 minutes, any other user with edit permissions can work on it with no need to request
editing the form.

There are no email notifications for this process. All notifications are displayed onscreen when the form is open.

Revoke Sharing.



1 ' Select the "Revoke Sharing" option.

In the Sharing screen select Revoke Sharing in the contextual menu for the recipient whose access you wish to revoke. The Revoke Sharing
screen will open.

Sharing Summary

e Htion with o1 working with you on the project ¢ al. You can choose 1o let othe 1 read the & be al L e availabie
e
o= Shared with 3 Parmission Level & Date &
amelie poulain@test fr Read =-
test@test de Read =
3 Ben tate b.co@gmail com Edit 2020-03-03 14:41:59

RE APPLICATION

2 | Click "Revoke".
To revoke the access:

1. (Optionally) Provide a reason for revoking the user's access in the Comment field.

2. To share the revocation notification with the contact that will be removed check the box. The text displayed in the text field can be
adjusted.

3. Click the Revoke button.

Revoke Sharing

sess fight 1o the Application will be revoked for

Comment B ' you check it then this message will be sent 1o the De:f..'-n\r

Remeving sceess
n revoked

n Erasmus+ applic

Detalls of the application form:
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' REVOKE IC&NCEL

Your action will be recorded in the Sharing History, while the recipient's user email will be deleted from the Sharing Summary.

The recipient will receive the notification that their access to your application was revoked if you selected the message option. The
application will also be removed from their dashboard.

Sharing Summary

n the projes You can choase ta let others just read the application o 1 also be able to edit it To see the avallable
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Web Forms Submitting an application

Relevant for...

Call Year ActionType

2019 All

This page explains how to submit an application for Erasmus+ and how to handle a resubmission.

Additionally you will find information on what to do if your application needs to be submitted after the official application deadline.

® Submitting the application.
® Ensure the application is complete.
® Click "Submit".
® Confirm the submission.
® Confirmation notification.
® Submitting the application more than once (Resubmission).
® Access the "My Applications" tab.
® (Click the "Menu" button and select "Reopen".
® Adjust your application and click "Submit".
® Confirm the submission.
Late submission of the application.
Submission History.
® Questions?

Submitting the application.

Ensure the application is complete.

If all sections of your application form are valid (marked with a green check) and you have attached all required documents, you can submit your

form to your National Agency.

Programme Guide | Contact | Data Protection

El’qllshw
Erasmus+ )’-\pplications Ben TATE ber tate b co@gmall com) =

Call 2010 Rownd 1 KA1 Learning Mability of individuals
Erasmus+ Forméd KAT05-2BAA2STE Deadiine (Brussels Time) 05/02/2019 120000
Context

Project Tile Project Acronym

| Sedect the Activity type

Progect Stact Dt (dd-ma-yryy) Progéct total Durstion (Months) Project End Date (dd-mm-ny)
I 01052010 24 manths
Mational Agency of the Applicast Organisation Language used 1o fill in the form

I PLOT Foux far the Developemant of the Education Systam - Englisn

250ct 2018 1217:58
by Ben TATE

For further details about the svailable £ gencies, please consull the lolowing pege

hitps:ifec europa. ew/programmes/era:

SUBMIT



Click "Submit".
To submit the application, click the Submit button in the bottom left corner.

This button will only be active if all sections of the application are filled in, required documents are attached and the checklist is confirmed.

Programme Guide | Contact | Data Protection

wl:hm
Erasmus+ Applications Ben TATE (entabe b o@gmat o) -

a8 2019 Round 1 KAT - Learning Mobility of individusls

m KAT03 - Youth mobilty
Erasmus+ Feernid KA105-284A2578 Deadline (Brussels Time) 05/02/2019 12:00:00
Context

Peoject Title Project Actomym

| Learning Mobslity of individusts

What kind of activities have you plansed for your

praject?
Yoush Exchanges
| Sebect the Actiity type -
Proect Stan Date (Sd-memvyyy) Project total Duration (Manths) Project End Date (dd-mm-yyyy)
I 01053019 I 24 months -
National Agency of the Applicant Crganisation Language used 5o fil in the form
Automatcaly v
Saved (Locsi Tena) | 01 Founastion for the bevesopment of the Education system o | engeen

250t 2018 121758

Foe further details about the avalable Erasmus+ National Agencies, please consult the follming page:
h act

o
TS.ITEC EUPORA S/ N OOMMITIES e 0SS DS/ CONE2




Confirm the submission.

A pop-up message will display, asking you to confirm the submission. Click YES if you are sure. Selecting NO will stop the submission, and the

application form will remain in draft.

In the final Submission confirmation window you will see a short summary. Click OK to close the window.

Submission confirmation

@ Your form's data is ready 1o be submitted. Are you sure

that you want to proceed?

Submission confirmation

<% submitting ...

Submission confirmation

Submitted:
Submission ID:

Submission date (Brussels, Belgium Time):

YES
1036743

2018-10-23 16:42:11

The application form will also close and you will be redirected to the My Applications page.

In this page you can find your submitted application now marked as SUBMITTED and having the completion status COMPLETED.

e

> Seauch filters

Number of applications found: 1

@ Saved fillers | =

Order by: Days Remaining & | Completion Status § | Key Action & | Date Modifed = | Status 3

| 2015KAT05RY I Applcation State: SUBMITTED

| sompietion svanus-comprere | Last

25-10-2018 121 Time)

mmw;'m
[ [ T
Application Owner: TATE Ben
Forrn D KA105-284A2578
51 Submission: 23 10-200E
1642 11 (Brussels Time]

Deadline; 12-02-2019 124 {Brussels Teme)




Confirmation notification.
A confirmation email will be sent after submission:
The email contains the following information regarding your submission:

Project Title

Action

National Agency

Submission ID

Form ID

Submission Time (Brussels, Belgium time)

Submitting the application more than once (Resubmission).

Access the "My Applications" tab.

Should you need to make changes to an already submitted application before the submission deadline, you can reopen the form and resubmit it
after the adjustments are made.

This is only possible within the application period and not after the submission deadline.
On the Web Application Forms webpage go to the My Applications tab.

If you have a long list of applications, use the Search functionality to quickly find the application you need to modify and resubmit.

Opportunities | My Applications

» Search filters

Application State-SUBMITTED Completion Status:C

| 2meKat08RT
| - Youth mobility (KA108)
Learming Mobility of indhvidusls
Erasmus+ ol gran: 3e580 EUR

B - o |

Click the "Menu" button and select "Reopen".

Once you found the desired application, click the Menu button and select the option Reopen.
Opportunities My Applications

filters

%1 Date Modified * | Status &
| z019Kkat0SRY Application State SUBMITTED Completion Statu

58(Brussels Time

- Youth mobility (KA105)
Learming Mability of individuals
Erasmus+ 1o graat 34560 £UR

& TATE Ben

# Reopen

I
* Share )
® Preview




Adjust your application and click "Submit".

The application form opens, including all already submitted details. Make the adjustments/changes. Once the changes are made, click the Submit
button again, otherwise the changes are only stored in the form but not submitted to your National Agency.

As with the initial application, the Submit button will only be active if all sections in the form are completed and marked with a green check.
Confirm the submission.

The Submission confirmation window pops up, where you will see a new Submission ID. Click OK to confirm.

Once the application has been submitted, the Submission Confirmation window displays the submission details. Click OK to close the window.

Your application is successfully resubmitted. You can find it in the the My applications list with the new Last Submission date/time updated.

Opportunities | My Applications

> Search filiers
a5 =
Number of applications found. 1
Oreler by: Days Remaining &1 Cor 4| Date Modified ~ | Status &
2019KA105R1 Application 12:17,58(Brussels Time)

State SUBMITTED Completion STWSCOMPLET

- Youth mobility (KA105, =
Laarning Mobility of Individuals =
Erasmus+ Total grant: 34580 EUR

100%

Submission Deadline: 12-02-2019 12:00:00 (Brussels Time)

Late submission of the application.



Applications for Erasmus+ have a set deadline, visible on the home screen and in the header of the form. If you miss the official application
deadline you will not be able to send your application.

An exception is made if you can prove that you tried to apply before the official application deadline and were not able to do so for technical
reasons. In such case contact your National Agency.

Your application may still be considered for late submission if the following three conditions are met:

1. The date and time of your last submission attempt as mentioned in the electronic application form Submission History section are before
the applicable official application deadline.

2. You have informed your National Agency within 2 hours after the application deadline (Brussels time). After this time, your application can
no longer be considered.

3. You have sent to your National Agency within 2 hours after the application deadline (Brussels time), by email, a complete application form
unmodified after your submission attempt (in pdf form). See how to print the form.

The National Agency will then decide whether to accept your late submission or not. If it is accepted, the National Agency will reopen your
application and give you permission to either only submit or make changes to your application before submitting it.

The new deadline for submission will be communicated to you by the National Agency, and the number of days left for late submission is also
displayed in the My applications tab. The original call/round deadline remains displayed inside the form.

HTAIER I ation Siate REOPENEE Y THE NATIONAL N\IM.\I = Last Modtcaton ¥ 102918 1217 3Braaeh Tums
- o oty [KATGS)
Loaimung tiohany of Fabmduals
Erasmus+ o g 3o nn @ 3
Lt Scrresscn 26-10-2018 1571537 runsete Tioe Doy Remanng

After the application is reopened, submit it in the same way as described under Submitting the application.

Take note

You may see the Edit option in the contextual menu of your application even if you only have the permission
to submit it without further edits. In this case, when you open the application all the fields are greyed out
and only the Submit button is active. This behaviour is normal.

Praject Dy Call 2019 Round T KA - Laaming Mabiln: Ingriduals
Erasmus+ Formid KAT05-284A2578 Deadine (Bn \me) 05/ 812:00:00
Activities
Follow-up
Butiget Summary Context
Project Summary
Project Tit Project Acronym
Chechlist E

Guidelines

MNotifications

Project Start Date (dd mm-yyyy) Fro wraticn (Months) Project B
National Agency of the Applicant Organisation Language used 1o fill in the form
‘Saved (Local Time) [ f

25 0ct 2018 1217:58
by Bon TATE

lease consult the following page:

PDF suBMIT

-

Submission History.


https://ec.europa.eu/programmes/erasmus-plus/contact/national-agencies_en

Every time you submit your application, that submission is recorded in the Submission History section. To access this section either click Submiss
ion History in the side menu of your application or select the option from the contextual menu in the My applications list.

| 2019KAT05R) Application State SUBMITTED Completion S13tusCOMP Last Modification:25-10-2018 12:17:58{Brussels Time) |
- Youth mobility (KA105)
Learning Mobility of Individuals
Erasmus+ -
Total grant: 34580 EUR d r*Share
Application Owner; TATE Ben 1 OO "6 ®Preview

Fairm ID: KAT05-2B4A2571
Last Submission: 26-10-2018
151537 (Brussels Time)

0 Submission History

Submission Deadline: 12-02-2019 1200000 (Brussels Time)

The following details are available for every submission.

the version number of the submitted application

the time and date of submission

the user in your organisation who submitted the application

the submission ID

the submission status. For failed submissions, the reason is also specified.

You can sort the list by clicking the up/down arrows in the header of the desired column.

Erasmus+ Applications
English @

UNKNOWN UNKNOWN (EAC-TRAINING-17(Eec europa.eu) =

Teaching Training m Call 2019 Round 1 KAZ2 - Cooperation for innovaticn and the exchange of good practices
KAZ0S - Strategic Partnerships for youth
Timetable ¥
3 Erasmus+

Formid KAZ05-730AERT4 Deadling (Brussels Time) 12/02/2020 1200:00

Submission History

Guidelines “':""“‘ Submission Time & Submitted by + Submission 1D $  Submission status &
1 20190603 0446 PMCEST  EAC-TRAINING-17@ec ewopa.eu WNEN3 [ Success
oy 2s. 2 20190603 0454 PMCEST  EAC-TRAINING-17(Bec eropa.eu 1018114
03 Jun 2019 16:54.08
LINKNCWH
3 20190604 1071 AMCEST  EAC-TRAINING-17[@ec eWopa eu 1018115 [ 5uccess

Questions?
Check the frequently asked questions: FAQs or the related articles below.
Related articles

® Application process for Web Forms

® Web Application Forms Guidelines

® Web Forms Add applicant organisation

® \Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)
® \Web Forms Annexes

® Web Forms Checklist

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form

® Web Forms Participating Organisations

® Web Forms Pre Checks

® Web Forms Print PDF functionality

® \Web Forms Sharing an application



® Web Forms Start the application

® Web Forms Submitting an application



Web Forms Introduction to Accreditation/Charter

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

What is accreditation?

Accrediitation process that ensures that the organisations wishing to receive funding under an Action of the Erasmus+ Programme respect a
set of qualitative stanaards or pre-requisites defined by the European Commission for that given Action. Depending on the type of Action or
on the country where the requesting organisation /s located, the accreditation is carried out by the Executive Agency, a National Agency or a
SALTO Resource Centre. The accreditation process is in place for organisations wishing to participate in higher education projects (including
mobility) or in mobility activities in the field of youth.

Erasmus+ Programme Guide; Glossary

When is accreditation required?

Useful
links
Erasmus
® FEras
Charter The award of an Erasmus Charter for Higher Education (ECHE) is a pre-requisite for all higher education
for Higher Institutions established in a Programme Country that wish to particjpate in a Higher Education mobility project mus
Education either as a single higher education institution or as a member of a national mobility consortium. Every year, the Char
(ECHE) European Commission - via the Education, Audiovisual and Culture Executive Agency - publishes a specific call ter
for proposals that sets the detailed conditions to be followed and qualitative criteria to be met in order to be for
awarded with an ECHE. This call is available on the website of the Executive Agency. High
For HEIs established in a Partner Country, the HEI must be accredited by the relevant national accreditation Z; uc
organisation. As they are not eligible to receive an ECHE, they must in addition have established an inter- ation
Institutional agreement with their Programme Country partner(s) which encapsulates the principles of the ECHE. 2014
-2020
Erasmus+ Programme Guide; page 41 ff
Accreditati
. ® Onli
onin An organisation from a Programme Country, applying on behalf of a national mobility consortium, must hold a
Higher valid consortium accreditation. This accreditation is awarded by the same National Agency that assesses the ne
Education request of funding for a higher education mobility project. The requests for accreditation and for mobility web
Mobility projects grant can be made at the same time. However, the grant for mobility projects will be awarded only to Form
Consortia those HEIs and organisations that are successtul at the end of the accreditation process. ® Web
(KA108) form
Erasmus+ Programme Guide; page 41 ff s
guid
e
for
KAl

08


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en
https://eacea.ec.europa.eu/erasmus-plus/funding/erasmus-charter-for-higher-education-2014-2020_en
https://eacea.ec.europa.eu/erasmus-plus/funding/erasmus-charter-for-higher-education-2014-2020_en
https://eacea.ec.europa.eu/erasmus-plus/funding/erasmus-charter-for-higher-education-2014-2020_en
https://eacea.ec.europa.eu/erasmus-plus/funding/erasmus-charter-for-higher-education-2014-2020_en
https://eacea.ec.europa.eu/erasmus-plus/funding/erasmus-charter-for-higher-education-2014-2020_en
https://eacea.ec.europa.eu/erasmus-plus/funding/erasmus-charter-for-higher-education-2014-2020_en
https://eacea.ec.europa.eu/erasmus-plus/funding/erasmus-charter-for-higher-education-2014-2020_en
https://eacea.ec.europa.eu/erasmus-plus/funding/erasmus-charter-for-higher-education-2014-2020_en
https://eacea.ec.europa.eu/erasmus-plus/funding/erasmus-charter-for-higher-education-2014-2020_en
https://eacea.ec.europa.eu/erasmus-plus/funding/erasmus-charter-for-higher-education-2014-2020_en
https://eacea.ec.europa.eu/erasmus-plus/funding/erasmus-charter-for-higher-education-2014-2020_en
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en
https://webgate.ec.europa.eu/web-eforms
https://webgate.ec.europa.eu/web-eforms
https://webgate.ec.europa.eu/web-eforms
https://webgate.ec.europa.eu/web-eforms

The

Erasmus+ The Erasmus+ VET Mobility Charter aims to improve European internationalisation strategies in the field of VET
VET and to make them more sustainable, thus enhancing the quality and quantity of transnational VET mobility.
Mobility Calls for awarding the VET Mobility Charter are published annually on National Agencies' websites.
Charter

The acquirement of a VET Mobility Charter gives the VET Mobility Charter holders the possibility to apply in a
(KA109) simplified way under the Erasmus+ Key Action 1 mobility for VET learners and staff.

Erasmus+ Programme Guide; page 53 ff

How to use accreditation reference in an application request form

Euro
pean
Qual
ity
Char
ter
for
Mobi
lity

Accreditation once awarded is linked to the organisation details via the PIC. When the PIC is entered in the form, the organisation details linked to

the PIC will automatically be inserted into the form.
Depending on the key action the accreditation reference may:

be visible but not editable

be selected from a drop down menu
be entered into a free text field

not be visible.

How to apply for accreditation using Web Forms?


https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en
http://europa.eu/legislation_summaries/education_training_youth/lifelong_learning/c11085_en.htm
http://europa.eu/legislation_summaries/education_training_youth/lifelong_learning/c11085_en.htm
http://europa.eu/legislation_summaries/education_training_youth/lifelong_learning/c11085_en.htm
http://europa.eu/legislation_summaries/education_training_youth/lifelong_learning/c11085_en.htm
http://europa.eu/legislation_summaries/education_training_youth/lifelong_learning/c11085_en.htm
http://europa.eu/legislation_summaries/education_training_youth/lifelong_learning/c11085_en.htm
http://europa.eu/legislation_summaries/education_training_youth/lifelong_learning/c11085_en.htm
http://europa.eu/legislation_summaries/education_training_youth/lifelong_learning/c11085_en.htm
http://europa.eu/legislation_summaries/education_training_youth/lifelong_learning/c11085_en.htm

Forms - Index - KA108 Accreditation of Higher Education

Mobility Consortia

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

KA108 - Accreditation for Higher Education Mobility Consortia General

® Application process for Web
KA1 08 Forms

® Web Application Forms
Guidelines

® Web Forms Add applicant
organisation

® Web Forms Add associated
persons to organisations

® Web Forms Add
participating organisation(s)

® \Web Forms Annexes

® Web Forms Checklist
® \Web Forms Context
® Web Forms Home screen

® \Web Forms How to
complete the form

® Web Forms Participating
Organisations

® \Web Forms Pre Checks

® Web Forms Print PDF
functionality

® Web Forms Sharing an
application

® Web Forms Start the
application

® Web Forms Submitting an
application

Specifics

Web Forms Consortium

Web Forms Introduction
to Accreditation/Charter

Web Forms KA108
Participating
Organisations

Web Forms Mobility
Consortium

Web Forms: KA108
Consortium Description

Web Forms: KA108
Consortium Summary


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Web Forms: KA108 Consortium Summary

Relevant for...

2018 / 2019 KA1 - Learning Mobility of Individuals KA108 - Accreditation of Higher Education Mobility Consortia

In this part of the application you will have to provide the Consortium Summary. This section is where you detail the objectives of your consortium.
Also included are the basic elements of the main activities and description of the results and impact envisaged.

Take note

Please note that questions or fields may vary depending on the key action of your application.

Quick steps
1 Click the "Consortium Summary" section.

Detailed steps

Steps



Click the "Consortium Summary" section.

Click the Consortium Summary section and provide a brief summary of the mobile consortium.

English n

Bt Cu'mr..-,-,uon] dS 5+ 2rms Stephen REID (Stepten REID@ext £c culopa eu)

m ) . s oty Consaia
Erasmus+ e 5061 U2FE Deadiine (Brussels Tene) 02 Feb 2018 120000
~
Consortium Summary
Please .uw-ocasmm s mary of yous mobity consartum o sixcessiul nal»’aru .;,u,s section may be used by the ELIOPean COMTASSIoN, EXeculive Agency of National
3 con 1t well e feed the Erasmus+ di n platfoem. Flease be
clew, wnd mention st leas. the objectives of your conSoMium, the basic elemends of he main acives,  shor descr iption of the results and mpact envisaged
J

Once the Consortium Summary field has been completed, a green tick is indicated.

English n

Stephen REID (Stepten REID@ext £c culopa eu)

# o a a
Call 2018 Fiound 1 KA1 - Leaming Moty of indriduals
| KA108- Acsedtao o Hihe ducaon ey Consrta
Erasmus+ Formid KAI08-5061 DZFC Deadhine (Brusssls Tene) 02 Feb 2018 120000

Consortium Summary

Please provnde & shor swnmary of yous mobiiy consorikam. For successhil nal»’aru .;,u,s section My be wsed by the European Commission. Executive Agency of Hational
Agencies in their publications of 1t well ks Seecd the Exasmus+ dissemination pistloem. Fiease be
concise and clea, and mention at least; the objectives of your consorium, the Dasic eements of the main acies, § shor descr iption of the fesulls and Impact emvisaged

b ristique senec

wersion 1.5.9.1 - 051072017 - 11:85

Should you have selected any other language than English to fill in the form, you will have to provide a translation in English.

In such case you have a second field available to provide the information in English.

Consortium Summary

k. Consortum Summary

Please provide a s




Related articles

® Web Forms: KA108 Consortium Description

® Web Forms: KA108 Consortium Summary

® Web Forms KA108 Participating Organisations

® Web Forms Mobility Consortium

® Forms - Index - KA108 Accreditation of Higher Education Mobility Consortia
® Web Forms Consortium

® Web Forms Introduction to Accreditation/Charter



Web Forms KA108 Participating Organisations

Relevant for...

2020 onward KA1 - Learning Mobility of Individuals KA108 - Accreditation of Higher Education Mobility Consortia

All participating organisations should be registered in the Organisation Registration system and have a unique identifier - the Organisation ID. This
Organisation ID will be used to complete the organisation details in the application form.

Organisation details cannot be updated in the application form. Updates must be done in the Organisation Registration system. Check Organisation
Registration Guide for more details.

Role of organisations in mobility projects for Higher education students and staff.

Participating organisations involved in the mobility project assume the following roles and tasks:

® Applicant organisation from a Programme Country: in charge of applying for the mobility project, signing and managing the grant
agreement and reporting. The applicant can be a consortium coordinator: leading a mobility consortium of partner organisations of
the same country aimed at organising any type of student and staff mobility.

® Sending organisation: in charge of selecting students/staff and sending them abroad. This also includes grant payments (for those
in Programme Countries), preparation, monitoring and recognition related to the mobility period.

® Receiving organisation. in charge of receiving students/staff from abroad and offering them a study/traineeship programme or a
programme of training activities, or benefiting from a teaching activity.

® Intermediary organisation: this is an organisation active in the labour market or in the fields of education, training and youth
work in @ Programme Country. It may be a partner in a national mobility consortium, but is not a sending organisation. Its role may
be to share and facilitate the administrative procedures of the sending higher education institutions and to better match student
profiles with the needs of enterprises in case of traineeships and to jointly prepare participants.

Erasmus+ Programme Guide; Chapter: Mobility Project for Higher Education Students and Staff

All participating organisations can be added in a similar way for all forms. To access detailed information on adding organisations details and
associated persons please follow the links below.

® Applicant organisation
® Consortium members (same as participating organisations)
® Associated persons for each organisation.

A consortium must be composed of at least two higher education institutions. You will find small differences in the KA108 - Accreditation of Higher
Education Mobility Consortia application form, which are described here.

Steps


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide
https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide
https://ec.europa.eu/programmes/erasmus-plus/resources/documents/erasmus-programme-guide-2020_en

Access "Participating Organisations" in the side menu and add the "Applicant Organisation ID".

The name of the organisation is displayed after the Organisation ID is filled in. Access the Organisation Details via the menu button or by
clicking on the hyperlinked Legal name of the organisation.

Call 2020 Round 1 KAT - Leaming Mobility of individuals
KA108 - Accreditation of Higher Education Mobilty Consortia
Erasmus+ Formid KATOB-ZB546AGC Deadiine (Brusssls Time) 2020,/02/05 12:00:00

A Applicant Qrganisation A\ Consartium Members

Ak A consortium must be £ 1 of ot beast two high

Applicant Organisation

Organisation 1D Legal name Country

& [l E4D4E5307 Hogeschood Gent l Belgium

Consortium Members

Please add the national members of your mobility consortium.

& 4 Organisationid ¢ Legal name & Erasmus Code Type of Organisation &

— .
2 ' | =
Total 3

ADD ORGANISATION




The "Profile" and "Accreditation" sections.

In the Profile section to select the type of organisation from the drop-down. In certain cases this information is pre-filled. If so, please check that
the information is correct. If not, select the correct organisation type.

In the Accreditation section, indicate whether your organisation is a higher education institution.
Participating Organisations &3 Details & Profile A Accreditation A Associated Persons &G Background and Experience

Profile

Type of Organisation

I Higher education institution (tertiary level)

|5 your organisation a public body? Is your organisation a non-profit?

Yes No

Accreditation |

Is your organisation a higher education institution?

For a higher education insitution, selecting YES in the Accreditation section will display the ECHE code for your organisation under Accreditation
Reference.

Information

If the Accreditation Reference is empty instead of showing your Erasmus Code, it means that the
Organisation ID you entered is not linked to your Erasmus Code. Please go to the EACEA website for the
most recent list of Organisation IDs and corresponding Erasmus Codes: http://eacea.ec.europa.eu/erasmus-
plus/actions/erasmus-charter_en

Accreditation b

Is your organisation a higher education institution?
|| ]

If the field "Accreditation Reference” below is empty instead of showing your Erasmus Code, it means that the Organisation 1D you entered is not linked to your Erasmus
Code. Please go to the EACEA website for the most recent list of O IDs and ¢ Erasmus Codes: http.//eacea ec.europa. eu/erasmus-plus/actions
ferasmus-charter_en

Accreditation Type Accreditation Reference

l Erasmus Charter for Higher Education (ERAPLUS-ECHE) B GENT25 I



http://eacea.ec.europa.eu/erasmus-plus/actions/erasmus-charter_en
http://eacea.ec.europa.eu/erasmus-plus/actions/erasmus-charter_en

Adding Consortium members.

To add consortium members, provide the Organisation ID for the organisations in the respective fields, then provide the organisation information
via the organisation details screen as described above. For detailed instructions please see Web Forms Add participating organisation(s).

Should you need to add more than two consortium members, use the ADD ORGANISATION button to for each additional organisation that you
wish to add.

Consortium Members

Please add the national members of your mobility consortium.
Wz = Organisation ID = Legal name = Erasmus Code Type of Organisation &

l 1 A | E49165080] | Haute Ecole Robert Schuman B ARLOND9 =
z i | =
Total 3
ADD ORGANISATION

If you try to add a consortium member from a country other than the applicant's country, an error message will be displayed, as this is not
permitted.

Consortium Members

Please add the national members of your mobility consartium

W2 ] Organisation ID % Legal name 2 Erasmus Code Type of Organisation &

1 ] I E49165080 Haute Ecole Robert Schuman B ARLONO9 ::2:2:3,-‘1?]“0" Insthrbod =
2 @ I £48935093 Haute Ecole de Bruxelles B BRUXELB1 :'egr;‘ii’r;?&‘ﬁ]‘"’" Iratihibon E
3 A I 99656975 =
Total 4

ADD ORGANISATION

Related articles

® Forms - Index - KA108 Accreditation of Higher Education Mobility Consortia

® Web Forms Consortium

® Web Forms Introduction to Accreditation/Charter

® Web Forms KA108 Participating Organisations

® \Web Forms Mobility Consortium

® Web Forms: KA108 Consortium Description

® Web Forms: KA108 Consortium Summary



Web Forms: KA108 Consortium Description

Relevant for...

2018 onward KA1 - Learning Mobility of Individuals KA108 - Accreditation of Higher Education Mobility Consortia

In this part of the application you will have to provide details of the Consortium Description.This section asks for information about the
consortium's approach in the preparation, implementation and follow-up of the activities.

Take note

Please note that questions or fields may vary depending on the key action of your application.

Quick steps

1 "Objectives and Purposes".
2 "Consortium Management".
3 "Preparation of Participants".
4 "Roles".

5 "Follow-up".

Detailed steps

Steps



"Objectives and Purposes".

In Consortium Description, In the section Objectives and Purposes, the details of objectives, issues and needs and how they are addressed by
the consortium are detailed here. You must also fill in what mobility activity types will be carried out and specify if the consortium will cover only
mobilities between programme countries, between programme and partner countries or a combination of both.

The reasons for why and how the consortium members were chosen needs to be indicated by including experiences and competences of the
organisations.

wimu 3

— _ . 5
- Tommission Ia Srephen REID (Stephen REDGen o suropa eu)
# o a &
!
Call 2018 Round 1 KA - Leaming Mabily of individuiats
m KA108 - Accreditation of Higher Education Mobility Consortis.
Erasmus+ Formed KAT0B-0F 269064 Deadine (Brussels Tene) 02 Feb 2018 120000

| & Objectives and Purpose 4\ Consormum Maragement A\ Preparation of Participants AFoies |k Foliowup I

Objectives and Purpose
‘What ace the objectives of the mobility consormum?
‘What are the tssues and needs you are seeking ta sddress through the consorium, in paricular compared to the individual higher education institutions member of the
Consonusm?
‘What mobilty sctinity types will be canmied out?
!
malesuada fames pis egestas |
Why snd how did you choose your consorasm members?
o applicabile, what expenences and competences will enterprises and/or other arganesations bring 1o the consortium?
Lorem ipsum dolor 8 amet, consectelur adipescing el Ahquam fermentum vestibulum est. Cras thoncus. Pelienesque habitant m

Consortium Management

"Consortium Management".
The tasks and resources sharing within the consortium management is to be described here, for example:

® setting up of inter-institutional agreements with transnational and international partners
® finding host organisations and enterprises
® preparing learning agreements or mobility agreements with participants

What are the abjectives of the mobility consorthum?

What are the tssues and needs you are seeking 10 ddress Thigugh the consorium, in paTcular compared 10 The individual hgher education INSTRUTGRS Mmember of the
cononam?

What mobilay actrty types will be caried our?

dh Consortum Description
Piease specify ff the consoriium will coves only mobilty between Programme Countries, betwoen Programme and Pariner Coumines, e a combination of both

ulum est. Cins ihoncus. Pellensesque habstant moibs tristique senec: nehas et

sum dolor $it amet, consecietur adipescing e, Allquam bementum vl
ada fames ac wurpis egestas

iy s o did you €haose your eonssetn members?
experiences and competences will

se5 andlior other aiganksatiorns being to the consormam?

dolor £ AMET, CONBACTRTUN Sdiprcing ein am fermeenum vestibulum est. Cras ihoncus. Pelienarsque habitant m

Consortium Management

cribe your g refesence 1, fot instance. pooling and sharing of tasks/esources Within the Consorum, stting up of nte istiutional
agreements wath Amtemation finding host orga eparing b eements o mobility agreements with participants if it
oifers an added value companed to ormanising It indwadually by the HEIs memésrs of the consortium

Uz dolor it amet. consectetur adipiscing eit Aliquam fermenturn vestibulum est. Cras thoncus. Pellentesque habitant moebi tristique senectus ef nesus ef malesusda |
fames ac turpis egesias

Preparation of Participants

what dorueuan-au will b ciffered by e CORBOTIL 10 PATICIDANTS in Add insend o the arrang By the il MEI ibers of the ¢ 9
ed, intercuttiral. linguistic. risk-prevention, special needs, #1c.J? Who will provide such preparstony actwvities?




"Preparation of Participants".

In the Preparation of Participants field details of the type of preparation offered by the consortium to participants needs to be included. This can
be in addition or instead of arrangements by the individual Higher Education Institutions.

Details of task-related, intercultural, linguistic, risk-prevention and/or special needs, etc are to be included and who will provide these
preparatory activities.

Consortium Management

your g ith rederence 10, for instance, pooling and sharing of tasks/rescurces within the consortium, setting up of inger-institutional
" inding host e d g it 0c mobility agreements with participants if it
ofters an added value compared to organesing It indnadually by the HE)s members of the consortium

Ligm dolor sit amses, consectetut adipiscing elit Aliquam fermentum vestbuilum est. Cras toncus. Pellentesque habitant moebi Trissique senechus ef netus ¢ malesusda
fames ac nurpis egesias

Preparation of Participants

‘What kind of peeparation will e cifened by 1he CoNorium 10 pANICIDANTS in Addinon instead of the g by members of The ¢ 9
tash-related, intercullueal, linguistic, risk-prevennion, special needs, €1 7 Who will provide such preparstony actiities?

aesque haBnang ISTiae SENECILS €1 NS £t

|

Roles
‘what are the roles mies of each ¢ (mciuding the spphicant/coordenatoe] in The activities of the consormum? Will the consomium ce will the
Inditvidual member sttt o suppost 1o before. during and after the mobikty including on recognition issues? Wha is in charge of
selecting paricipants and taking measuses concenming The participation of & A groups? If the consorti dealien with \ plearse describe how. How do
you interd 10 cooperate y and other relevant How wil monionneg arrang be put in place for P

churing thesr mabadity peniods? Who will monitor thew mobility progeamme and progress?

Follow-up =

"Roles".

The roles and responsibilities of each consortium member are to be detailed here including the applicant or coordinator. What information and
support is to be provided and who is in charge of selecting the participants.

Roles
‘What ace the roles e5.0f ewch ¢ i A/ COORINBION i e ACINTIES of 1he Consoriurm? Will the Consomium of will the
it pport 10 before, during and after the mobilty including on recogration isswes? Who is in charge of
and taking measures concerming The panicipation of o T s deatig , plesse describ How do
you intend 1o cooperate nd oshes refevant How will mons be put in place for P

during thew mobiity petiods? Wha will monitor thew mollity programme snd progress?

Lovem ipsum dolor 52 amet, consectetur adiptscing el Aliqusam v lum est. Cras thoncus. 1es £ mmofb b 1 £ netus et
malesuada fames ac turpis egestas|

Follow-up
Please describe what will happen after the end of your main sctivities.
Impact

what s sed impact on the participants and national and partness of ceganising mobility via this consortium as compared 10 the
ceganisanon by each mdrvidual HER

What is the expected impact of the consorium at the mstittional/organsational, local, regional, national andor intemational leveds?

Dissemination of Results of the Consortium

10N And Darners? What will be the 1aroet atouss of vour dissems

Which activities will vou caery 0ut in ordel 10 share the resulls of vOUr CoRSETIm OUTside VOUr oraan




"Follow-up".
The Follow-up section is divided into three sections;

® Impact - Details of the impact on participants, national and transnational/international partners and the impact on an institutional and local
or regional level.

® Dissemination of Results in the Consortium - The activities carried out in order to share the results of the consortium and the target groups
of the dissemination activities.

® Evaluation - The activities carried out in order to assess whether the consortium has reached its objectives and results.

Roles

‘What are the roles e 0f each o 0 applicant/coordinator) in 1he actwvities of the consortium? Will the consornium cf will the

Individual member imatiius pRart 10 before. during and altes the mobisty Including on recogrition issises? Who is in charge of
selecting participants and taking measures concenming The particpation of d il i 5 dealing i deserib How o
you intend 10 cooperate y nd oshes refevant How will mons be put in place for P
during thes mobility periods? Wha will monitar the mobility programme and progress?
Lorem ipsum dolor £ amet, consectetur adipiscing el Aliquam v lum est. Cras thancus esy t morbi & clis 1 netus et
malesuada fames ac turpis egestas |
Follow-up
Please describe what will happen. after the end of you main activities
Impact
what is Empact on the participants and national and partners of ceganising mobility via this consortium s compared 10 the

ceganisanon by each mdrvidual HER

What is the expected impact of the consorium at the mstittional/organsational, local, regional, national andor intemational leveds?

Dissemination of Results of the Consortium

Which activities will vou caery 0ut in order 10 share the results of vour comsertium outside vour orasnisation and bainers? What will b the 1armet arues of vous dissemination

Once the fields has been completed, a green tick is indicated in the side menu.

Impact

What is the expecied mmpact s Ipants & and 1 I pareners of crganising mobility via this consortium as compared 10 the

ceganisation by each indvidual HER
Lo pauim dolor 5 consectelur Sdpecing eln Abquam fermerum vestibulum est Cras ihancus Pelientesque habaant morti Mishique Senecius e netus et
malesuada famses AC UMK egestas

What i sed Impact of the ¢ UM at the @ local, regional, national and/'or memational bevels?
Lesterm Ipsum dolor £ NeT, COMSACTETUN SdpisCing il Alquam lemmenum vestibulum est Cras ihoncus Pelerdesque hatmant morts INSTGUe SeNecTus ¢ netus et
malesuada fames ac WUpts egestas.

Dissemination of Results of the Consortium

e will you CARTY OUE In order 10 share the resulls of your consorium outside your crganisation and panners? What will be e tanet groups of yous dissemination
IpSUm dolod S0 BMeT, CoRSeCTetur SApEIcing el Ahquam fermermum vestibulum est Clas ihoncus PeBentesgue Rabaant mortd Histique SENecIus 1 netus et

malesuada Tames aC UIpts egestas.

Evaluation

Which activisies will you cary ous in order to assess whether, and 1o what extent, your consartium has reached its objectives and results? v
Loterm ipsurm dolor S8 amet, corsectetur saguscing el Alquam fermenturm tibuiun L Cras thoncus. erlesqu 1 SENECIUS &1 netus et
malesuada fames ac furpls egestas

Related articles

® Web Forms: KA108 Consortium Description

® Web Forms: KA108 Consortium Summary

® Web Forms KA108 Participating Organisations

® Web Forms Mobility Consortium

® Forms - Index - KA108 Accreditation of Higher Education Mobility Consortia

® \Web Forms Consortium



® Web Forms Introduction to Accreditation/Charter



Forms - Index - KA109 Vocational Education and Training
Mobility Charter

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

KA109 - Vocational Education and Training Mobility Charter General Specifics


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide
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Web Forms: KA109 Future Developments

Relevant for...

2018 onward KA1 - Learning Mobility of Individuals KA109 - Vocational Education and Training Mobility Charter

This section asks for your five year mobility plan and any new developments foreseen.

Information

While encoding the required information in your application form, make sure you read the textual information
provided in the form carefully. This will ensure you provide the correct information for the specific fields
/sections.

Quick steps

1 Click "Future Developments" in the side navigation.
2 Enter Amount of "Staff" and "Learners" for future years.
3 Provide information on mobilities funded by other national mobility schemes or own funds (if applicable).

Detailed steps

Steps



Click "Future Developments" in the side navigation.
To encode information on future developments, click Future Developments in the side navigation. The related screen opens.

You will find a table to encode the required information and a not mandatory free text field.

Call 2018 Round 1 KA1 - Learning Mobility of Individuals
Paticipat Organication “ caiieid
T Erasmus+ Foemid KA109-06380202 Deadine (Brussels Time) 17/05/2018 1200:00
Future Developments
How many mobilites do you phan to implement in the future years using funding granted under the VE
Year Staff Leamars
First Year I I
‘Second Year | I
I |
Founh Year | I
Fifth Year I I

Enter Amount of "Staff" and "Learners" for future years.

In the table, enter the number of Staff and Learners you want to implement in future years. The fields are marked green, once the information is
provided.

Future Developments

How many mobilities do you plan to implement in the future years using funding granted under the VET Mobility Charter?

Year Staff Learners
First Year I 0 I 45
Second Year I i I el
Third Year I o I %
Fourth Year I 20 I o
Fifth Year I 8 I 5

In case you are also planning to organise mobilities funded by other national mobility schemes or own funds, please provide information about the sources of
funding and the number of planned mobilities




Provide information on mobilities funded by other national mobility schemes or own funds (if
applicable).

If you plan to organise mobilities funded by other national mobility schemes or using your organisations own funds, please provide information
about the sources of funding and the number of planned mobilities in the available free text field under the list of Future Developments.

This field is not mandatory, and can also remain empty.

Future Developments is marked with a green check after all mandatory fields were updated. You can proceed with the next part of your
application.

18 Round 1 KA1

Leaning Mobilty of individuals
]

: m "
pating Orgonisations Erasmus+ Formid KA1 09-DE3BOZ02 Deadiin (Brussels Time) 17/05/2018 12.00.00

Internationalisation Strateqy

Future Developments

Mo many mobilsties 0o you plan to implement in the future years using funding granted under the VI

Year Suaff Learniers

I 10 I 45
First Year -
| |

Second Year
Tird Vear | 0 | &0
Fourth Year | =z | o
Fifth Year | o | 50

n Case you ace
funding ancl
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Web Forms: KA109 Internationalisation Strategy

Relevant for...

2018 onward KA1 - Learning Mobility of Individuals KA109 - Vocational Education and Training Mobility Charter

This section asks for the strategy for implementation of cooperation and networking projects at international level during at least the next five

years.
Information
While encoding the required information in your application form, make sure you read the textual information
provided in the form carefully. This will ensure you provide the correct information for the specific fields
/sections.

Quick steps

1 Access "Internationalisation Strategy" via the side navigation.

Detailed steps

Steps



Access "Internationalisation Strategy" via the side navigation.

Click Internationalisation Strategy in the side navigation. This screen of the application form is read only. The textual information displayed
provides you with details on specific documents to be attached to the application.

Those requested document(s) vary, if you are applying on behalf of a mobility consortium or not.

Englich @ =

L ommission
L
Call 2018 Round 1 KA1 - Learning Mobdety of indeiduais
H Fiae
Erasmus+ Foemild KA109-D63B0202 Deadine (Brussels Time) 17/05/2018 12:00:00
Future Developments
Annexes
Checklist Internationalisation Strategy

Guideln

You may find mare mformation and a dedicated pr

version 25,3 - 22/3/2018 - 1107

Englich @ =

Commission

Project Manageme R
miing Mobility of indec

Fasticipant H SOl 2018 Round ) KA - =
Erasmus+ Formid KA109-D63BD202 Deadline (Brussels Time) 17/05/2018 12:00:00

Future Developments
Annexes
Checklist Internationalisation Strategy

Guidelines

nalisation SHstegy for your ¢

national level during al beast 1w next five pears, and

ted practical guide on strategic Intenationalisation in VET by visiting the page of the VET Mobility Charter Call, hete

version 25,3 - 22/3/2018 - 1107

The red exclamation mark for the section will only change to a green check for completion after you uploaded the specifically required document
(s) under Annexes.

Context Annexes

total size is

DOWNLOAD DECLARATION OF HONCQUR

File Hame File Size (kB)
Follow-up
DeclarationtfHonour pdf #0
Future Dey i i e ]
Annas
B Annexes - “

Please attach the Ewropean Intermationalsation Swrategy

Shanng File Name File Size (kB)
European intemationalisation Suategy docx 12 ®
Euro nalisation Strategy pdf 139 @

ADD FILE

sibilines a5 defined in the Call for VET

ned ageeement berween £ach member and the CORSOMILM Cocrdinaser specifyng roles and respH

File Hame File Size (kB)
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Web Forms: KA109 Outcomes

Relevant for...

2018 onward KA1 - Learning Mobility of Individuals KA109 - Vocational Education and Training Mobility Charter

This section asks about learning outcomes and the impact of the past mobility projects on the organisations involved.

Information

While encoding the required information in your application form, make sure you read the textual information
provided in the form carefully. This will ensure you provide the correct information for the specific fields

/sections.

Quick steps

1 Click "Outcomes" in the side navigation.
2 Provide information on "Learning Outcomes".
3 Provide information on "Achievements".

Detailed steps

Steps



Click "Outcomes" in the side navigation.

To encode information on Learning Outcomes and Achievements, click Outcomes in the side navigation. The related screen opens. It consists of
the sections Learning Outcomes and Achievements.

I & Les

Outcomes

please also describe possibile changes and developments in your future practices.

Learning Outcomes

ted and managed?

How are the leaming agreements with pamicipants d

on appiies of plans 1o T in the recognition of patticipants’ leaming cutcomes, please explain how Memaranda of Understanding

d between the comper

L
Achievements a

the organisation at local, regional




Provide information on "Learning Outcomes".

Under Learning Outcomes you find two mandatory free text fields. The maximum amount of characters you can enter is 5000. After information
is entered, the fields are marked green.

Learning Outcomes

How are the learning ag: with drafted and

Please describe your practices for recognition and validation:

- Which Eurcpean or national i ertificares are used 1o recognise and validate the leaming outcomes of participants?
= What are the assessment procedures to ensure the validation and recognition of the learning outcomes of the participants?
- 15 the non-formal and infarmal experience also recognized? If yes how?

If your arganisation applies or plans 1o apply ECVET in the recognition of participants’ leaming outcomes, please explain how Memoranda of Understanding
will be between the comp bodies.

Learning Outcomes

How are the learning agreements with participants drafied and Mgl }

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam I'Mnrum vestibulum est. Cras thoncus. Pellentesque habitant morbi tristique senectus
e1 netus e1 malesuada fames ac urpls egestas. Sed quis tonor. Donec non ipsum. Maurts condimentum, odio nec pora iristique, ante negque malesuada
massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam
fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor

Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit a1 tellus. Donec et risus in ligula
eleifend consecteur.

Please describe your practices for recognition and validation:
Whic iff

or national are used 1 and validate the leaming outcomes of paricipanis?
- What are the assessment procedures 1o ensure the validation and recognition of the leaming outcomes of the participants?
- Is the nen-formal and Informal experience also recognized? If yes, how?

Lorerm ipsum dolor $it amet, consectetur ad) elit. Aliguam fi est. Cras rhoncus. Pellentesque habitant morbd tristique Senectus
1 NETys &1 malesuada fames ac Wrpls egestas. Sed quis tortor. Donec non Ipsum. Maurs condimentum, odio Nec pofta tristique, ante neque malesuada
massa, in dignissim eros velit at teflus. Donec et risus in ligula efeifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam
fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor

Donec non ipsum. Mauris condimentum, odia nec pona tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula
eleifend consectetur,

If your organisation applies or plans to apply ECVET In the recognition of participants’ leaming outcomes, please explain how Memaoranda of Understanding
will be established between the ¢ bodies

The application form will display warning messages, should you exceed to maximum amount of characters allowed in a field. You must correct
such entries.

Cras rhoncus. Pellentesque habitant morbi tristique senecius et netus et malesuada fames ac Turpls eq'esms.'SeG quls'lonu( Donec non Ipsum. Mauris

condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur. Lorem
i dolor sit amet, consectetur adipiscing el

[ MaxImUrm CRBracters allowed: S000. ACTual number: 5500 %




Provide information on "Achievements".

Under Achievements you have to provide the specific requested information in the available free text field. The maximum amount of characters
you can enter is 5000. After information is entered, the fields are marked green.

Achievements

What has been the impact of the past mobility projects on the organisations involved? What has been the impact outside the organisation at local, regional
andyor national levels?

Achievements

What has been the impact of the past mobility projects on the organisatl]  |involved? What has been the impact outside the organisation at local, reglonal
and/or national levels?

Lorem ipsum dolor sit amet, consectetur adipiscing elit, Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus
et netus et malesuada fames ac wrpls egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta wistique, ante neque malesuada
massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam
fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi wistique senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor
Donec non ipsum, Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula
eleifend consectetur

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est, Cras rhancus. Pellentesque habitant morbi tristique senectus
et netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada
massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam
fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor
Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit a1 tellus. Donec et risus in ligula
eleifend consectetur

Once all mandatory fields are filled in, the related menu item in the side navigation is marked with a green check. You can proceed to the next
part of your application.

l 8 Learning Outcomes B Achievements |

Outcomes

Where reltvant, please also describe possib

changes and developm

3 your future practices
Learning Outcomes

How are the learning agreemsents with participants drafted and managed?

Lorem ipsum dole sit amet, consectetir adipiscing en. Aliquam fermentum vestibulum est. Cras thoncus. Pellentesque habitant morbd Eristique senecius
1 netus ef malesiada fames ac wpis C 1100 iPSUM. Mauris condimentum, odio Rec PO TTistique, ante neque Malesuada
massa, in digy sectetur Lorem ipsum dolor St amet, consecterur adepiscing elit. Aliquam

fen bl THISTUE SENECTIS BT NETUS &1 MalesUata TAMes AC TUIDEs egestas. Sed quis 1onoe
Danec non ipsum. Maurls condementumn, odio nec porta tristique, ante néque malesuada massa, in

D your practices for 5 d valhdation
Which European of national instuments/certificaes are used 10 recognise and validate the leaming oucomes of participants?
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5 the non-formal and informal experience also zed? If yes, how?
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Achievements
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Web Forms: KA109 Past Activities

Relevant for...

2018 onward KA1 - Learning Mobility of Individuals KA109 - Vocational Education and Training Mobility Charter

This section asks for information and relevant contract numbers and titles about the mandatory 3 completed VET mobility projects completed

under the Lifelong Learning Programme or Erasmus+.

Information

While encoding the required information in your application form, make sure you read the textual information
provided in the form carefully. This will ensure you provide the correct information for the specific fields
/sections in your form.

Quick steps

1 Click "Past Activities" in the side navigation.
2 Enter "Project Number(s)" and "Project Title(s)".
3 Enter the required information on the past activities.

Detailed steps

Steps



Click "Past Activities" in the side navigation.

To encode information on the three mandatory, completed VET mobility projects, click Past Activities in the side navigation. The related screen
opens.

You see by default three rows displayed under Past Activities, it is here you have to provide the required data.

m Erasmus+ Formid

Past Activities

18 Round 1 KA1 - Learming Mabilty of indr
recational Education and Traming Mobil
CCCICA Deadiine (Brussels Time) 17/08/2018 12.00.00

Follow-up

Please provide mfarmation about the 1as1 thise VET mobility projects that your aeganization has completed under the Lifslang Le; Programme andor

s+

Future Developments

o Project Number Project Title

d above. Sums
wpact of thoze pr

4 of the pact mobiiny actities, the saristaction
has exparience in other types of mobility

Enter "Project Number(s)" and "Project Title(s)".

Provide the Project Number and related Project Title for the last three VET projects your organisation completed in the past. The fields are
marked green.

Via the ADD button you have the possibility to encode additional projects, if needed.

Past Activities

Please provide informartion about the last thrée VET mobility projects that your organisation has completed under the Lifelong Leaming Programme and/or
Erasmus+

1] Project Number Project Title

l I
2 a | |
I

1 A

3 A

ADD

Past Activities

Please provide infarmation about the last three VET mobility projects that your organisation has completed under the Lifelong Leaming Programme and/for

Erasmus+
1o Project Number Project Title
1 ] l 2014-1-PLOT-KAT 02-000413 | EI"&;I];:::W wendy w prakiycznym szkoleniu miodych =
2 ] l 2016-1-PLOT-KA116-022344 I Learner and staff mobility =
3 ] l 2016-1-FROT-KAT02-0383T1 I Empowering Agribusiness Training =




Enter the required information on the past activities.
In the second part of the Past Activities screen you have to specify the average number of participants in those past projects.

In the free text field underneath you have to provide information on type and target group of past activities, main outcomes and more. The
maximum characters allowed here is 5000.

The fields are marked green, after information was entered.

What was the average number of participants involved in these mobility projects per year?

Please describe the type and the target group of the activities mentioned above. Summarise the main outcomes of the past mobility activities, the satisfaction
of the participants, the recognition of competences and the impact of those previous projects. If your organisation has experience in other types of mobility
activities, please describe them:

What was the average number of participants involved in these mobility projects per year? v
I 100
Please describe the type and the target group of the activities mentioned above. Summarise The main outcomes of the past mobility activities, the satisfaction

of the participants, the recognition of competences and the impact of those prévious projects. If your organisation has experience in other types of mobility
activities, please describe them

Lorem Ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus
et netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada
massa, In dignissim eros velit at teflus. Donec et risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam
fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac wWrpis egestas. Sed quis tortor
Donec non ipsum. Mauris condimentum, edio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at teflus. Donec et risus in ligula
eleifend consectetur

Loremn ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus
et netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada
massa, In dignissim eros velit at teflus. Donec et risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam
fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac wurpis egestas. Sed quis 1ortor
Donex non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula
eleifend consectetur |

Once all mandatory fields are filled in, the related menu item in the side navigation is marked with a green check. You can proceed to the next
part of your application.

Past Activities

Please provide information about the last three VET mobility projects that your organisation has completed under the Lifelong Leasning Programme and/or

Erasmuse
(] Project Number Project Title
4 = I 20141-PLOI KA1 02000413 I Franciskee endy w prakTyc2nym sZkolena maodych =
Iryzjerow
2 = I 2016-1-PLOT-KAT 16022344 l Leaerer and stafl mobiay =
3 -] I 20161 FROT-KAT02-038371 I Empawering Agribusiness Training =
ADD

What was the average number of parlicipants invalved in These mobiny projects per year?

100

Please describe the type and the target group of the activities mentioned above. Summarise the main outcomes of the past mobility activities the satistaction
of the ipAnts, the recogninon of competences and th impact of hose previous Projects. [ your OFGANISATION Nas experience in athes types of mobility
fease describe them
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Web Forms KA120 Background

Relevant for...

2020 onward KA1 - Mobility of individuals KA120 - Erasmus accreditation

In this section of the application form you have to give comprehensive information about your organisation. Our example shows the Background
section in the application form of a 2020 KA120 - Erasmus Accreditation for Schools.

Take note

Questions or fields may vary depending on the accreditation field you are applying for.

Quick steps

1 Click on "Background" in the side menu.

2 Provide the "Type of organisation".

3 Provide the mobility consortium information (if applicable).
4 Provide additional information on your organisation.

5 Read and check the "Strategic Documents" section.

6 Background section marked complete.

Detailed steps

Steps



Click on "Background" in the side menu.

Click on the Background link in the side menu. The Background screen opens.

estion: Wi e

¢ of the entire organisation and

15 the oranization & public body?

g programmes relevant fo

made up of mutipe departments of gect

Provide the "Type of organisation"”.

If the Type of Organisation is not prefilled, select it from the available drop-down. Then, fill in the related additional information, including the
amount of learners, teaching staff and non-teaching staff. Certain fields and questions vary according to the type of organisation.

The foliowing is based on the lriked to your urnbes (D10
Is the oeganisation 8 public body? Is the organisation a non-profit?

Please choose the ceganisation type that best describes your organisation

( Type of Organisation

« Doesyourq Thefollowing C based on the linked to your ify riusmibser (0AD):

l | 15 the organisation s public bady? Is the organisation & non-profit?
Please choose the org type that best describes your org
e P e ~
| [7ye of organis

l il Training (tertiary level) .
Pleate descrine

« Are there d|

+ How

« If poss
I s agplication?

+ Whatisthe

relevant fof organisation
LI

Mumber of lead | Please desc
- Are f
+ How i5 the managem
Wumber of tead | = If possible, please |

ents in your org
n set up?
lude an orga art in the application annexes. This can help make your answer shorter and clearer

anisation? If yes, which ones are relevant for this applicatian?

& have

Humber of nar|

» What is1

i2e of your organisation in terms of number of leamers and staff? If your organdsation is made up of multiple departmen

tions, please only &

leamers and staff who are relevant fos ation. @
Number of leamers. | 500
Nismiber of teaching staff | 40
Number of non-teaching staff | 25

e J




Provide the mobility consortium information (if applicable).

If you have selected to apply on behalf of a mobility consortium in the Context section of the application form, you must provide information on
the consortium.

1. Select the consortium type from the available options by clicking the respective radio button.
Note: If you change your selection, you will be asked to confirm the change as all the answers given based on the previous selection will be
erased.

Which of these descriptions fits your mobility consortium the best? If more than one description seems appropriate, please choose the one that is the
most -mpnnalfi\tele-.-m fior your mobility

My Organies Is a resp le authority or  coondl body in the education system. Our objective s to promote and coordinate Erasmus
it our area of responsibility,
My’ jon is not a resp authority or a ¢ body in the education system, but an organisation with specific expertise in the
field. We wai share our expertise with other organisations in the consortium 1o help them join the Erasmus programme of organise new types

of activities

Our mobdity consortium is a group of ions with similar interests and experience that want to work together in specific thematic areas.

Our mobdlity consortium s a group of simiar organisations that find it difficult to join the programme individually and are putting resources
together to manage Erasmus activities in an easier and better way

A mobility consortium is a very flexible format, It can be permanently compesed of the same set of participating organisations, or the participating organisations may change from
time to time. This depends on the consortium's objectives, and the needs of the participating erganisations. For example, 3 mobility consortium whose objective is 1o involve new
organisations in the programme could change its composition often to bring in newcomers. On the other hand, a consortium dedicated to & specific themnatic area or one that is
made of organisations pooling their resources together to wark as a partnership will probably work in a more stable composition.

| ou are allowed and encouraged to organise your consortium in a way that best fits your ideas and needs, but you must make sure that your plan can be understood by the
A55E550rs reading your application. Please answer the following questions with that in mind

2. Provide all other required information in the available fields on topics such as the planned composition of your consortium. The information
to provide depends on the selected consortium type.

Flease describe the planned ¢ of your mobility o @ l}

= What kind of organisations do you plan 1o involve in your consortium?

« What kind of learning programmes are they offering?

» Why did you choose to work with these organisations?

« How many ofganisations do you expect will participate in your consortium?
= Do you expect that the composition will be changing over time?

What are |
leamers?

Please describe the planned composition of your mobility consortium

‘What kind of organisations do you plan to invobve in your consortium?
‘What kind of learning programmes ace thiy
why did you choase 10 work with these organisations?
How many organisations do you expect will participate in your consortium? b
Do you expect that the composition will be changing over time?

I Our consortium

15/
What sre the current needs of the organisations in your consortium (including your own g T How canth in the: be improved 10 benefit their
leamers? What are the most important challenges they are facing? Please illustrate your answers with concrete examples.

| The benefits of
18/4000



Provide additional information on your organisation.

Complete all other required information in the form.
One of the questions to answer is about any previous participation in any Erasmus+ mobility or partnership project.

1. Select Yes or No from the available drop-down.
. Selecting Yes will display a summary of your previous participation as an applicant and/or partner/consortium member per action type.
3. You must also check the box to agree that the National Agency can use the information about your organisation’s previous participation to
assess its capacity to implement activities under this accreditation, as specified in the call for proposals.
Non-mandatory fields are also available for you to provide additional comments on any previous participation.

ou like to make any cor nmary of your organisation’s previous participation?

How did previous participation in Erasmus+ affect your organisation? What did you learn? What capacities did you develop?

Has your organw apphed for ™ ' e
@
b
As applicant s partier of conscrtium member
Action Type Number of project applications Mumber of granted projects Number of project applications Humiber of granted projects
E 1 1

et of prepect soplicatans M of granted projects Musmber of project applications Mumbes of granted propects

Read and check the "Strategic Documents" section.

In the Strategic Documents section you will find information on relevant strategic documents you can include to support your application.

Read this section carefully. Depending on the accreditation you apply for, you may find useful links to additional guidance documentation.
Strategic Documents

ease explain its
&1 answers to the

sment that you can include. The strateqy can be written

specifically fo can have a more general ¢

can give wseful context 1o explain your objectives in the programme, especially if you plan o

Strategic are not an obligatory part of your
apply for larger arounts of financial support or a large nuniber of p.




Background section marked complete.

Once all mandatory information is provided, the Background section in the side menu will display a green check. Continue to the next part of the
application form.

Context
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Erasmus Plan: Objectives
Erasmus Plan: Activities
Erasmus Plan: Quality Standards
Erasmus Plan: Management
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Checklist
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Sharing

Submission History
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Web Forms KA120 Erasmus Plan Activities

Relevant for...

Call Year Key Action m

2020 KA1 - Mobility of individuals

In this section of the application form you have to provide information on a broad planning for Activities you want to organise and participants you

want to support with Erasmus funds.

Our example shows the Activities section in the application form of a KA120 - Erasmus Accreditation for Schools.

Take note

Questions or fields may vary depending on the accreditation field you are applying for.

Quick steps

1 Click on "Erasmus Plan: Activities" in the side menu.
2 Enter information on the estimated number of learners and/or staff.
3 Provide information on the profiles of learners and/or staff.

4 Delete an activity.
5 "Erasmus Plan: Activities" marked complete.

Detailed steps

Steps



Click on "Erasmus Plan: Activities" in the side menu.

Click on the Erasmus Plan: Activities link in the side menu. The Erasmus Plan: Activities screen opens.

Erasmus Plan: Activities

YO e otimated rumber of leamers & @ Estimated number of staft

staff and leatners da you plan 19 involve? Please explain the reasons for your cholces and make sure 1o specily

Enter information on the estimated number of learners and/or staff.

In the displayed table you have to provide the estimated number of learners and/or staff for at least two years. The options depend on the field
(Adult, Schools or VET) of accreditation you apply for.

Note: The targets you propose here are not binding for your organisation, nor for the National Agency because the final number of implemented
activities may depend on various factors, including availability of funding.

To add more targets, click on the available ADD button and fill in the target numbers in the additional row that will open.

Erasmus Plan: Activities

In this section, you are asked spose & beoad planning for act

anISE &

opose here are not binding for your organisation, nar f; National Agency because the final number of implemented activities may depend on various factors,

Ye3  Extimated number of leamners & © Estimated number of stafl #

Vear | I

Erasmus Plan: Activities

" in this section, you are asked 10 propose a broad planning for activities you want 1o organise and participants you want 1o support with Erasmus funds.

pose here are not binding for your organisation, nor for the National Agency because the final number of implemented activities may depend on various factors,

availability of funding.

r proposal in

How many participants would you like to support with Erasmus funds? Please propose an estimation for at least two years.

Y:" [Estimated number of learners @ Estimated number of staff &
Year | o |

1 50 5

Year | = | =

o 65 1%




Provide information on the profiles of learners and/or staff.
At the bottom of the page you have to provide information on the learners and/or staff you plan to involve in the available free text field.

Howe many participants would you like to support with Erasmus funds? Please propose an estimation for at least two years

‘:" Estimated number of leamers & @ Estimated number of staff &

\I‘ral | 50 | 15 =
;ea: | 85 I 19 =
™ o [
ADD

What profiles of staff and learners do you plan to Involve? Please explain the reasons for your cholces and make sure to specify If you plan to Involve participants with fewer
opportunities

How many participants would you like to support with Erasmus funds? Please propose an estimation for at least two years.

vfar Estimated number of leamners & © Estimated number of staff &

L I 50 I 15

Year —

5 | 65 | 19 =

Year -
7 =

o [a [

ADD

les of staff and learners do you plan to involve? Please explain the reasons for your choices and make sure to specify if you plan to involve participants with fewer
opportunities.

I The profiles we plan to involve are |

40/3000

Delete an activity.

If you want to remove an objective, click on the contextual menu button and select Delete. Confirm the deletion by clicking Yes in the
confirmation pop-up.

Note: You have to provide estimates for a minimum of two years.

Hew marry participants would you like 1o support with Erasmus funds? Please propose an estimation for at beast two years.

T:ar Estimated number of leamers & @ Estimated number of staff &

Teur I 50 | 15 =
1

e | 65 | 19 =
Year - n

o e E

ADD




"Erasmus Plan: Activities" marked complete.

Once all mandatory information is provided for at least two years of activities, the Erasmus Plan: Activities section in the side menu will display a
green check. Continue to the next part of the application form.
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Web Forms KA120 Erasmus Plan Management

Relevant for...

2020 onward KA1 - Mobility of individuals KA120 - Erasmus+ Accreditation

In this section of the application form you have to explain how you plan to set up the management of Erasmus+ mobility activities within your
organisation to make sure their implementation is successful.

Take note

Questions or fields may vary depending on the accreditation field you are applying for.

Our example shows the Erasmus Plan: Management section in the application form of a KA120 - Erasmus Accreditation for Schools.

Quick steps

1 Click on "Erasmus Plan: Management" in the side menu.

2 Enter the required information under "Quality Standards Part I: Contributing to programme objectives".

3 Enter the required information under "Quality Standards Part Il: Good management of Erasmus mobility activities".

4 Enter the required information under "Quality Standards Part Ill: Providing quality and support to the participants".

5 Enter the required information under "Quality Standards Part IV: Sharing results and knowledge about the programme".
6 "Erasmus Plan: Management" marked complete.

Detailed steps

Steps



Click on "Erasmus Plan: Management" in the side menu.

Click on the Erasmus Plan: Management link in the side menu. The Erasmus Plan: Management screen opens. It consists of four sections:

. Quality Standards Part I: Contributing to programme objectives

. Quality Standards Part ll: Good management of Erasmus mobility activities

. Quality Standards Part lll: Providing quality and support to the participants

. Quality Standards Part IV: Sharing results and knowledge about the programme

A W N B

a7 Objectives
Erasmus Plar Activities

Erssmus Plan Quality Standards|

A Eraamus Plan Manggement

Annexes

Checklis!

Enter the required information under "Quality Standards Part I: Contributing to programme
objectives".
In the available fields of this section you have to provide information such as your contributions as an organisation or consortium contributions to

the programme objectives as described in the Quality Standards. Provide information on topics such as inclusion, environmental sustainability
and responsibility, virtual cooperation, virtual mobility and blended mobility and active participation in the network of Erasmus organisations.

Quality Standards Part I: C to objectives

_ Quality Standards Part I: Contributing to programme objectives




Enter the required information under "Quality Standards Part II: Good management of Erasmus
mobility activities".

In the available fields of this section you have to provide information on the coordination and supervision of the Erasmus+ activities.

@ 5 Part Il Good management of Erasmus mobility activities
I Quality Standards Part |- Good management of Erasmus mobility activities

Enter the required information under "Quality Standards Part IlI: Providing quality and support to the
participants”.

In the available field provide information on how you plan to divide specific tasks for implementation of Erasmus activities.

Enter the required information under "Quality Standards Part IV: Sharing results and knowledge
about the programme".

In the available field provide information on what your organisation/consortium will do to share the results of its activities and knowledge about
the programme.

Quality Standards Part IV: Sharing results and kne the programme



"Erasmus Plan: Management" marked complete.

Once all mandatory information is provided the Erasmus Plan: Management section in the side menu will display a green check. Continue to the
next part of the application form.
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Web Forms KA120 Erasmus Plan Objectives

Relevant for...

2020 KA1 - Mobility of individuals KA120 - Erasmus Accreditation

In this section of the application form you have to provide information on the objectives your organisation wants to achieve by implementing
Erasmus activities. Our example shows the Erasmus Plan: Objectives section in the application form of a KA120 - Erasmus Accreditation for

Schools.

Take note

Questions or fields may vary depending on the accreditation field you are applying for.
Quick steps

1 Click "Erasmus Plan: Objectives" in the side menu.
2 Read the "Introduction" section carefully.

3 Describe your first objective.

4 Add additional objectives (if applicable).

5 Delete an objective.

6 "Erasmus Plan: Objectives" marked complete.

Detailed steps

Steps



Click "Erasmus Plan: Objectives" in the side menu.
Click on the Erasmus Plan: Objectives link in the side menu. The Erasmus Plan: Objectives screen opens. It consists of two sections:

® |ntroduction
® Objectives

Context

Applicant Organisation
Erasmus Plan: Objectives

A& Ermsmus Plan Obiectives

Introduction

What Is an Erasmus Plan?

How bong 15 the Erasmus accreditation valid?

Objectives

Please define

your arganisation wan

Read the "Introduction" section carefully.
The Introduction section provides valuable information on the following topics:

® What is an Erasmus Plan?
® What is a good Erasmus Plan? and
® How long is the Erasmus accreditation valid?

Read all the information carefully, as it can assist with the information to be filled in in the Objectives section.



Describe your first objective.

In the Objectives section of the screen, add the following information for your first objective in the dedicated fields:

® Title,
® Explanation,
® Timing,
® Measuring progress.
@ introduction | 4 Objectives
Objectives

Please define the objectives your organisation wants to achieve by implementing Erasmus activities

Your objectives should be concrete, realistic, and should represent a real benefit for your organisation. Make sure to link them 1o the needs of your organisation and its kearmers, If
you have attached any strategic documents in the ‘Background' section, you should malke sure that relevant abjectives from those documents ane transiated to your Erasmus Plan
in this section. If needed, you can repeat information from your earlier answers, o simply refer to them as part of your explanations for defined objectives

If your accreditation is approved, your progress towards achieving the Erasmus Plan objectives will form a part of the evaluation of Erasmus activities you implement. Therefore,
you néed to choose objectives that are passible to track and you need to explain how you aré going 10 evaluate your progress, You can specify between one and ten objectives

Please list your objectives below

Objective 1
Title

What do you want 1o achieve? I

Explanation

How is this objective linked with the needs and challenges you have explained in the l

section ‘Background'? /1000
Timing

When do you expect 1o see results for this objective? I

Measuring progress

How are you gaing to track and evaluate your progress on this objective? I

ADD

‘Who were the persons involved in defining your Erasmus Plan objectives? What kind of discussions or preparation took place?

072000

In addition, provide information on the persons involved in defining your Erasmus Plan objectives, in the dedicated field at the bottom of the
screen.

When all the fields are filled in, the Objectives section in the breadcrumb is marked with the green check.

Objectives

B introduction | & Objectives, ‘

Please define the objectives your organisation wants to achieve by implementing Erasmus activities

Your objectives should be concrete, realistic, and should represent a real benefit for your organisation. Make sure to link them 1o the needs of your organisation and its leamess. if
you have attached any stratégic documents in the “Background” section, you should make sure that relevant objectives from those documents are transiated to your Erasmus Plan
in this section. If needed, you can repeat information from your earlier answers, or simply refer to them as part of your explanations for defined objectives.

If your accreditation is approved, your progress towards achieving the Erasmus Plan objectives will form a part of the evaluation of Erasmus activities you implement. Therefore,
you need to choose objectives that are possible 1o track and you need 1o explain how you are gaing to evaluate your progress. You can specify between one and ten objectives.

Please list your objectives below.
Objective 1
Title

‘What do you wani to achieve? I Achievement 1: X000X

Explanation

=
Haw is this objective linked with the needs and challenges you have explained in the I Forthinwe.
section 'Background'?

17,1000
Timing
When do you expect to see results for this objective? I .
Measuring progress
Measuring is done via..
How are you going 1o track and evaluate your progress on this objective? e

ADD

Who were the persons involved in defining your Erasmus Plan objectives? What kind of discussions or preparation look place?

I Involved people: Mr. Mame SURNAME from XXX and Mrs. Name SURNAME from YYY

),




Add additional objectives (if applicable).
To add subsequent objectives, click on the ADD button. The subsection Objective 2 displays.

As with the first objective, provide all mandatory information in the available fields.

Please list your cbjectives below

Objective 1
Title

What do you want 1o achieve? I Achievernent 1 XXXXX

Explanation

How is this objective linked with the needs and challenges you have explained in the I For s we

section ‘Background'? 17,1000
Timing

When do you expect to see results for this objective? I n

Measuring progress

I Measuring is done via
How are you going 1o track and evaluate your progress on this objective?

25/1000
he persons involved in defining your Erasmus Plan objectives? What kind of discussions or preparation took place?

I =
Objective 2 =
Title
What do you want to achieve? I
Explanation
How I3 this objective linked with the needs and challenges you have explained in the I
section ‘Background™? 1000
Timing
When do you expect 1o see results for this objective? |
Measuring progress I
How are you going to track and evaluate your progress on this objective? P

. : J

ADD

Delete an objective.

If you want to remove an objective click on the contextual menu button and select Delete. Confirm the deletion by clicking Yes in the
confirmation pop-up.

Note: At least one objective must be filled in.

Objective 2

Title

chi nt 2 YYY
‘What do you want to achieve? I Achievment 2= YYYYY

Explanation
For " i
How is this objective linked with the needs and challenges you have explained in the | neiNs objective s
section ‘Background™? 24/1000
Timing
When do you expect to see results for this objective? | s

Howare ) Delete objective e

Are you sure you want to delete this obj




"Erasmus Plan: Objectives" marked complete.

Once all mandatory information is provided for all objectives (if you have provided more than one), the Erasmus Plan: Objectives section in the
side menu will display a green check. Continue to the next part of the application form.

Objectives

linked with the needs and chalienges you have explained in the

#
When do you expect 10 see resuls fof this objective? I

Measuring progress

Fhorey 08 yOu going 10 rack and evaluate your progress on this objectie?

Related articles

® Web Forms KA120 Erasmus Plan Activities

® Web Forms KA120 Erasmus Plan Management

® Web Forms KA120 Background

® Web Forms KA120 Erasmus Plan Objectives

® Web Forms KA120 Quality Standards and KA150 Youth Quality Standards
® Forms - Index - KA120 Erasmus Accreditation (Adult Education, School Education and Vocational Education and Training)
® Web Forms Checklist

® Web Forms Sharing an application

® Web Application Forms Guidelines

® Web Forms How to complete the form

® Web Forms Submitting an application

® Web Forms Annexes

® Web Forms Print PDF functionality

® Web Forms Home screen

® Web Forms Start the application



Web Forms KA120 Quality Standards and KA150 Youth
Quality Standards

Relevant for...

2020 KA1 - Mobility of individuals KA120 - Erasmus Accreditation

KA150 - Erasmus Accreditation for Youth

This page explains the steps to take to complete the Erasmus Plan: Quality Standards or Erasmus Plan: Youth Quality Standards section in the
application forms. Our example shows the Erasmus Plan: Quality Standards section in the application form of a 2020 KA120 - Erasmus
Accreditation for Schools application form.

Quick steps

1 Click on "Erasmus Plan: Quality Standards"/"Erasmus Plan: Youth Quality Standards" in the side menu.
2 Confirm your agreement to the outlined quality standards.
3 "Erasmus Plan: Quality Standards"/"Erasmus Plan: Youth Quality Standards" marked complete.

Detailed steps

Steps



Click on "Erasmus Plan: Quality Standards"/"Erasmus Plan: Youth Quality Standards" in the side menu.

Click on the Erasmus Plan: Quality Standards"/"Erasmus Plan: Youth Quality Standards link in the side menu. The respective Quality Standards
screen opens.

Read the information displayed on the standards carefully. They vary according to the key action and field of accreditation you have chosen.

qualtty standss

L Contributing to programme objectives

1. Good management of Erasmiis mobility activities
« Core tasks - keeping ownership of the activith
T

e fi

Confirm your agreement to the outlined quality standards.

Scroll down to the Subscribing to Erasmus quality standards section at the bottom of the page. Read the outlined statements carefully and
check the boxes to confirm your agreement.

[Subsnnb:ng to Erasmus quality s!andardsl

To apply for Erasmus accrodation, your arganisation mus
valid for & lorger period, your ceganisation's pert

bscribe o the En
ance in maintaining the Erasmus qu

dards and accept L d based on those standards. Since the Erasmus accreditation is
alzo influsnce how much funding you may receive in subsequent years.

Please read the following statements carefully and confiem your agreement
1 have read the above Erasmus quality standards 4

I understand and agree that Erasmaus quality

rdards will be used as part of the criteria for evaluation of the activities implemented under this accreditation 4, Tre f

tundd Subscribing to Erasmus quality standards
A The

To appéy for Erasmus accreditaticn, your organs n must subsc
alid for & longer period, your crganisation's performance

% the Erasmus accreditation i

1o the Erasmus quality standards and accept 10 be evaluated based on those standards.
mairnaning the Era s > influence how much funding you may receive in 5

Please read the foliowing statements carefully and confirm your agreement
I3 1 have read the above Erasmus qualty standards

31 understand and agree that Erasmus quality standards will be used as part of the criteria for tion of the activities impiemented ur

er this accreditation

understand and agree that the results of the evaluation based on these standards will form a part of critetia for decision on any

sequent grants under 1his




"Erasmus Plan: Quality Standards"/"Erasmus Plan: Youth Quality Standards" marked complete.

Once you confirm the outlined standards the Erasmus Plan: Quality Standards/Erasmus Plan: Youth Quality Standards section in the side menu
will display a green check. Continue to the next part of the application form.

Context

Applicant Organisation

Background

Erasmus Plan: Objectives

Erasmus Plan: Activities

Erasmus Plan: Quality Standards

g nus Plan: Management
Annexes

Checklist

Guidelines

Notifications

Sharing

Submission History

Related articles

® Web Forms KA120 Erasmus Plan Activities

® Web Forms KA120 Erasmus Plan Management

® Web Forms KA120 Background

® Web Forms KA120 Erasmus Plan Objectives

® Web Forms KA120 Quality Standards and KA150 Youth Quality Standards
® Forms - Index - KA120 Erasmus Accreditation (Adult Education, School Education and Vocational Education and Training)
® Web Forms Checklist

® \Web Forms Sharing an application

® Web Application Forms Guidelines

® Web Forms How to complete the form

® Web Forms Submitting an application

® Web Forms Annexes

® \Web Forms Print PDF functionality



® \Web Forms Home screen

® Web Forms Start the application



Web Forms Introduction to KA1 and KA3 projects

Relevant for...

Call Year Key Action

2018 KA1 - Learning Mobility of Individuals
2019 KA3 - Support for policy and reform
Introduction

The following pages describe the use of the Web Application Forms (further - application) for Key action 1 - Learning Mobilities of Individuals and
Key action 3 - Support for policy and reform in the Erasmus+ Programme.

The Erasmus+ Programme actions are managed by the National Agencies in the Programme Countries and the quality of your application will be
assessed against the award criteria specified in the Programme Guide. Make sure that you provide all the necessary information in your application
as this allows experts to assess all elements of each award criteria. More information can be found on the page Web Application Forms Guidelines.

The Web Application Forms are online applications and therefore need a fast and constant Internet connection. It is not possible to work offline with
the forms. They can be saved as a draft and can be completed at a later time.

Web Application Forms - Sections and Fields

Below is a brief outline of the various sections and fields within the Web Application Form for KA1 and KA3 applications. Please note that questions
or fields may vary depending on the key action of your application.

Guidelines Participating Organisations

Outlines the guideline This section asks for the
information about the
application for KA1
and KA3 projects.

information about the participating
organisation involved in the m
project. This may include applicant

and participating organisations or ﬂ
consortium members.

I -
[ L)
Project Description Activities
This section asks for Asks for information about the
information about the main activities of the project,
stages of the project. including the amount of EU grant

that you are requesting to
implement them.


https://webgate.ec.europa.eu/web-eforms/

Annexes

Where relevant
documents of the
project are attached
to complete the
application.

Funding Rules

UL

Checklist

This section helps you double-
check your application before
submission.

RIOR

For more details on specific funding for KA1 and KA3 projects, see the Erasmus Guide.

Related links


https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en

Forms - Index - KA101 School education staff mobility

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please

consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

KA101 - School education staff mobility General Specifics


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Application process for
Web Forms

Web Application Forms
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Web Forms Add
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Web Forms Add
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organisations

Web Forms Add
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organisation(s)

Web Forms Annexes
Web Forms Checklist
Web Forms Context

Web Forms Home
screen

Web Forms How to
complete the form

Web Forms
Participating
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Web Forms Pre Checks

Web Forms Print PDF
functionality

Web Forms Sharing an
application

Web Forms Start the
application

Web Forms Submitting
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How to use the
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Web Forms
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and KA3 projects

Web Forms Activities for
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KA102, KA104)

Web Forms Hosting Partner
Organisation

Web Forms Participants
(KA101, KA102, KA104,
KA109, KA116)

Web Forms Project
Management (KA101, KA102,
KA104, KA109)

Web Forms Special Costs
Web Forms: Activities

Web Forms: Budget Summary
KA1/KA3

Web Forms: Follow Up

Web Forms: Project Summary



Forms - Index - KA102 VET learner and staff mobility

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please

consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

KA102 - VET learner and staff mobility General Specifics


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Application process
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Web Application
Forms Guidelines

Web Forms Add
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Web Forms Add
associated persons
to organisations

Web Forms Add
participating
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Web Forms Annexes
Web Forms Checklist
Web Forms Context
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screen

Web Forms How to
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Web Forms
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Web Forms Pre
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Web Forms Print PDF
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Web Forms Sharing
an application
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application

Web Forms
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How to use the
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Web Forms Special Costs
Web Forms: Activities

Web Forms: Activities for KA102
- VET learner and staff mobility
projects

Web Forms: Budget Summary
KA1/KA3

Web Forms: Follow Up

Web Forms: Project Summary



Forms - Index - KA103 Higher education student and staff
mobility within Programme Countries

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please

consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

KA103 - Higher education student and staff mobility within General
Programme Countries

Specifics


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide
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Web Forms
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Web Forms Print
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Web Forms
Sharing an
application

Web Forms Start
the application

Web Forms
Submitting an
application

How to use the
Distance Band
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Web Forms
Introduction to
KA1 and KA3
projects

Web Forms Activities for KA103 Higher
education student and staff mobility
within Programme Countries

Web Forms Consortium
Web Forms Mobility Consortium

Web Forms: Activities



Web Forms Mobility Consortium

Relevant for...

Call Key Action

Year

2020 KA1 - Learning KA103 - Higher education student and staff mobility within
Mobility of Individuals Programme Countries

KA107 - Higher education student and staff mobility
between Programme and Partner Countries

Relevant for...

Higher education mobility consortium accreditations
How to add the mobility consortium

Menu Mobility Activities

Higher education mobility consortium accreditations

If you apply on behalf of a higher education mobility consortium, your consortium must be accredited with a higher education mobility
consortium accreditation (KA108 - Accreditation of Higher Education Mobility Consortia) before a grant agreement for the higher education
mobility project (KA103/KA107) can be signed.

In the drop-down box "Accreditation Reference", displayed in the Applicant Organisation section of the application form, you can see all the
relevant higher education mobility consortium accreditations (KA108) linked to your applicant Organisation ID, from which you must choose one
reference:

- The accreditation reference of your existing valid mobility consortium accreditations (KA108) from call 2018 or 2019;
- The Web Application ID of your submitted applications for mobility consortium accreditations (KA108) from call 2020. The Web Application ID
consists of the Call year and the Form ID, for example 2020-KA108-0D2E57ES5.

If the drop-down box Accreditation Reference is empty it means there are no valid higher education mobility consortium accreditations (KA108)
from Call 2018 or 2019 or submitted consortium accreditation applications (KA108) from Call 2020.

A warning message will display in the form. In such situation, you must create and submit a KA108 - Accreditation of Higher Education Mobility
Consortia application for the accreditation of the mobility consortium before the grant application (KA103). Once created and submitted, the Web
Application ID will be available in the drop-down box Accreditation Reference of the KA103 - Higher education student and staff mobility within
Programme Countries application.

Accreditation

Accreditation Type Accreditation Reference

Higher Education Mobility Consartium Accreditation | v

How to add the mobility consortium



In the section Application Organisation, select YES from the drop-down under: Are you applying on behalf of a mobility consortium?

Enter your organisations Organisation ID (to complete missing organisation details see Add Application organisation). Finally, in the section Accre
ditation, select the appropriate accreditation reference.

Go to section Application Organisation.

. Are you applying on behalf of a mobility consortium?: Yes
. Add Organisation ID for the applicant organisation

Select the Accreditation Reference

1.
2
3
4.

Context

ring

Submission History

Mability Consortium
rtium on which behalf you are spplying

Flense select an existing valid accreditation o

Accreditation

Aczreditation Type

Highes Edut

Moability Consortium

Please select an existing valid accreditation or a submitted accreditation application for the higher education mobility consortium on which behalf you are applying:

Accreditation

Accreditation Type Accreditation Reference

Higher Education Mobiity Consortium Accreditation

Aceraditation Reference from 2018 |::'_|> 2018-1-FROT-KA108-038591

COI‘ISOI[IUIT‘ Web Application |D for submitted accreditation request 2020 [::> 2020-KA108-536EB0FC

After the accreditation reference has been selected, the respective Consortium Members will display. All required information for those
organisations is filled in, as provided in the related accreditation.

Accreditation

Acereditation Type Acereditation Reference
Higher Education Mobdity Consortium Accreditation 2020-KA108-458415C3 v
Consortium Members
(8 * Organisation 1D $ Legal Name 2 Erasmus Code 5 Type of organisation &
1 -] E101880718 UNIVERSITE DE LILLE FLILLETO3 Higher education institution (ertiary level) =
i a E0ZZ52194 CFAl DE BRETAGNE Higher education institution (tertiary level) =
a 9 ™
Information

Please note that if you apply on behalf of a mobility consortium, the question on the Erasmus Policy
Statement will not be shown. If you see the Erasmus Policy Statement this means you have answered No to
the question Are you applying on behalf of a mobility consortium?




Menu Mobility Activities

Total Duration

You have to fill in the fields No. of Participants for each mobility activity and Total Duration with the numbers you request. "Total duration"
means the sum of all months and/or days of mobility activities for which you request funding.

A full month is defined as 30 days.

Zero-grant mobility activities

In case you request a certain number of additional mobilities as "zero-grants" (funded from other sources of funding than the Erasmus+
Programme), this should be specified in an annex attached to this application.

If you apply on behalf of a mobility consortium you should provide data on the requested number of participants (mobility activities and their
total duration) for the whole consortium.

Related Articles

® Web Forms Mobility Consortium

® Web Forms Consortium

® Web Forms: Activities

® Web Forms Activities for KA103 Higher education student and staff mobility within Programme Countries

Web Forms Activities for KA107 Higher education student and staff mobility between Programme and Partner Countries
® Forms - Index - KA103 Higher education student and staff mobility within Programme Countries

® Web Forms: KA107 Budget Summary

Forms - Index - KA107 Higher education student and staff mobility between Programme and Partner Countries

® Web Forms KA107 Partner Countries

® Web Forms: KA107 Introduction



Forms - Index - KA104 Adult education staff mobility

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please

consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

KA104 - Adult education staff mobility General Specifics


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Application process for
Web Forms

Web Application Forms
Guidelines

Web Forms Add
applicant organisation

Web Forms Add
associated persons to
organisations

Web Forms Add
participating
organisation(s)

Web Forms Annexes
Web Forms Checklist
Web Forms Context

Web Forms Home
screen

Web Forms How to
complete the form

Web Forms
Participating
Organisations

Web Forms Pre Checks

Web Forms Print PDF
functionality

Web Forms Sharing an
application

Web Forms Start the
application

Web Forms Submitting
an application

How to use the
Distance Band
Calculator

Web Forms
Introduction to KA1
and KA3 projects

Web Forms Activities for
KA104 Adult education staff
mobility

Web Forms Consortium

Web Forms European
Development Plan (KA101,
KA102, KA104)

Web Forms Hosting Partner
Organisation

Web Forms Participants
(KA101, KA102, KA104,
KA109, KA116)

Web Forms Project
Management (KA101, KA102,
KA104, KA109)

Web Forms Special Costs
Web Forms: Activities

Web Forms: Budget Summary
KA1/KA3

Web Forms: Project Summary



Forms - Index - KA105 Youth mobility

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

KA105 - Youth mobility General

m ® Application process for Web
Forms
LJ
.vﬁ'i
L AN
W
N’

® \Web Application Forms
Guidelines

® Web Forms Add applicant
organisation

B

® Web Forms Add associated
persons to organisations

® Web Forms Add participating
: organisation(s)

® Web Forms Annexes
® Web Forms Checklist
® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete
the form

® \Web Forms Participating
Organisations

® \Web Forms Pre Checks

® Web Forms Print PDF
functionality

® Web Forms Sharing an
application

® Web Forms Start the
application

® Web Forms Submitting an
application

® How to use the Distance Band
Calculator

® Web Forms Introduction to
KA1l and KA3 projects

Specifics

Web Forms: Activities

Web Forms: Activities for KA105
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Web Forms: Budget Summary
KA1/KA3

Web Forms: Follow Up
Web Forms: Preparation
Web Forms: Project Description

Web Forms: Project Summary


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide




Forms - Index - KA107 Higher education student and staff
mobility between Programme and Partner Countries

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please

consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

KA107 - Higher education student and staff mobility General

Specifics
between Programme and Partner Countries


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide
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Web Forms: KA107 Introduction

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

Call Key Action
Year
2020 KA1 - Learning Mobility of KA107 - Higher education student and staff mobility between Programme and Partner

Individuals countries

What is a Partner Country? Mobility between Programme and

Partner Countries

The Erasmus+ Programme /s designed to support Programme
Countries' efforts to efficiently use the potential of Europe’s

talent and social assets in a lifelong learning perspective, linking
support to formal, non-formal and informal learning throughout
the education, training and youth fields. The Programme also
enhances the opportunities for cooperation and mobility with
Partner Countries, notably in the fields of higher education and
youth.

A partner country is a country which does not participate fully in
the Erasmus+ Programme, but may take part (as partners or
applicants) in certain Actions of the Programme. The list of
Erasmus+ Partner Countries /s described in the Erasmus+
Programme Guide, in the section Who can participate in
the Erasmus+ Programme.

Erasmus+ Programme Guide; page 5 and Glossary

The budget available for mobility between Programme and
Partner Countries /s divided between different regions of the
world in 12 budgetary envelopes and the size of each
budgetary envelope is different. Further information on the
amounts available under each budgetary envelope is published
on the National Agencies' websites.

In general, the funds will have to be used in a geographically
balanced way. The EU has set a number of targets regarding
geographical balance and priorities that have to be attained at
FEuropean level over the whole duration of the programme (2014-
2020). The targets do not have to be attained by individual
higher education institutions, but National Agencies will take
these targets into account in order to allocate the available
budget. In addition, higher education institutions are
encouraged to work with partners in the poorest and least
developed Partner Countries.

Erasmus+ Programme Guide; page 41


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide
http://ec.europa.eu/programmes/erasmus-plus/
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en
http://ec.europa.eu/programmes/erasmus-plus/sites/erasmusplus2/files/erasmus-plus-programme-guide2_en.pdf
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en
https://ec.europa.eu/programmes/erasmus-plus/contact/national-agencies_en
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en

These are the geographical targets set for mobility between Programme and Partner Countries at EU level by 2020:

® With Developing Asia and Latin America, 25% of the funds should be used to organise mobility with the least developed countries of

the region. These countries are:
® For Asia: Afghanistan, Bangladesh, Cambodia, Laos, Nepal, Bhutan and Myanmar;
® For Latin America: Bolivia, El Salvador, Guatemala, Honduras and Nicaragua,
®  No more than 30% of the budget available for Asia should be spent on mobility with China and India;
®  And no more than 35 % available for Latin America on Brazil and Mexico.

For more details of the eligibility of Partner Countries, see Section A of the Erasmus+ Programme Guide. There will however be a few
exceptions for certain Programme Countries. Please check your National Agency's website.

Erasmus+ Programme Guide; Page 39

Information

Higher education institutions are free to apply for 100% staff mobility or 100% student mobility or
any combination thereof, provided this complies with any secondary criteria set by the National
Agency.

... Where the budget envelope for a particular Partner Region or Country Is limited, a National
Agency may choose to add one or more secondary criteria from the list below. In the event that a
National Agency chooses to use secondary criteria this decision will be communicated in advance of
the deadline, in particular on the National Agency’s website.

® The degree level (for example limiting applications to one or two cycles only - BA, MA or

PhD);
Privileging only staff or only student mobility;
Limiting the duration of mobility periods (for example limiting student mobility to 6 months,

or limiting staff mobility to 10 days).

Erasmus+ Programme Guide; Page 39



https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en
http://ec.europa.eu/programmes/erasmus-plus/sites/erasmusplus2/files/erasmus-plus-programme-guide2_en.pdf
http://ec.europa.eu/programmes/erasmus-plus/sites/erasmusplus2/files/erasmus-plus-programme-guide2_en.pdf

The Partner Countries section in Web Forms

In the Partner Countries section in Web Forms, create a list of the partner countries which you intend to work with.

Web Application Form

Next for each partner country, list the higher education institutions and/or host organisations for traineeships (if applicable) in that Partner
Country.

Web Application Form ‘ l
‘ Institutions l '

--- == Institution A ?l I

——— Institution B

Under the Quality Questions section, you will be asked to demonstrate the relevance of the planned mobilities, the quality of cooperation
agreements, the quality of the project design and its impact and dissemination.

@ Web Application Form

In the Main Activities section, the activity type should be selected and then the number of participants from one country to the other country
outlined.



Each group of participants coming from a particular country and going to a particular country will be indicated as a mobility flow where either one
of the countries must be the applicant and the other a partner country.

The activity flow details calculates the amount of the EU grant requested for that particular flow, based on the duration and the number of
participants for that particular activity type.

Web Application Form

Web Application Form

Related Articles

® Web Forms Mobility Consortium

® Web Forms Activities for KA107 Higher education student and staff mobility between Programme and Partner Countries
® Web Forms: KA107 Budget Summary

® Forms - Index - KA107 Higher education student and staff mobility between Programme and Partner Countries

® \Web Forms KA107 Partner Countries

® Web Forms: KA107 Introduction

® Web Forms Consortium

® Web Forms: Activities



Web Forms KA107 Partner Countries

Relevant for...

2020 KA1 - Learning Mobility of KA107 - Higher education student and staff mobility between Programme and
onward Individuals Partner countries

In this part of the application, you have to provide information about the Partner Countries with which you intend to work for KA107 - Higher
education student and staff mobility between Programme and Partner countries projects.

Eligible countries for the Erasmus+ Programme, including Partner Countries per region are available under the Online Programme Guide.

Quick steps

1 Click the "Partner Countries" tab in the side menu.
2 Add a Partner Country.
3 Add the "Partner Country details".
4 Select the "Partner Country".
5 Add the higher education "Institutions".
5.1 Deleting an "Institution".
6 Add a "Non-academic partner” (if applicable).
6.1 Delete a "Non-academic partner".
7 Answer the "Quality Questions".
8 Enter the "Main Activities".
9 The Partner Country "Budget".
10 Navigate back to the "Partner Countries" screen.
11 Add additional "Partner Country" (if applicable).
12 Edit or Delete a Partner Country.

Detailed steps

Steps


https://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-a/who-can-participate/eligible-countries_en

Click the "Partner Countries" tab in the side menu.

To add partner countries to your application, click the Partner Countries tab in the left side menu. The main screen opens, where you will list the cou

displayed.

VPR OIS AT | FTOUISITNTR LUTE | L DU | R | LIRS

Engisn (@
Efa sSmus+ Ap p | !C at[o ns LINKNOWN UNKNOWN (EAC- TRAINING-1 Ti@ec eutopa eu) +

(Call 2020 Round 1 KA1 - Learning Mobility of Indviduals

H WA107 - Higher edacation student and statf mability between Programme and Partner Countries
Erasmus+ Foermid KAT07-30376B88 Deadine (Brussels Time) 2020/02/05

Partner Countries

. s Country & Mumber of Organisations &

1 i Click heve & echl L
n L[

ADD PARTNER COUNTRY

version 4,112 - 16/10/2019 11:22

Add a Partner Country.

To add the first partner country, click on Click here to edit. The ADD PARTNER COUNTRY button can be used later on to add more countries, if neede

Partner Countries
N: -~ Country = Number of Organisations =
1 A 0 =

ADD PARTNER COUNTRY



Add the "Partner Country details".

The Partner Country Details screen opens. Here you will have to provide information on:

Partner Country: Drop-down to select the Partner Country.
Institutions: Provide details of the higher educational institutions from the partner country.
Non-academic partner: Provide details of receiving organisations in your country for incoming mobilities and in the Partner Country for outgoing
staff mobility. This option is not visible by default.

® Main Activities: Provide details of the various outgoing and incoming mobility activities for the Partner Country. Information on this section is ave
Activities for KA107 Higher education student and staff mobility between Programme and Partner Countries.

® Quality Questions: Provide information concerning the relevance of the planned mobilities, the quality of cooperation agreements, the quality of
impact and dissemination for the Partner Country.

The Budget section will display the automatically calculated budget for the entered main activites for the partner country. This section cannot be edit

I Partner Countries A Institutions & Non-academic partner A Main Activities Budget & Quality Questions |

Partner Country Details

Pariner Country

I %

Institutions q

Provide a list of the higher education institutions from the Partner country indicating their corresponding Organisation ID if one exists. To look for the Organisation 1D of
g ganisall please visit the O it system for E and Solidarity Corp. hitps./ec europa eu/research/participants/portal
fdesktop/en/organisations/register htmi

id Organisation |D Legal Name Email of Contact Person

ADD

Non-academic partner

Ale you going 1o work with Non-academic parners?

Main Activities

Please enter the different outgoing and incoming mobility activities for the Partner Country.

Be aware that each mobility project per Partner Country will be assessed separately.

Select the "Partner Country".
First, select the Partner Country from the drop-down. A country can only be selected once. If already selected. the country is no longer displayed in tl

Partner Country Details

[Partnér Country

| Russian Federation h]

Ly

R
Mozambaque
Myanemat

Namiba

Naury

Nepal

New Zealand
Nicaragua

Niges

Nigeria

Nuse

Pakstan

Paau

Paipcting

Panama

Papua New Guinea
Paraguay

Pery

Phippines

fomnpoein P



Add the higher education "Institutions".
After having selected the country, provide the higher education Institutions in that partner country that you want to work with.
Provide the following information:

® Organisation ID: The Organisation ID of the Institution; if it exists. Leave blank if the institution does not have an Organisation ID.
® |Legal Name: The legal name of the institution. This is filled in automatically if a valid Organisation ID has been entered.
® Email of Contact Person: The email of the contact person associated with the institution. This field may be filled in automatically, but can be adjt

Use the ADD button to add more institutions.

Important

If you are applying only for traineeships/staff mobility for the Partner country, the application will request that at least one institution is p
ovided in the form. In this case please fill in the Legal Name field "Not applicable" and in the Email of Contact Person field fill in the
email address of the applicant.

Institutions

Provide a list of the higher education institutions from the Partner country ind their ding O 1D if one exists. To look for the Organisation ID of
registered organisations please visit the Organisation Registration system for Erasmus+ and European Solidarity Corp. hitps./ec.europa eu/research/participants/portal
/desktop/en/organisations/register himl

L] Organisation ID Legal Name Emall of Contact Person
i |
ADD

Institutions :

Provide a list of the higher education institutions from the Partner country their cor 0 igation 1D if one exists. To look for the Onganisation 1D of
registered organisations please visit the O Registration system for E and o Corp. https:/fec.europa.ew/research/participants/portal
/desktop/en/organisations; registerhtmi

Id Organisation 1D Legal Name Email of Contact Person
1 | EB6392322 I AM. Prokhorov General Physics Institute of Russia test@mtest.iu
Institutions

Provide a list of the higher education instiwtions f
registered organisations please visit the Organt

the Pariner country indicating their correspond
ration system for Erasm

g Organisation ID if one exists. To look for the Organisation ID of
and Eurcpean Solidarity Corp.

https:/fec europa eu/research/participants/por forg ns/register htmi
4 Organisation 1D Legal Name Email of Contact Person
1 ] | E£6392322 I A M. Prokhorov General Physics Institute of Russia | test@test ®
2 = | l | Instiut XYZ | test@xyzv.ru ®

Deleting an "Institution".

In case you want to remove an institution from the list, click the X button and confirm the deletion.

Institutiol
Delete Institution X

Provide a lis ists. To look for the Organisation ID of
registered of
hitps:ffec ey

d lease note that all information you have entered fio Institution will be permanently ren i

1 ol ®

N Yes
2 I
1 1 T 9]
ADD

Add a "Non-academic partner" (if applicable).



Under the list of Institutions, a drop-down asking if you are going to work with Non-academic partners is displayed.
Select NO, if no such collaboration is planned. No further action is then required in this section of the screen.
Selecting YES will display the Non-Academic Partner section. You must provide the list of receiving organisations. Information to enter is:

® Organisation ID: The Organisation ID of the institution; if it exists. Leave blank if the institution does not have an Organisation ID.
® Legal Name: The legal name of the institution. This is filled in automatically if a valid Organisation ID has been entered.
® Email of Contact Person: The email of the contact person associated with the institution. This field may be filled in automatically, but can be adjt

Click the Add button to add the first institution to the list and enter the required details.

Non-academic partner

Are you going to work with Non-academic partners?

_

Ho

Yes

Non-academic partner

Are you going to work with Non-academic partners?

for student mobility for traineeships and this information is already available at the time of application, please provide a list of the receiving organisations

receiving organisations in your country for incoming mobilities and in the Partner Country for outgoing , their g Org:
1D if o s1s. You may pravide here available information for staff mobility involving non-academic To look for the O 1D of regi
s please visit the O g system for E and idarity Corp. Mtps./ec.europa.eu/ h/particip: P fdeskiop

Lagions/register. himl

Id Organisation ID Legal Name Email of Contact Person

As with the institutions, add the partners either with or without an Organisation ID.



Non-academic partner

Are you going to work with Non-academic partners?
I Yes

<

If you apply for student mobility for traineeships and this information is already available at the time of appllcatlon. please provide a list of the receiving oranrusahons
thedr

Specify the recelving organisations in your country for incoming mobilities and in the Partner cnunu'y for outgoing
1D if one exists. You may provide here available |n§onnal|un for staff mobility i i ions. To look for the O ion ID of
organisations please visit the Org; system for and idarity Corp. hitps.f/ec.europa.ew/ partici po P
rznforganlsalmmﬂegmermrr!
Id Organisation 1D Legal Name Email of Contact Person
1 I Foundation 123 I test@foundation-123.ru ®
ADD
Non-academic partner
Are you going to work with Non-academic partners?
I Yes v

If you apply for student mobility for traineeships and this information is already available at the time of application, please provide a list of the receiving organrmlons

Specify the recelving organisations in your country for incoming mobilities and in the Partner Country for wtqolnq il g their

1D if one exists. You may provide here e\rellable infermation far staff mability invelving d To look fw the O ion D of

organisations please visit the Organisat system for E and E: y Corp.

hitps:ifec.europa.eu/ P i o} gl htmi
14 Organisation ID Legal Name Email of Contact Person
1 -] | I Foundation 123 I test@foundation-123.ru @
2 A [ I E27923632 I Goethe-Institut Moskau I @
ADD

Non-academic partner

Are you going to work with Non-academic partners?
' Yes "

If you apply for student mobility for traineeships and this information is already available at the time of application, please provide a list of the receiving organisations.
Specify the receiving organisations in your country for incoming mobilities and in the Partner L‘uun[ry for outgoing mobilities, indicating their corresponding Organisation

1D if one exists. You may provide here available information for staff mobility invelving i i Ta look for the O 1D of regi
organisations please visit the Organisation Reqlslratlun system for Erasmus+ and European Solidarity Corp.
hitps:ifec.europa. [ (= B
Id Organisation ID Legal Name Email of Contact Person
1 -] I I Foundation 123 | test@foundation-123.ru
2 @ [ | E27923632 I Goethe-Institut Moskau | test@goethe-moskau.ru ] @
ADD

Delete a "Non-academic partner".

In case you want to remove a Non-academic partner from the list, click the X button and then confirm the deletion.

MNon-academic partner

Are you going to work with Non-academic partners?

I Yes .

Delete Institution X
If you ap| ide a list of the receiving o(ganlsatlcms.
Specify 1 their

1D if ane r the Organisation 1D of registered
organisa Are you sure you want to delete the Institution?

hitps:/fed

Please note that all information you have entered for this will be p I

Id fson

No
1 U

2 ] I E27923632 Goethe-institut Moskau | test@goethe-moskau.ru




Answer the "Quality Questions".

The Quality Questions section consists of a series of quality questions for the intended cooperating partner country. Here you are asked to demonstri
planned mobilities, the quality of cooperation agreements, the quality of the project design and its impact and dissemination.

® Relevance of the strategy: Free text field; provide information about why the planned mobility project is relevant to the internationalisation strat
of both the Programme and Partner Countries.

® Thematic Focus of the Partnership: Drop-down; choose a maximum of 3 subject areas that are relevant to the project with the Partner Country. (

on top of the drop-down. To remove a selected focus, click the X to remove it.

Quality of the cooperation arrangements: Free text field; provide information on the experience of similar projects with higher education institut

Quality of the project design and implementation: Free text field; outline the different phases of the mobility project and summarise information

participant selection or recognition of mobility periods.

® Impact and dissemination: Free text field; explain the desired impact of the mobility project on participants, beneficiaries, partner organisations
national levels.

The fields are marked green, once information is entered.

B Non-acadermss parimer Main Activities | B

Quality Questions
Plesse answer the following quality questions for the Partner Country

I refer 1o yout agher educatio
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Enter the "Main Activities".

In the Main Activities section, the list of activity types are displayed. Enter the different outgoing and incoming mobility activities for each of the Part
intend to cooperate.

To do this, see detailed information under Web Forms: KA107 - Activities.

Main Activities

Please enter the different outgoing and incoming mobility activities for the Partner Country.

Be aware that each mobility project per Partner Country will be assessed separately.

According to the Programme Guide short, first and second cycle outgoing student mobility (for studies and/or traineeships) to countries in regions 6,7, 8, 9, 10 and 11 are not
eligible.

Please enter the different mobility activities you intend to implement in your project

= 4 S % 2 X Total N* of 78
d = s Activity type & Total N° of Flows + Participants = Total Budget <+
Al 7 — 1 0 0.00 EUR =
ADD ACTIVITY

The Partner Country "Budget".

After activities were entered, the calculated Budget for the partner country is displayed. This information is read only. This section provides you with
and Individual Support grant you want to request for the activities planned for the specific partner country.

Budget

Navigate back to the "Partner Countries" screen.

Once all details for the partner country are entered, all sections in the top navigation are marked with a green check. Navigate back to the Partner C
using the breadcrumbs.

@ Institutions | € Mon-academic partner & Main Activities @ Budget & Quality Questions

Add additional "Partner Country" (if applicable).

When all the information has been filled in for the first partner country, a green check is displayed next to the record on the Partner Countries main s
number of organisations added for the country.

Click the ADD PARTNER COUNTRY button to add another partner country. A new row becomes available. Provide the required information in the same
the first partner country.



Partner Countries

. = Country 2 Number of Organisations &

1 -] Russian Federation i =
[1] 10w

ADD PART@%R COUNTRY

Partner Countries

“; s Country Number of Organisations =
1 Russian Federation 4 =
2 A ﬂﬂiﬁaﬂuﬂﬂ ¢ =
1] 0w o
ADD PARTNER COUNTRY

Partner Countries

Number of Organisations =

4 E Country =
1 -] Russian Federation 4 =
2 [+] Morocco 1=
] 0 v
ADD PARTNER COUNTRY

The Partner Countries section in the main navigation is marked with a green check once the first partner country information is completed.



Context

Applicant Organisation
Budget Summary
Annexes

Checklist

Guidelines

Notifications

Sharing

Submission History

Edit or Delete a Partner Country.
Should you need to make any changes or delete information for a partner country, use the Menu button in the list of Partner Countries.

Select Details to make adjustments or Delete to remove all information for this partner you already entered.

Partner Countries

i Country 2 Number of Organisations =

1 Russian Federation 4

2 [ ] Morocco

4 Detads

@ Dalete

ADD PARTNER COUNTRY

Related Articles

® Application process for Web Forms

® Forms - Index - KA107 Higher education student and staff mobility between Programme and Partner Countries

® Web Application Forms Guidelines

® Web Forms Activities for KA107 Higher education student and staff mobility between Programme and Partner Countries
® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations

® Web Forms Add participating organisation(s)

® Web Forms Annexes



Web Forms Checklist

Web Forms Consortium

Web Forms Context

Web Forms Home screen

Web Forms How to complete the form
Web Forms KA107 Partner Countries
Web Forms Mobility Consortium

Web Forms Participating Organisations
Web Forms Pre Checks

Web Forms Print PDF functionality
Web Forms Sharing an application

Web Forms Start the application



Web Forms: KA107 Budget Summary

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

call Year Key Action _

2018 KA1 - Learning Mobility of KA107 - Higher education student and staff mobility between Programme and Partner
onward Individuals countries

This section provides an overview of the budget of your project and EU grant requested. All calculations in the Web Application Forms are done in
the background.

You can find the detailed funding rules including the specific amounts per project section for KAl projects in the Erasmus+ Programme Guide contin
ued.

Quick steps

® Access the "Budget Summary" via the side menu.
® The Project "Budget Summary".
® The "Budget per Partner Country" table.

Detailed steps

Steps


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en

Access the "Budget Summary" via the side menu.

Click Budget Summary in the side menu. The budget summary screen opens, consisting of Budget Summary and Budget per Partner Country.
This part of your application is read-only and will provide you an easy to read overview of the budget details for your planned project.

Call 2018 Round 1 KAT - Lestning Mobility af indnviduals

KAV07 - Higher education student and siaff mobility between Programme and Partner countries
Formid KA107-C1148530 Deadline (Brussels Time) 01 Feb 2018 12.00.00

Guidelines.

Sharing

For further information please

it the Prograsmme G

far the overview of funding rules

Funds requested far the whobe project (s

cluding all Partn

Budget items
Travel
Indrvidual Suppon

Organisational Support

Grant

4415000 EUR

58336 00 EUR

12250.00 EUR

Tatal Gramt 114,736.00 EUR

Budget per Partner Country

Partner Country & Grant for travel and individual support &

Brazil SLITTO0EUR =
15rae 2822900 EUR =
Auztralia 21,880,00 EUR =

The Project "Budget Summary".

The first table provides you with the budget overview per project section. You will find the total amounts calculated for your planned Budget Items, si

® Travel: Contribution to the travel costs of participants, from their place of origin to the venue of the activity and return.

Individual Support: Costs directly linked to the subsistence of participants during the activity.

Organisational Support: Costs directly linked to the implementation of mobility activities (excluding subsistence for participants), including prep:
intercultural, linguistic), monitoring and support of participants during mobility, validation of learning outcomes, dissemination activities.

Total Grant: Total of grant spending of the above.

Budget Summary

For further information please consult the Programme Guide for the overview of funding rules

Funds requested for the whole project [:I‘,E|Udlnq all Partner Couniries)

Budget items Grant

Travel 4415000 EUR

Individual Suppart 58.336.00 EUR

Organisational Suppon 12.250.00 EUR

Total Grant 114,736.00 EUR




The "Budget per Partner Country" table.

The Budget per Partner Country table displays the list of partner countries entered under Partner Countries and the Grant for travel and individual s

Clicking on the Partner Country will open the Budget for Partner Country (XXX) screen. Here you will find the list of Activities planned for this countr
Individual Support and Grant details for each activity.

The Totals for all activities is also displayed. No changes can be made here. All details are read only.

Budget per Partner Country

Partner Country = Grant for travel and individual support

52.377.00 EUR

28,229.00 EUR

21.880.00 EUR -
Summary
Budget for Partner Country (Brazil)

{1 Activity Type = Travel 3 Individual Support = Grant %

Al I:iE-STA-? - Staff mobility for Teaching To/From Partner 4500.00 EUR 2.379.00 EUR 6,879.00 EUR
Countries

A2 HE-SMS-T - Student mobility for Studies To/From Pariner 18.000.00 EUR 27 498 00 EUR 45,498.00 EUR
Countries

Toral 22,500.00 EUR 29,877.00 EUR 52,377.00 EUR

From the Budget for Partner Country (XXX) screen you can easily navigate back to the Budget Summary screen via the top navigation.

Budget Summary
for Partner Country (Brazil)

{1 Activity Type = Travel = Individual Support = Grant =

i HE-STA-T - Staff mobility for Teaching To/From Partner 450000 EUR 2.379.00 EUR 6,879.00 EUR
Countries

a2 ggusr:r‘i: - Student mobility for Studies To/From Partner 18,000.00 EUR 27 408.00 EUR 45.408.00 EUR

Total 22 500.00 EUR 29,877.00 EUR 52,377.00 EUR

Related Articles

® Web Forms Mobility Consortium

® Web Forms Activities for KA107 Higher education student and staff mobility between Programme and Partner Countries

® Web Forms: KA107 Budget Summary

Forms - Index - KA107 Higher education student and staff mobility between Programme and Partner Countries
® Web Forms KA107 Partner Countries

® Web Forms: KA107 Introduction

® Web Forms Consortium

® Web Forms: Activities


https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=229938273

Forms - Index - KA116 VET learner and staff mobility with VET
mobility charter

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please

consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

KA116 - VET learner and staff mobility with VET mobility charter General Specifics


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Application
process for Web
Forms

Web Application
Forms Guidelines

Web Forms Add
applicant
organisation

Web Forms Add
associated
persons to
organisations

Web Forms Add
participating
organisation(s)

Web Forms
Annexes

Web Forms
Checklist

Web Forms
Context

Web Forms Home

screen

Web Forms How
to complete the
form

Web Forms
Participating
Organisations

Web Forms Pre
Checks

Web Forms Print
PDF functionality

Web Forms
Sharing an
application

Web Forms Start
the application

Web Forms
Submitting an
application

How to use the
Distance Band
Calculator

Web Forms
Introduction to
KA1 and KA3
projects

Web Forms Activities for KA116
VET learner and staff mobility with
VET mobility charter

Web Forms Consortium

Web Forms Hosting Partner
Organisation

Web Forms Linguistic Support
(KA102, KA116)

Web Forms Participants (KA101,
KA102, KA104, KA109, KA116)

Web Forms Special Costs
Web Forms: Activities

Web Forms: Budget Summary KA1
/KA3

Web Forms: Project Summary



Forms - Index - KA347 Youth Dialogue Projects

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

KA347 - Youth Dialogue Projects General

= ® Application process for Web Forms
KA347 op P
® \Web Application Forms Guidelines
0 ® \Web Forms Add applicant
organisation
® Web Forms Add associated persons
@ ‘ l - to organisations
® Web Forms Add participating
, organisation(s)
-' ; ® \Web Forms Annexes

® Web Forms Checklist

® Web Forms Context
® Web Forms Home screen

® Web Forms How to complete the
form

® Web Forms Participating
Organisations

® Web Forms Pre Checks

® Web Forms Print PDF functionality
® Web Forms Sharing an application
® \Web Forms Start the application

® Web Forms Submitting an
application

® How to use the Distance Band
Calculator

® Web Forms Introduction to KA1 and
KA3 projects

Specifics

Web Forms: Activities

Web Forms: Budget
Summary KA1/KA3

Web Forms: Follow Up

Web Forms: KA347
Introduction

Web Forms: KA347
Participants' Profile

Web Forms: Preparation

Web Forms: Project
Description

Web Forms: Project
Summary


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Web Forms: KA347 Introduction

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During

this

period, you may still see references to URF and the PIC in some pages and graphics. Please

consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Rel

Relevant for...

Youth Dialogue Projects

Activities supported

General eligibility criteria for Youth Dialogue projects
How to apply

evant for...

call vear Key Action _

2020 KA3 - Support for policy reform KA347 - Youth Dialogue Projects

Youth Dialogue Projects

This Action promotes the active participation of young people in democratic
life and fosters debate around topics centred on the themes and priorities

set under the EU Youth Strategy, in particular with regards to the Youth Goals,

and its dialogue mechanisms. Dialogue mechanisms are structured around ( o
priorities and timing and foresee events where young people discuss the

agreed themes among themselves and with policy-makers, youth experts

and representatives of public authorities in charge of youth in order to obtain =
results which are useful for policy-making. 0 ‘ -

Youth Dialogue projects can take the form of meetings, conferences, consultations i A7
and events. These events promote the active participation of young people in
democratic life in Europe and their interaction with decision-makers. As a concrete
result of these events, young people are able to make their voice heard (through
the formulation of positions, proposals and recommendations) on how youth
policies should be shaped and implemented in Europe.

A Youth Dialogue project has three phases:

® planning and preparation;
® mplementation of the activities,
® evaluation (including reflection on a possible follow-up).

Source: Part B - Information about the actions covered by this guide > Three Key Actions > Key Action 3 Support for policy reform > Youth
Dialogue projects

Activities supported


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide
https://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-b/three-key-actions/key-action-3/structured-dialogue_en
https://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-b/three-key-actions/key-action-3/structured-dialogue_en

Under this Action, a project can comprise one or more of General e||g|b|||ty Crlterla for Youth

the following activities:

® national meetings and transnational D | a I o) g ue p roj e CtS

/international seminars that offer space for
information, debate and active participation of
young people - in dialogue with youth decision-
makers - on issues which are relevant to the EU
Youth Strategy and its Dialogue mechanisms;

Eligible participating organisations

A participating organisation can be:

® national meetings and transnational seminars ® 3 non-profit organisation,
that prepare the ground for the official Youth association, NGO,
Conferences organised during each semester by ®  EFuropean Youth NGO;
the Member State holding the turn of ® 2 public body at local or regional
Presidency of the European Union, level;
® events that promote debates and information
on youth policy themes linked to the activities established in a Programme Country or in a Partner
organised during the European Youth Week; Country nefghbouring the EU (regions 1 to 4, see section
® consultations of young people, with a view "Eligible Countries" in Part A of this Guide). Organisations
to find out their needs on matters relating to from eligible Partner Countries can only take part in the
participation in democratic life (online project as partners (not as applicants).

consultations, opinion polls, etc.);
® meetings and seminars, information
events or debates between young people and

o Who can apply?
decision-makers/youth experts around the
themme of participation in democratic ife; Any participating organisation established in a
® events simulating the functioning of the Programme Country can be the applicant. In case of
democratic institutions and the roles of decision- projects realised by two or more participating
makers within these institutions. organisations, one of the organisations applies on behalf

of all participating organisations involved in the project.

The activities are led by young people; the young

participants must be actively involved in all the stages of

the project, from preparation to follow-up. Non-formal Number of participating organisations
learning principles and practices are reflected

throughout the implementation project. Transnational/international meetings: the activity must

involve at least two participating organisations
The following activities are not eligible for grants under from at least two different countries, of which at least
this Action. statutory meetings of organisations or one Is a Programme Country.
networks of organisations; politically influenced events.

National meetings: the activity involves at least one

organisation from a Programme Country.
Source: Part B - Information about the actions covered by this guide >

Three Key Actions > Key Action 3: Support for policy reform > Youth

Dialogue projects . .
Duration of project

®  from 3 to 24 months.

Eligible participants

® Young participants: young people aged betw
een 13 and 30 resident in the countries
involved in the project.

® Decision-makers. if the project foresees the
participation of decision-makers or experts in
the youth policy field, these participants can be
Iinvolved regardless of their age and
geographical provenance.

Number of participants

®  Minimum 30 young participants must be
involved in the project.

®  Participants from the country of the receiving
organisation must be involved in each activity.


https://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-b/three-key-actions/key-action-3/structured-dialogue_en
https://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-b/three-key-actions/key-action-3/structured-dialogue_en
https://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-b/three-key-actions/key-action-3/structured-dialogue_en

Source: Part B - Information about the actions covered by this guide >

Three Key Actions > Key Action 3: Support for policy reform > Youth
Dialogue projects

Take note

Additional, detailed information for KA347 - Youth Dialogue projects regarding the eligibility criteria,

organisations, assessment criteria, funding and more is available for you in the Erasmus+ Programme Guide,
Page 193ff

How to apply


https://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-b/three-key-actions/key-action-3/structured-dialogue_en
https://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-b/three-key-actions/key-action-3/structured-dialogue_en
https://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-b/three-key-actions/key-action-3/structured-dialogue_en
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en

Web Forms: KA347 Participants' Profile

Relevant for...

2017 onward KA3 - Support for policy reform KA347 - Dialogue between young people and policy makers projects

This section of the application asks for specific information about the Participants of the project.

Take note

Questions or fields may vary depending on the action and call year you apply for. Please read the on-screen
information carefully to complete the relevant fields and sections.

Quick steps

1 Click "Participants' Profile" in the side menu.

2 Enter the "Participants' Profile".

3 Select "Participants' with Fewer Opportunities".
4 Provide information on "Learning Outcomes".

Detailed steps

Steps

Click "Participants' Profile" in the side menu.

In the next step of your application you have to provide information on the Participants' Profile. Click the Participants' Profile option in the side
menu.

In this section you have to provide information on:

Background of the participants involved

General information on the age of participants and gender balance
Participants with Fewer Opportunities and

Learning Outcomes
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Participants’ Profile
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Participants with Fewer Opportunities

Dt yenst popect Evvishee (AT aants [acing wiustiony, That make fheis Stcpation i Be activars more dillieul!?

Learning Outcomes

Enter the "Participants' Profile".
The first information needed are Background of the participants involved and General information on the age of participants and gender balance.

Those fields are free text. Once information is entered, the fields are marked in green.

-] Profile | A Paticip: with Fewer iy g

Participants’ Profile

Piease describe the background of the participants invoived (including dectsion makers/experts, if rebevant) and how these participants have been or will be selected

Background nformation

Please provide general the age of i describe how you will ensure gender balance in the main activities carmied out in your project

We are looking for

Select "Participants' with Fewer Opportunities".
This information is to be selected from a drop down. Possible answers are YES or NO.

If you select YES, more fields will become active.

|Panicipants with Fewer Opportunitiesl

Does your profect involve pariicipants facing situations that make their participation in the activities more difficulr?

Enter the amount of participants with fewer opportunities. Select the types of situation from the drop down menu.



Participants with Fewer Opportunities

Does yoar project involve participants facing situations thai make their panicipatson in the activities more difficuit?

=]

Im

How many (out of the id fail o this category?

Which types of situations are thess participants facing?

I Select sHuations -

Q x
| Cultursd differences

Desability
,  Economic obstacies sl ks snd attidee/mal - d db i your project?
Educational difficubties
Gengraphical abstacles
Heafth problems
Refugees

L) + the use of instuments/certificates like Ewropass, ECVET and Youthpass 1o validate the competences acquired by the participants during their experiences.
¢ Social obstackes of such Euopean if £, which ones?

Once all information is entered / selected, the fields are marked in green.

Participants with Fewer Opportunities

Does your project involve participants facing siuations that make their participation in the activities more difficult?
[ Yes |

L=
How many participants (out of the total number) would fall into this category?

[

Which Types of situations are these participants facing?
Disability
Econamic obstacles.

t Sedect situations -

Provide information on "Learning Outcomes".
In the last part of the Participants' Profile section you have to provide information on the required Learning Outcomes.

You have mostly free text fields available.

Learning Outcomes
Which e , skills and are 1o be by In your praject?
The Erasmus+ Programme the use of i ke Eurcpass, ECVET and Youthpass to validate th acquired by the d h
anroad. Will your project such Ex I 50 which anes?
Select inswruments/cenificares. b
Ar i 10 use any enificate? if so, which one?
How will you use the Strum ate(s] selected? How will you ensure an awareness and reflection of the participants on their lsaming process and competences
the project? 10 include ‘that support reflection and documentation of the leaming cutcomes in the daily timetable of each actiity.

The field Select instruments/certificates is once more a drop down, from which you can select the applicable options.

The Erasmus+ Programme promotes the use of mstruments/cenificates like Evropass, ECVET and Youthpass 1o validate th ed by the
abroad Will yous project make use of such European instruments/cenificates? if so, which ones?

Europass Certificate Supplement
Youthpass Centificate

Select instruments/cerificates -

Europass Curriculum Vitae (CV)

Eutopass Diploma Supplement

8 Lingumge Pasioier v ill you ensure an awareness and refl i the on their

Europass Mobiliry Document sfection and documentation of the kearning outcomes in the dadly timetable of each activity,
The Eumpe Education and /ET)

Once all details are provided, fields are marked green and the sections are marked with a green check.

The Participants' Profile tab in the side menu is also marked with a green check.
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Related articles

® Forms - Index - KA347 Youth Dialogue Projects
® \Web Forms: Activities

® Web Forms: Budget Summary KA1/KA3

® Web Forms: Follow Up

® Web Forms: KA347 Introduction

® Web Forms: KA347 Participants' Profile

® Web Forms: Preparation

® Web Forms: Project Description

® Web Forms: Project Summary



Web Forms: Activities

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

call Year Key fAction _

2018 KA1 - Learning Mobility of Individuals KA103 - Higher education student and staff mobility within Programme Countries
KA105 - Youth mobility

KA125 - Volunteering Projects

KA3 - Support for policy reform KA347 - Dialogue between young people and policy makers

2019 KA1 - Learning Mobility of Individuals KA101 - School education staff mobility
KA102 - VET learner and staff mobility
KA103 - Higher education student and staff mobility within Programme Countries
KA104 - Adult education staff mobility
KA105 - Youth mobility

KA116 - VET learner and staff mobility with VET mobility charter

KA3 - Support for policy reform KA347 - Dialogue between young people and policy makers

® Relevant for...
® Activity Process Explained
® How to do this in the tools

Within the Erasmus+ programme and based on the specific key action, activities play a definitive part of the participating organisations' project.
An activity type can vary from the mobility of participants to learning or training events and meetings.

Participating organisations are those organisations, institutions, bodies organizing activities supported by the Erasmus+ Programme and participa
nts are those individuals (students, trainees, apprentices, pupils, adult learners, young people, volunteers, or professors, teachers, trainers, youth
workers, professionals in the field of education, training, youth and sport, etc.) involved in activities organised by the participating organisations.

Activity Process Explained

Scenario Illustration


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

1. In the application form, you will complete the details of the planned
project. Depending on the type of the project (key action), the activities
may vary. For each type of key action the activities types are predefined
and your organisation's planned activities must be completed within the
constraints of the selected activities.

2. For example, you may wish to send 5 students from Ireland to France and
2 staff members from Ireland to Germany. In the form, depending on the
key action, this may refer to two different activity types, such as student
mobility and staff mobility. In the application form, the activity type has to
be selected and then the number of participants from one country to the
other country outlined. Each group of participants coming from a
particular country and going to a particular country will be indicated as an
activity flow.

3. The activity flow or travel details may include:

Country of origin

Country of destination

City of Venue

Start and End dates

Participant numbers and support (if needed)
Special Needs and Exceptional Costs (if applicable)

4. | The applicant may add additional flows for different activities types or add
additional flows for the same activity types already entered, with different
details (different countries, different dates etc.)



How to do this in the tools




Web Forms Activities for KA101 School education staff
mobility

Relevant for...

2019 KA1 - Mobility of individuals KA101 - School education staff mobility

In this part of the application, you will encode information about the main activities of the project, including the amount of EU grant you are
requesting to implement them. This page here explains how to do this for KA101 - School education staff Mobility applications.

Take note

Questions or fields may vary depending on the action you apply for. Please read the on-screen information
carefully to complete the relevant fields and sections.

Quick steps

1 Click the "Activities" tab in the side menu.
2 Provide details of "Main Activities".
3 Encode activities under "List of Activities".
3.1 Access the "Activity Details".
3.2 Provide the "Number of participants" information.
3.3 Provide the "Individual Support" information.
3.4 Request individual support for accompanying persons (if applicable).
3.5 Update the "Travel" section.
3.6 Request "Exceptional costs for expensive travel" (if applicable).
3.7 The "Budget Summary" section.
3.8 Update the "Course Fees" (if applicable).
4 Navigate back to the Activities main screen.
4.1 Update or remove data from an encoded activity.
5 Update the next activity (if applicable).
6 "Organisational Support".

Detailed steps

Steps

Click the "Activities" tab in the side menu.
To add activities to your application, click the Activities tab in the left side menu. The activities main screen opens.

Here you find three sections: Activities Description, List of Activities and Organisational Support.



Call 201S Bound 1 KA1 - Lesming Loty of gt ~
m KA St e st ey
Erasmus+ Farmd KA1G1-30ADES Dandine (Brmeely Tame) S5OL3008 120090

Activities

T LT T T T L L rm————y
e Srments, and ok shadowing

Activities Description &

it criir 8 dummmans F s malty actimtars Ty blan b Grgsese. fchiding Uir Cortent these a5ttir shinkd S 859 an PRlmated e mhen e et actnted wil tae slace

ea00e

rees e et and schee the goas &
[P

 Buropear Deviooment Flan” e sachouler slense ersien hom you srgararton i shegabs the comsetmens

' ol of yoar met
TR S U S ——

St 0nd Towe} e
72 oy TV M
by

List of Activilies

Provide details of "Main Activities".

In the free text fields under Activities Description provide the required information on the planned activities. Once the information is entered,
the fields are marked green.

& Actisiies Descripion | & Usiof Actwmies | (8 Orgesisationsl Suppan

Activities

When answeriee e felming Sortient, pleate make sue 13 nekuse o
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Activities Description
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Encode activities under "List of Activities".

In the List of Activities section, at least one activity must be encoded and all mandatory fields for at least one activity have to be provided. All
activities in the list are marked with the green check by default, even if no specific information is yet encoded. All displayed values in the table
display "0".



List of Activities

The table below presents all of the different types of activities you can snply for. To submit a valid application, you need 1o request at least one activity from this kst. To request funding for & specific activity, click on s
Iabel and introuce the needed information to calculste the requested grant. If you co not wish 1o request funding for & specific activity, leave the relevant values at Tero.

Total number of | AVErge duration Total numnber of

o s T Activity & ki per 9:-'::-:1 Aesompuinyig Requested Gramt 3
Al Job Shadowing o 0.00 o 0.00 EUR =
Az Structured Courses/ Training Events (] 0.00 o 0.00 EUR =
a3 Tesching sssignmens sbroad ] L8 ] oO00EWR | =
Total ] 0.00 ] 0.00 EUR

Please note that the aversge duration is based on the duration requested for individua! support in the details of particular sctivity.

Access the "Activity Details".

In our example the first activity we want to enter a Job Shadowing. We select Activity Details via the Menu button in the specific row.

List of Activities

The tatle below presents all of the different types of activities you can apply for To submit a valid apphcation, you need 10 request ot least one actiity from this kst. Ta request funding for & specific activry, click on s
lsbel and iroduce 1he peeded infoematicn 10 calculate the grant. i you 12 tequeat funding foe & specific actrvity, leave the relevan values ot 2o

- : Totalnumber s Averepe duration Total number of 2
L & Acuwiy § Particioants & et Participant Accompanying Requested Grant &
Ve (days) = Persons 2

n B ot Shadowing o 0.00 onvee [
A2 a Swuctured Courses/ Training Events L] 0.00 .

A3 B Tesching assigrments sbroad (1] 0.00 [ 0.00 EUR =
Total o o.00 o 0.00 EUR

The Activity Type Details screen opens, consisting of:

® Individual Support
® Travel and
® Budget Summary

Actrvities | List of Activities. I B mavisusl Suppont & Travel G Budget Su'!"urul

Job Shadowing Description

Please provide an estimate of the numbetr of participsens that will take part in this e of sctivites
All participants that will recesve Individusl Support or Travel gran from Erasmus+ should e included in the “number of panicipants requiring a grant”

In case you plan 16 inchude #30Mional Saticipants = the prcject, who will receive funding in & Séferert way, you FBY BpECHy them B8 “DRTCIoants not requiting & giant” information o BATCIDANTS Nt requRing & grant is
not coligatory

Fimally, please consider that sccompanying persons (e.g. assistants of persons with special needs or adults 8cCOMBARYing Minors) a8 ROt Considered to be particinants in leaming activites. Funding may be requessed
for sccompanying persces under Indridusl Suppert and Travel sections below, but plesse do Rot include them in numbers of participents specified in this section

Number of panicipants requiring a grant Number of paricipants not requinng 8 grant Tonal number of panicipams
| o | 0

Budget &

Please fill m e folloming sections 1o create an estmated indvual suppen snd ravel Sudget for thes Type of actins

Dueing oiciect ImElementation 31
DIGIECT My nOt be INceaned 18

e bt for specific activities and casegories of coms, as well a3 1 number of PATCipants and average Surution may be adjested. Howevr, I total budget reguested for the
#age

Individual Support

Provide the "Number of participants" information.

Please provide an estimate of the number of participants that will take part in this type of activities. By default, the values are set to "0".

Take note

Accompanying persons (e.g. assistants of persons with special needs or adults accompanying minors) are
not considered to be participating in learning activities and are specified in a separate section below. Please
do not include them when adding values in this section.



Job Shadowing Description

Phease provide an estimate of 1he numes: of padticipants a1 will 1ske past in this tyoe of acthemes
AN particiounts 1hat will rective Incividusl Suppen of Travel grans frem Erssmuse should be included in the “rumber of DEIEARTS Fequinng & grast”

In case you plan 1o inchade addnional participants in the project, who will receive funding in & different way, you may specsy them a3 *participants rot requiring 8 grant’, Infommaation on Paricipants Rot reguring & grant is
nat clgatory

Finally, please contider INat accompanying Derscns (e 9. Sssiztants of peiscna with &0 aduins e 10 be paricipants in leaming setries Funsng may be requrised
for accompanying persons under individual Support” and Travel sections below, but please do not include them in numbers of participents specified in this section.

[Nu.r.x-. of paricipants requiring & grant Mumber of participants not requining & grant

I ] o

I 1

] Tossl pumber of participans

Job Shadowing Description

Please provide an esomane of the number of pamcipants that will take par in this type of activities.
Al parvicipaets that well receive Ingividual Support o Travel grant from Erasmus+ should be inchuged in the “number of pasticipants reguiing a grant’

in case you plan 1o inchude acational particioants in The project, who will secetve funding in o different wy, you may specify Them a3 “Baticipants not fequiring & Gant”. nformation on Parcipents POt reguring & grant it
2o

Fnally, please consider that SCCOMBANYING persons (e . ssaisants of persces wath special needs of adults sccompanying minces) are mo1 conaidered 1o be BAMCIPaNTs in leaming sctvaies. Funsing may be reduested
flor sccompanying petsons under Indrridual Support and Trave! sectioms below. but please do not include them in Pumbers of participants specified in this section

|[u..mne< of pamcipants requirning 8 grant “umbes of participants not requinng a grant Total number of parcipants

Provide the "Individual Support" information.

Provide an estimate on the number of participants per Country Group that will take part in the activity. The available Tool Tips also provide
additional information to assist you.

Individual Support

Plense eatmate the duration of stay lor parmiciaants requnng an indsridusl supgort gram 1o calculate the requested Qiast

The requestes prant s esumated based o The aversge SUration snd numbes of CAMCDRSS. To 8 Cenan Extent, e aciusl UM of DATACIEANTS 80 dutston of SCTHSES My ChANgE dung the mplemestaton of the project. &1 the end of e
Brofect, s rewats it b ealured Sy experts based on the Sarprt fgures et here and the seoiects gverall sbjeciiers

The gramt s celculaned based on dady rates for Thiee 9iougs of countries & specibed in me Programme Gusde

Group 1: Denmark, Finland, iceland, ireland, Liechtensten, Lunembouwy. Karway, Sweden, Usited Kingdom

Group - Ausuiis, Belgium, Cyprus, France, Germany, Gevece, Naly, Mshs, Netherianas, Pormagel, Soan

onin, FYR Maceaonis, Hungary, Latvis, Lifruanis, Polaed, Romasis, Sersia, Siovakia, Sover, Turkey

& you ey regert adatonl ndhadusl supsert Ko o 19 cie e day brfser aed afte She actrefty In Save i i B reguast funds For i parpsse, insluse the ssdmicnal travel apn i yeur PRt BreTage dusetic

Average Duration per Participant

Mumiee of paricipants {ders) Total duration (days) Daily Grant rate @ Estimated Grann
[} £.50 {0.00) EUR BooELR

o £.00 {0.00) EUR BO0ER

] o £.00 {0.00) ELR Qoo ER

Total [ 000 o 0.00 EUR

Request ingridusl suppert for SocOMmpanyng persons

[ v
Fill in:

® Number of participants: By default, the number of participants is set to "0" for all available country groups. Update the numbers for the
country groups of the participants.

® Average Duration per Participant (days): By default, the field is set to read-only. Only after the number of participants is updated, it
becomes editable. A message below the duration field provides specific information on the minimum/maximum duration for the selected
activity type.

Request individual support for accompanying persons (if applicable).

A drop-down is available to specify if any individual support is needed for accompanying persons. By default, it is set to No.
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If changed to Yes, another table displays, requiring the number of accompanying persons and average duration per country group. Update the
values accordingly.

Request individual support for accompanying persons

I No

Update the "Travel" section.

In this part, estimate the Number of persons (including accompanying persons) requiring a travel grant for participants per distance band.
Update the values in column Number of persons per specific Distance Band. By default, all fields are set to "0".

To estimate the distances between places use the distance calculator, accessible via the calculator icon.
The Grant Estimations are then automatically calculated.

Note: The total number of persons cannot exceed the total number of participants (including accompanying persons) entered under the Activity
Details. Should you exceed the number of total participants, a warning message displays. Correct the form accordingly.

Travel

6 4000 - T4¥ km

ng & tra

Request "Exceptional costs for expensive travel" (if applicable).

If you expect to support participants for whom the standard travel grant is not sufficient (e.g. due to geographical remoteness), you may request
a reimbursement of the costs based on the real cost of travelling, the Exceptional costs for expensive travel .



Take note

You cannot combine the standard travel grant and the exceptional costs for expensive travel for the same
person. Any single participant or accompanying person may only receive one type of travel grant.

The Sum of the total number of participants requesting standard travel and total number of participants
requesting exceptional costs for expensive travel must be lower or equal the sum of the number of
participants requiring a grant and number of accompanying persons of the activity.

The available drop-down under the Travel table is set to No by default. Select Yes to request the exceptional costs for expensive travel. Click the
ADD COST button and provide the required information.

I Request exceptional costs for expensive travel I

[

1
[No |

Yes
DUUUEL SUrmmgry

Request exceptional costs for expensive travel

IVes

If you expect 1o support participants or accompanying persons for whom the standard travel grant is not sufficient (e.g. due 1o geographical remoteness), you may
request a reimbursement of costs based on real cost of travelling.

In this case, the maximum amount that can be requested under this budget category is 80% of the actual travel cost

The justification for requesting exceptional costs for expensive travel needs to include a short description of the expected itinerary and the reasons why exceptionally high
costs are expected

The costs can be consider exceptionally high only if the standard travel grant does not cover at least 70% of the actual travel costs (for more details, please consult the
Programme Guide),

During project implementation, an exceptional costs travel grant may be replaced by a standard travel grant if the incumed costs are lower than estimated.

Please be aware that you may not combine the standard travel grant and the exceptional costs for expensive travel for the same person. Any single participant or

accompanying person may only receive one type of travel grant Up o
eligible costs

Id Description and justification Number of participants Grant requested %

Total (] 0.00 EUR

Provide the required information in the available fields. Once complete, the Exceptional Cost item is marked with a green check.

To delete, click the X and confirm.

d Description and justification Number of participants Grant requested @
o | ‘
0/5000
Total o 0.00 EUR
ADD COST
Id Description and justification Mumber of participants Grant requested 8
; |Justmra:|:|n here I s $00,00 *
18/5000
Total 2 500.00 EUR
ADD COST

The "Budget Summary" section.

The Budget Summary section is filled in automatically depending on the information provided in the previous different sections.



Budget Summary b

Budget ltems = Grant
Individual Support 0.00 EUR
Travel 2,010.00 EUR
Exceptional Costs for Expensive Travel 0.00 EUR
Course Fees 0.00 EUR
Total Grant 2,010.00 EUR

Update the "Course Fees" (if applicable).

For activity type Structured Courses/Training Events an additional section is available in the Activity Details: Course Fees. Here you have to
provide the Number of participants and Average Duration (days).

By default, all fields are set to "0".

Activities | List of Actiities & Individual Support & Travel G Budget Summary

Structured Courses/Training Events Description

Course Fees

specify the number of participants whose course fees will be covered by the project and estimate the average duration of thelr courses to estimate the required

MNumber of participants Average Duration (days) Total duration (days) Daily Grant rate Estimated Grant

l I o o o o 0.00 EUR

Course Fees

Please specify the number of participants whose course fees will be covered by the project and estimate the average duration of their courses to estimate the required
grant

Number of participants Average Duration (days) Total duration (days) Daily Grant rate Estimated Grant
[ | 6 I 10.00 60 70 420000 EUR

Navigate back to the Activities main screen.

The Activity Details sections and the Activities menu are marked with a green check once completed. Navigate back to the Activities main
screen via the breadcrumb or by accessing List of Activities tab in the side menu.

Activities / |List of %ﬁhvatles Individual Support Travel & Budget Summary

Job Shadowing Description

In the list of activities the Total Number of Participants, Average duration per Participants (days), Total number of Accompanying Persons and
the Requested Grant are now displayed.

Note: The average duration displayed is based on the duration requested for individual support in the details of the specific activity.

List of Activities

0 Activiy Begquested &

" ] 4500 Els =

o ] o Ever 0 L20000EM =
1 e aregnment 0 EL =

T 45.00 ® 35.962.00 EUR

Update or remove data from an encoded activity.

To update the encoded activity, select Activity Details via the menu button.



To remove all information encoded in an activity, select Clear Activity via the menu button and confirm.

List of Activities

e 16 eSS 1 laST Sne BEThe
selevann values a1 2er0

Tre tatle el
aformaticn 1o cal

Tomlmamberel | ATegedwmien  Toulsumberof
s PRy — T ——c serParticipant  Accompanying  Meguested Grant 3
ot i (days) 2 Persens 2
" 8 ot Snadowng 0 500 ] nimns ‘_7
= \
& o 1 o .
A -] [] 000 [] £.00 L8 =
Toul N w500 o 35.962.00 EUR
Pletta Aoty et the vt hirstion s Basrd oo the dhrstisn recieested los indmihial suppon i the Setids of paniculse acsivey,

Update the next activity (if applicable).

Proceed to encode the details for other planned activities in the same way as just explained.

"Organisational Support".

The Organisational Support grant covers costs directly linked to the implementation of mobility activities that are not covered through specific
grants for travel, individual support and special costs. This section of the activities screen is read only.

It provides an overview of the total Number of Participants from all activity types and the Estimated Grant.

Organisational Support

Organisational support grant covers costs directly linked to the implementation of mobility activities that are not covered through specific grants for traved, individual
linguistic suppart and special costs. For example, organisational support grant can be used to cover expenses for preparal Mitoring and support of

ants, for setting up and administering mechanisms for recognition of participants’ learning outcomes, for organising dissemination activities, etc. The grant for
organisational support is calculated based on the number of participants in the project: 350 EUR per participant up to the 100th participant, and 200 EUR for each
additional participant beyond that. Organisational support is not provided for accompanying persons or for staff in Advance Planning Visits L\.\

Number of Participants Estimated Grant

B BAODOOEUR |

Once you encoded at least one activity for your planned project, Activities in the side menu is marked with a green check, indicating completion.

Activities

Activities Description

Related articles

® Web Forms Checklist

® Web Forms Sharing an application

® Web Application Forms Guidelines

® Web Forms How to complete the form
® Web Forms Submitting an application
® Web Forms Annexes

® Web Forms Print PDF functionality

® Web Forms Home screen

® Web Forms Start the application

® Web Forms Pre Checks

® \Web Forms Context



Web Forms Add applicant organisation
Web Forms Add participating organisation(s)
Web Forms Add associated persons to organisations

Web Forms Participating Organisations



Web Forms: Activities for KA102 - VET learner and staff
mobility projects

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

Call vear Key Action _

2019 KA1 - Mobility of individuals KA102 - VET learner and staff mobility

This section asks for information about the mobility activities you plan to organise and the amount of EU grant you are requesting to implement
them.

Take note

Questions or fields may vary between different actions you can apply for. Please read the on-screen
information carefully to complete the relevant fields and sections.

Quick steps

1 Click "Activities" in the side menu.
2 Provide the "Activities Description”
3 Encode activity(ies) in the "List of Activities".
3.1 Access the "Activity Details".
4 Provide the "Activity Details" information.
5 Fill in the "Budget".
5.1 Update the "Individual Support".
5.2 Update the "Travel" expenses.
5.3 Request "Exceptional costs for expensive travel" (if applicable).
6 Specify information for "Linguistic Support" (if applicable).
7 The "Budget Summary".
8 Navigate back to the Activities main screen.
9 Update or remove data from an encoded activity.
10 Update the next activity (if applicable).
11 "Organisational Support".

Detailed steps

Steps


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Click "Activities" in the side menu.
Click Activities in the side menu and the List of Activities screen opens.
Here you find following sections:

® Activities Description
® |ist of Activities
® Organisational Support

Context

ating Organisations
o Call 2019 Round 1 KA1 - Learning Mobility of Individuals
European Development Plan - KA102 - VET learner and staff mobility
Project Management Erasmus+ Formid KA102-A6719D9A Deadline (Brussels Time) 05/02/2019 12:00:00

Activities

Participants [11 Activities I'Jes:rlplnon] [.& List of Activities ] [:2 Organisational Support ]

Special Costs

When answering the following questions, please make sure to include information about each type of
Follow-up activities you plan to organise. The available types of activities are: ErasmusPro, short-term mobility of VET
learners, teaching/training assignments, and staff training {including work placements and job shadowing)
Budget Summary
Project Summary ErT s
- Activities Description
Annexes
Che

Please describe your plans in terms of potential destination countries and hosting partners.

Guidelines i g
" « Describe what will be the contribution of the hosting partners you have already identified and why they are

Notifications a suitable choice to be the hosting organisations.

+ If you have not yet identified all of your hosting partners, explain how you plan to find suitable host
organisations for the mobilities you propose to organise, Please refer to any existing contacts or partnerships
Submission History that will enable you to successfully find hosts in other countries

Sharing

075000

Provide the "Activities Description"

Use the free text fields to provide the description of all planned activities.

Activities

Should your project involve organisations that provide the role of an intermediary, select Yes in the available drop-down menu.

Additional fields become available. Provide the required information.



Encode activity(ies) in the "List of Activities".

In the List of Activities section, all activities' available for KA102 projects are displayed. All values are set to "0" by default and all activities
marked with green checks. As the details for each activity are updated, this section will automatically update itself to reflect the changes.

Note: The average duration is based on the duration requested for individual support in the details of particular activity.

Access the "Activity Details".

In our example we want to enter an Mobility of VET learners (2 weeks up to 3 months) activity. Select Activity Details via the Menu button.

Alternatively, click on the title of the activity.

List of Activities

Average duration Total number of
per Participant Accompanying Requested Grant =
(days) & Persons &

. ) R Total numbser of
R 2 Activity = Participants 2

] ty of VET learners (2 wesks up b
& G UsPro - ) E L o o
-] var ssmuIsP: o
= 3 il 0 GO0 EUR =
] a a ] 0 EUR =
Total L] 0.00 L] 0,00 BUR
P the average dusation | st seste ' at act

The Activity Details screen opens, consisting of the following sections:

Individual Support
Travel

Linguistic Support
Budget Summary

dual Support Trave & Linguistic Support

List of Activities I G i

Mobility of VET learners (2 weeks up to 3 months) Description

0 0
Please pravide an estimate of how many participants in this type of activities w
Host type Schoo Company
Numiber of participants I 0 I

Provide the "Activity Details" information.

Please provide the number of participants that will take part in this type of activity. By default, all values are set to "0".



Replace the values as appropriate.

Activities | List of Activities S individual Support | € Trave! € Linguistic Support

Mobility of VET learners (2 weeks up to 3 months) Description

Fill in the "Budget".

Fill in the following sections to create an estimated individual support and travel budget for this type of activities.

Update the "Individual Support".

Enter here an estimation per Country group (scroll over the tool-tip to see the list) about the duration of stay for participants requiring an

individual support grant to calculate the requested grant.

The fields to be filled in are the following:

® Number of participants: By default, the number of participants is set to "0" for all available country groups. Update the numbers for the

country groups of the participants.
® Average Duration per Participant (days): By default, those fields are set to read-only. Only after the number of participants is updated, it

becomes editable. A message below the duration field provides specific information on the minimum/maximum duration for the selected

activity type.

Other fields are automatically populated depending on the information entered in the above fields:

® Total duration (in days)
® Daily Grant rate (scroll over the tool-tip for more information)

® Estimated Grant



dual Support

Piease estimate the duration of stay fof participants reguirng an individual support grant to calculate the requested grant

The fequested grant is estimated based on the average duration and numbes of participants. To & certain extent, the sctusl number of panticipants and duration of activities may change diring the implementation of
the project. AL the end of the project. s results will be evaluated by experts based on The Target figures set here and the progect's overall objectives.

The grant is calculated based on daily rates for three groups of couniries as specified in the Programme Guide

Group ¥: Denmark, Finland, sosland, Ireland, Liechiensiein, Luxemboung, Norway, Sweden, United Kingdom

Browp 2 Austria, Beigium, Cyprus, France. Gesmany, Greece, ftaly, Maita, Netherlands, Portugal, Spain

Group 2: Buligana, Croatia, Crech Republic, Estonia, FYR Macedonia, Hungary, Latvia, Lithusnia, Poland, Roemania, Serbia, Slovakda, Slovenia, Turkey

Please take inlo account that you may request additionsl individual support for up to cae travel day before and after the activity, In case you plan to request funds for this purpase. include the additianal travel days in
your estimated average durstion

Country growp Mumber of participants “";:‘;:‘i';_"‘m'.m Total duration (days) Daily Grant rate @ Estimated Grant
Groupt. @ I ] o o 000(000) EUR 0.00 EUR
Group > @ I o 0 o 0.00 (0.00) EUR 0.00 EUR
Group ¥ @ I o ] 0 0.00(0.00) EUR 0.00 EUR

Toital

Request indevidual Support for Becempanying porso

INO

Average Duration per . .
Country group Participant (davs) Totad duration (days) Dally Grant rate & Estimated Grant
Group 1 @ ) 0.00 (0.00) EUR 0.00 EUR
Group2 @ ) 0,00 (0,00} EUR 0.00 EUR

)
Group 3 @ o 0.00 (0.0} EUR 0.00 EUR
Total 5 0.00 ] 0,00 EUR
Fequest individus! support for sccompe
ho .
Average Duration per

Country group Number of participants ‘Participant (days) Total duration (diys) Myv Estimated Grant
Group 1 @ I 0 o [ .00 (0.00) EUR 0.00 EUR
Group2 @ I 5 a5 175 35.00 (26.00) EUR 5180.00 EUR
Groupd @ I 0 o o 0.00{0.00) EUR 0.00 EUR
Total 5 35.00 75 5,180.00 EUR

If individual support for accompanying persons is required, select Yes from the drop-down below the table. This will open another table to
include the Individual Support details for accompanying persons.

Request individual support for accompanying persons
I Yes

Ho

=

| (Fequest indiidual support Tor accompanying persons
Yes .

Please estimate the duration of stay for participants requiring an individual support grant to calculabe the requested grant

The grant is calculated based y for groups of countries as specified in the Programme Guide

Group 1: Denmark. Finkand, Iceland, Ireland, Lischtenstein, Lusemboup, Norway, Sweden, Linited Kingdom

Broup 2 Austria, Bekglum, Cyprus, France, Germany, Greece, Italy, Malta, Netherlands, Portugal, Spain

Group 3: Bulgaria, Croatia, Coech Republic, Estonia, FYR Macedonsa, Hungary, Latvia, Lithuania, Poland, Romania, Serbia, Siovaisa, Siavenia, Turkey

Please take ino account that you may request additionsl individual support for up 1o one travef day before and after the activity, In case you plan o request funds for this purpose, inchude the addtional travel days in
YOUT eStimated average duration
-

-
Kumber 6f accompanying Average R >

Country group persons Participant (days) Dally Grant rate © Estimated Grant
Group 1- @ I o o o 0.00 {0.00) EUR 0.00 EUR
Groupz @ I o ] o CLOD i0.00) EUR 000 EUR
Group: @ I o o ] 0,00 {0.00) EUR 000 EUR
Tatal o .00 o 0.00 EUR

. J

Far further b consult oG for the overvew of funding rules.

Update the "Travel" expenses.
Please estimate the Number of persons (mandatory fields) requiring a travel grant, including both participants and accompanying persons.

Update the values in column Number of persons per specific Distance Band. By default, all fields are set to "0".



To estimate the distances between places use the distance calculator, accessible via the calculator icon. The grant estimations are then
automatically updated.

Note: The total number of persons cannot exceed the total number of participants entered under the Activity Details. Should you exceed the
number of total participants, a warning message displays. Correct the form accordingly.

Travel

Nurnber of persons Grant per participant Estimated grant
-
99k I o 000 EUR 0.00EUR
100 - 459 kom I I 9 0.00 EUR 0.00 EUR
500 - 1999 km I I 180,00 EUR 1,800.00 EUR
2000+ 2099 jan I I 275,00 EUR 550.00 EUR
00 3390k I I 360.00 EUR 720,00 EUR
4000 - 7999 ke l I .00 EUR 0.00 EUR
8000 km o moee | I 0.00 EUR 0.00 EUR
Total
I 0.00 EUR 0.00 EUR
14 3,070.00 EUR

Request "Exceptional costs for expensive travel" (if applicable).

If you expect to support participants or accompanying persons for whom the standard travel grant is not sufficient (e.g. due to geographical
remoteness), you may request a reimbursement of costs based on real cost of travelling.

Select Yes in the drop-down Request exceptional costs for expensive travel.
Click the ADD COST button in the newly displayed table and provide the following information:

® Description and justification
® Number of participants
® Grant requested

Note: The Grant requested amount must be up to 80% of actual eligible costs.

Take note

You cannot combine the standard travel grant and the exceptional costs for expensive travel for the same
person. Any single participant or accompanying person may only receive one type of travel grant.

The Sum of the total number of participants requesting standard travel and total number of participants
requesting exceptional costs for expensive travel must be lower or equal the sum of the number of
participants requiring a grant and number of accompanying persons of the activity.


https://ec.europa.eu/programmes/erasmus-plus/resources/distance-calculator_en

Request exceptional costs for expentive travel

ay e o d travel . . nt or accompanying
one type of travel grant

L] Dascription and justification

id Deseription and justification Number of participants Grant requested ©
Total
Lo ing elif. sed do shusmed lempor
I 5 I 25000 ®
ADD COST
1245000
Total s 250.00 EUR

The Exceptional Costs input boxes are marked green when all information was entered. To delete the row, click on the cross and confirm.

d Description and justification Number of participants Grant requested ©

Lorem ipsum dolor sit scing elit, sed do glusmod tempor

124/5000
Total 5 ,M
Remove item E

©  Are you sure you want to remove this item?

[ [ o ]

B

Specify information for "Linguistic Support" (if applicable).
Specify information about the linguistic support for learners in mobility activities. See Web Forms Linguistic Support (KA102, KA116) for details.
The "Budget Summary".

The Budget Summary section is filled in automatically depending on the information provided in the previous different sections and provides an
overview of the Total Grant of the activity.

Budget Summary

Fn Y
Budget items & Grant
individual Support 0.00 EUR
Travel 1,375.00 EUR
Exceptional Costs for Expensive Traved 250.00 EUR
Linguistic Support 750.00 EUR
Total Grant 2,375.00 EUR

N # |

Navigate back to the Activities main screen.

The Activity Details sections and the Activities menu are marked with a green check once completed. Navigate back to the Activities main
screen via the breadcrumb or by accessing Activities tab in the side menu.

Activities| / List of Activities Individual Support Travel Linguistic Support & Budget Summary

Mobility of VET learners (2 weeks up to 3 months) Description

In the list of activities the Total Number of Participants, Average duration per Participants (days), Total number of Accompanying Persons and
the Estimated Grant for this activity are now displayed.



List of Activities

To request funds for one of the available activities, open the sctivity details and introduce the needed information

Total s of Average duration Total number of

D £ $  Activity 3 Participants 3 par Participant Accompanying Estimated Grant
(days) & Persons 2

Al [} Mobility of VET learners (2 weeks up to 3 months) s 2000 0 8,730 00 EUR =
Az B ErasmusPro- Mobllity of VET leamers (3 1o 12 manths) o .00 0 0.00 EUR =
A3 (-] Advance Planning Visits - ErasmmusPro o 000 0 0.00 EUR |
ad @  Teaching/training sssignments abroad 0 000 0 GIOEUR =
A5 a Staff training abroad -] 000 ] 000 EUR =
Total 5 20.00 o 8.730.00 EUR

Piease note that the average duraticn it based on the duration requested for individual suppart in the detaits of particular activity

Update or remove data from an encoded activity.
To update the encoded activity, select Activity Details via the menu button.
To remove all information encoded in an activity, select Clear Activity via the menu button and confirm.

List of Activities

To request funds fior one of the available activities, open the activity detalls and infroduce the needed information
Rrerage duration Total numbser of

D s Actvity & ;::‘:i'c':;:' . per Participant Accompanying Estimated Grant &

- (days) & Persons
Al B Mobity of VET leamers (2 weeks up to 3 months) 5 2000 ] 8.730.00 EUR .
A2 rasmusPro - Mobility of VET leamars (3 to 12 manths) o 0.00

B  Easm v of VET learmars (3 o @ Chear Activity

A3 @  Advance Planning Visits - ErasmusPro o 0.00 o Q00ER =
a4 @ Teaching/lraining assignments abrosd 0 0.00 0 Q00EUR =
A5 @  Staff training abwoad o 0.00 o 000ER =
Total 5 20,00 ] 5,730.00 EUR

Please note that the average duration s based on the duration requested for indrvidual support in the details of particular activity

Confirmation X

Are you sure you want to remove all information for this activity ?

Update the next activity (if applicable).
Proceed to encode the details for other planned activities available in the list in the same way as just explained.
"Organisational Support".

The Organisational Support grant covers costs directly linked to the implementation of mobility activities that are not covered through specific
grants for travel, individual support, linguistic support and special costs. This section of the activities screen is read only.

It provides an overview of the Total number of participants from all activity types and the Estimated Grant.

Organisational Support

sational supg
For example,

Numbar of Participants Estimated Grant

10 3,500.00 EUR

Related articles



Web Forms Checklist

Web Forms Sharing an application

Web Application Forms Guidelines

Web Forms How to complete the form

Web Forms Submitting an application

Web Forms Annexes

Web Forms Print PDF functionality

Web Forms Home screen

Web Forms Start the application

Web Forms Pre Checks

Web Forms Context

Web Forms Add applicant organisation

Web Forms Add participating organisation(s)
Web Forms Add associated persons to organisations

Web Forms Participating Organisations



Web Forms Activities for KA103 Higher education student
and staff mobility within Programme Countries

Relevant for...

2018 KA1 - Learning Mobility of KA103 - Higher education student and staff mobility within programme countries
onward Individuals
Quick steps

1 Click the "Mobility Activities" tab in the side menu.

2 "Click here to edit" in the first activity.

3 Select "Activity Type".

4 Add the "No. of Participants" and total durations.

5 Create additional "Mobility Activities".

6 Provide a percentage for "Share of staff mobility for specific training".
7 The "Mobility Activities" tab is complete.

8 Edit or Delete an activity.

Detailed steps

Steps

Click the "Mobility Activities" tab in the side menu.
To add activities to your application, click the Mobility Activities tab in the left side menu. The Mobility Activities main screen opens.

This screen will display the List of Mobility Activities.

-

mEra smus+
& Uist of Activite
Mohbility Activities

List of Activities

No.of . TotslDuration ,  Total Durstion ,  Total Duration

M 0 Ay e & Participants ©  (full moothe) ¥ (extrn days) * days)

2019 Oct 28 133477
by

version 41,13 16/10/2019 1728

“Click here to edit" in the first activity.



To add your (first) mobility activity you intend to implement in your project, click on Click here to edit in the available row with ID Al.

mErasnnug+
A Ut of A

Mohbility Activities

List of Activities

Please enter the different mobilty BCUMBes you inbend 10 Emplement in your progect

o . . = Mo.of . Totsl Duration ,  Total Duration . Total Duration

e $ A e paricparts ©  (full mooths) © (extra days) © idays) *
& e =
Total (] L o L]
ADD ACTIVITY
2079 Oct 28 133417
by
version 4.1.13- 16/10/3019 17:28

Select "Activity Type".
Before you provide the details for your activity, select the Activity Type from the available drop-down.

The type of activity selected will change the active fields. For example for "Staff mobility for teaching between Programme Countries", the fields
Total duration (full months) and Total duration (extra Days) will not be available to edit.

Mobility Activities | & Activity Details A1

Activity Details A1

Activity type 3

Staff mobility for teaching between Programme Countries

Staff mobility for training between Programme Countries

Student mobility for studies between Programme Countries

Student mobility for traineeships between Programme Countries =i

A

Mobility Activities A Activity Details A1

Activity Details A1

Activity type
I Student mobility for studies between Programme Countries v
Mo. of Participants Total Duration (full months) Total Duration (extra days) Total Duration (days)

Add the "No. of Participants" and total durations.
Depending on the Activity type previously selected you will be asked to fill in some the following fields:

No. of Participants

Total duration (full months)
Total duration (extra days)
Total duration (days)

In our example below, we must add the No. of Participants, the Total duration (full months), and Total Duration (extra days). Incorrectly
entered values will result in a red warning. You have to correct such entries to complete the activity information. .

Information on the duration calculations



The minimum duration of a higher education student/recent graduate mobility for traineeship is two
months. The period from 1 January to 28 February in days is 58 days, but typically the minimum duration is
60 days. Therefore in such situations, enter a minimum duration of 2 months.

The minimum duration of a higher education student mobility for studies is three months or an academic
term or trimester. However, as there is no standard minimum duration for a term, the minimum is set to the
same minimum as for traineeships, which is two months.

In the case of invited staff from enterprises, the minimum duration for a mobility between
Programme Countries is one day. However, the form does not (yet) allow a minimum of one day. Therefore
please enter two days for such activities if one day does result in an error.

Mobility Activities & Activity Details A1

Activity Details A1

No. of Participants Total Duration (full months) Total Duration (extra days) Total Duration {days)

| s | (! o ||

Mobility Activities | Activity Details &1
Activity Details A1

Activity type

veen Programme Countries

No. of Participants Totsl Duration (full manths) Total Duration (extra days) Total Duration (days)

| al « | 2l

Create additional "Mobility Activities".

Navigate back to the Mobility Activities screen, using the bread crumbs.

B8 Activity Details A1

Activity Details A1

o studies between Programime Countries v

No. of Participants Tital Duration (full months) Total Duration (extra days) Total Duration (days)

| | s |

Click on the Add Activity button. In the newly displayed row, click on Click here to edit and provide the required information, as just done with
activity Al.



& List of Activities

Mobility Activities

List of Activities

you intend 1o implement in your

Please ente

Mo.of . Total Duration .,  Totsl Duration ,  Total Duration

o . AR by 9 Participants ™ (full months) ™ (extra days) ¥ (days) ¥
a1 -] Student mobility for studies between Programme Countries 5 15 20 Y
Total 5 15 20 470
ADD ACTIVITY
Mobility Activities
List of Activities
Please enler the different mobility activities you intend to implement in your project
i & ok r MNo.of . Total Duration ,  Total Duration ,  Total Duration
s S Moty tyne & Participants ©  (full months) ©  (extra days) © (days) *
Al a Student mobility for studies between Programme Countries 5 15 0 a =
A2 'y Cick m-.:;j'c edit =
Total 5 15 20 470
ADD ACTIVITY

Each activity type can only be selected once in your form. An error displays if this rule is not adhered to.

Mobdlity Activities A Activity Details A2

Activity Details A2

l Student mobility for studies between Programme Countries

i

ths) Total Duration (extra days) Tatal Duration {days)

Mo, of Participants Total Durath

Provide a percentage for "Share of staff mobility for specific training".

In the field Share of staff mobility (%) dedicated to the above specific training, enter the share you seek to achieve for staff mobility activities
dedicated to training in pedagogical and/or curriculum design skills out of all Erasmus+ higher education staff mobility activities. The specific
training described can be provided either through staff mobility for training or staff mobility for teaching combined with training.



List of Activities & Share of staff mobility for specific training
Mobility Activities

List of Activities

Please enter the différent mobility activities you intend to implement in your praject

No. of Total Duration ,  Total Duration ,  Total Duration

e & Achviyfipe.o Participants ©  (full monthe) © (extra days) © (days) *

Al Student mobility for studies between Programme Countries 5 15 20 a7 =
A2 Staff mobility for training between Programme Countries 5 500=
Total 10 15 20 520

ADD ACTIVITY

[ Share of staff mobility for specific training

f all Erasmus+ higher education staff

Pleace enter the chare you seek 1o achieve for staff n ¥ Activities dedicated to training i
f ombined with training

ctivities. The specific training descnibad above can be provided either Y h staff

Share of staff mobility for specific training

T education staff

cated 1o training in pedagogical and/or curriculum design skills o

Please enter the share you Seek 1o achieve for stafl mability activ
C ded gither through stalf mobility for train T mability for teacl

maobility activities. The spacific training described above can be prov

Share of staff mobility (in %) dedicated to the above
specific training
l

u

The "Mobility Activities" tab is complete.

If at least one activity and the share of staff information are completed, the Mobility Activities tab in the side navigation is marked with a green
check.

Context

Applicant Organisation
Mobility Activities

Annexes

Checklist

Guidelines

Sharing

Edit or Delete an activity.

To edit an activity, either select Activity Details from the contextual menu button or click on the hyperlinked activity type.



Mobility Activities

List of Activities
Please enter the different mobility activities you intend to implement in your project.

No.of | Total Duration ,  Total Duration ,  Total Duration

e ¥ ACEVIY ype © Participants ~  {full months) ™ (extra days) ~ (days) ~
Al -] Student mobility for studies between Programme Countries 5 15 20
¥  Actiyity Details
AZ staff mobility for training between Programme Countries 5
Total w0 15 20 520

To remove an activity from the list, select Delete Activity from the contextual menu button and confirm the deletion.

Mobility Activities

List of Activities Delete activity %

Please enter the different

Afe you sure you wani to delete the activity®

s - N ., Total Duration s
= i Please note that all information you have entered for this activity will be permanently removed, e (days)
. 2 [° 2
- 5
& Activity Detait

l & D‘_’IE%MIM?"
Total 10 15 20

Related Articles

® Application process for Web Forms

® Forms - Index - KA103 Higher education student and staff mobility within Programme Countries
® Web Application Forms Guidelines

® Web Forms Activities for KA103 Higher education student and staff mobility within Programme Countries
® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations

® Web Forms Add participating organisation(s)

® \Web Forms Annexes

® Web Forms Checklist

® Web Forms Consortium

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form

® Web Forms Mobility Consortium

® Web Forms Participating Organisations

® Web Forms Pre Checks

® Web Forms Print PDF functionality

® Web Forms Sharing an application

® Web Forms Start the application

® Web Forms Submitting an application

® Web Forms: Activities



Web Forms Activities for KA104 Adult education staff mobility

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

2019 KA1 - Mobility of individuals KA104 - Adult education staff mobility

This section of your application asks for information about the mobility activities you plan to organise and the EU grant amount that you are
requesting to implement them.

Quick steps

1 Click "Activities" in the side menu.

2 Fill in the "Activities Description" section.

3 Fill in the "List of Activities" you plan to carry out.
4 Return to the "Activities" screen.

5 "Clear" Activity Details.

6 "Organisational Support".

Detailed steps

Steps

Click "Activities" in the side menu.
In your web application, click Activities in the side menu. The Activities screen opens, with the following sections:

® Activities Description
® List of Activities
® Organisational Support

Context [ A Activities Description A List of Activities Organisational Support ]

Participating Organisations
European Development Plan Activities

Project Management

A Activities ) ) '
— When answering the following questions, please make sure to include information about each type of

Participants activities you plan to org . The ilable types of activities are: structured courses or training events
abroad, teaching assignments, and job shadowing

Special Costs

Fill in the "Activities Description" section.

All the fields in this section are mandatory and marked in red. As you fill them in they will be marked in green.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

O

A ncovmes Descroton | st of Actwties | BIOspaaona S50

Activities

63 LR, EAEME Mk Bre 12 ks intermation st Feh it o et yuw 508 19 orgase The pvaatie s f stV ot strushierd courses o D £orrs abrod Trstey

1 i oearnise, including the corent these actielies shoukd coer arsd an extmatid Saving when e different activibes =il [ske place

Pl provade & Sumvmary of v iy BCIIIS o A 1 QRS The COMENL Tt SCITwies shoui] Comer i beccet Sl amaing f when The lerent actrnes wa 14k piace

Once you have filled in all the fields, scroll down to the List of Activities.

Fill in the "List of Activities" you plan to carry out.

The List of Activities section displays all the activity types that can be carried out under this Action Type. At least one activity must be encoded
and all mandatory information for at least one activity must be provided.

Click the Menu button next to the activity(ies) you plan to carry out and select Activity Details.

List of Activities

&

Tolal ] a00 o asamm

In the Activity Details screen, the name of the chosen activity appears at the top of the screen.

Fill in all the sub-sections and fields of the form as applicable. You may need to scroll down to complete all the fields.

Information

Questions or fields may vary depending on the activity you select. Please read the on-screen information carefully to complete the
relevant fields. Where available, click the question mark next to a field for additional tips.

For Groups and Distance Bands, you only need to fill in the fields corresponding to the countries involved in the project and the
relevant distances between locations, respectively.




{

PO PSSR S S —

[S[fucluled Courses/ Training Events Description ]

Budget

J— [PPSR — o— PR ——
T i | A conn
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The requested grants are calculated automatically based on the details you provide, and are displayed in the Budget Summary section for that
particular activity.

Budget Summary

Budget flems 3 Grant
Individual Support 107.540.00 EUR
Traved 7A25.00 EUR
Exceptional Costs for Expensive Travel 0,00 EUR
Course Fees 17,500.00 LRt
Tetal Grant 132.865.00 [UR

Return to the "Activities" screen.

Once all the sections are filled in, navigate back to the Activities main screen via the breadcrumb or by clicking the Activities tab in the side
menu.

"Clear" Activity Details.

The activities in the List of Activities cannot be deleted, however you can delete all the details you have provided for a specific activity. To do so,
click the Menu button and select the Clear Activity option. A pop-up message will be displayed. Click Yes to clear the details.

List of Activities l
The table below presents all of the different types of activities you can spply for. To submit a valid spplication, you need 1o request 1 keast one activity from this ist. To request funding for a specific actrty, click on fis label
and infroduce the needed information 1o calculate the requested grant. If you do nat wash to request funding for a specfic activity. leave the resevant values of
Average duration Total numbser of
o s 3 Actvity & ","‘T".“' il e Participant Accompaeying  Requested Grant 3
i (days) & Persces &
Al -] Job Shadowing 10 6200 o 46,210.00 EUR
@ Actwvity Details
A B Stuctwed Couses/Training Events 25 560 7 .
A -] L] 4200 4 106.574.00 EUR
Total 53 5415 L3 28%5,645.00 EUR
Clear details x

@ Are you sure you want to remove all information for this

activity?

"Organisational Support".

In this section you can view the organisational support amount granted to your organisation based on the total number of participants you have
reported in the activities.

Take note



As stated in the Activity Details section, your organisation can receive organisational support for participants who do not require a
grant, provided their mobility is organised under the same conditions as for other project participants and that the mobility is
eventually reported in the project final report.

Note that in the List of Activities, participants not requiring a grant are not taken into account in the Total number of Participants.

List of Activities

The tabie below presants ol of the different types of activities you can apply foe. To subenit & valid spplication, you need 10 fequest ot least cos activity from this list. To request funding for & spacific Bctivity, click on s tabel
and introduce the needed information 1o calculate the requestied granl. 1f you o not wish bo feqisest funding for & specific activity. leave the relevant values ot Tedo.

Average duration  Ttal rumber of

s & Actiy 3 %‘f"n“:’:’ perParticipant  Accompanying  Requested Grant 3

(days) Persons &
Al -] Job Shadowing ] 000 0 0.00 EUR B
A2 (] Structured Courser/Training Everts 25 4980 2 13286500 EUR L
A3 -] Teaching/raining assigrenents abroad " 6200 4 106,574.00 EUR =

Total E> 4 ETE ] o 239,435.00 EUR

Please note that Ehe sverage duration ks based on the duration requested for indnidual support in the detalls of particular sctivity

Organisational Support

Drganisationsl support grant covers costs directly linked to the implementation of mabilty activities that ate g gronts for traved, port, linguistic support and special for
cxample. ‘expenses for preparation, monitoring and suppadt of participants. for sefting up and Panisms f0f recogn f participants’
for organising dissemination activities, eic. The grant for LT he number of in the project: 350 ELIR per participant up bo. the 100th participant, and 200 EUR for each
beyoed that. O suppont bs nol " o for $1a4T in Adb g Vinite
Nuriber of Participants Es

a <:] 15,400.00 ELR

Related articles

® Application process for Web Forms

® Forms - Index - KA104 Adult education staff mobility

® Web Application Forms Guidelines

® Web Forms Activities for KA104 Adult education staff mobility
® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations

® Web Forms Add participating organisation(s)

® Web Forms Annexes

® Web Forms Checklist

® Web Forms Consortium

® Web Forms Context

® Web Forms European Development Plan (KA101, KA102, KA104)
® Web Forms Home screen

® Web Forms Hosting Partner Organisation

® Web Forms How to complete the form



Web Forms: Activities for KA105 - Youth Mobility projects

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

2018 onward KA1 - Mobility of individuals KA105 - Youth Mobility

In this part of the application, you will encode information about the main activities of the project, including the amount of EU grant you are
requesting to implement them.

This page here explains how to do this for KA105 - Youth Mobility applications.

Take note

Fields and required information may vary depending on the Activity Type selected in this part of your
application for KA105 projects.

Some screens in the form may have slight differences depending on the round of the application. Make sure
you read the information displayed on screen in the Web Application Form carefully to provide the correct
/required information.

The page here provides the basic guidelines.

Quick steps

1 Click the "Activities" tab in the side menu.
2 Provide details of "Main Activities".
3 "Add Activity" under the "List of Activities".
4 Select the "Activity Type" and enter the "Activity Title".
5 Add "Flows" to your activity.
5.1 Select "Flow Details" from the Menu.
5.2 Add the "Flow Details".
5.3 Update "Travel" information.
5.4 Update the "Organisational Support".
5.5 Add "Special Needs Support" and "Exceptional Costs" (if applicable).
5.6 Navigate back to the Activity Details.
6 Edit or Delete a Flow.
7 Navigate back to the "List of Activities".
8 Add additional activities.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Detailed steps

Steps
Click the "Activities" tab in the side menu.
To add activities to your application, click the Activities tab in the left side menu and the activities main screen opens.
Here you find two sections: Main Activities and List of Activities.
Call 2018 Found 2 KA1 -Lestning Mabiiny of
“ Erasmus+ Formid KAT06-37086C52 Geadiing (Brussels Time) }:.?rik.}-‘\l

[ Mo Activities | List of Activities ]

Main Activities

Please explain the content and objectives of the actities you are planning snd i

hich wiry they meet the objectives of the project

oliders?

List of Activities

ase ented the différent mobiity sctities y

o rvfend o IMpBsTIen in your praject

Provide details of "Main Activities".

In the Main Activities fields you enter a description of the activities. All fields are free text and once the information is entered, the fields are
marked green.

A Main Activities A List of Activities
Main Activities

Please explain the context and objectives of the activities you are planning and in which way they meet the objectives of the project

What are the basic elements of those activities? For each activity, remember to describe at the very least all of the following: type of activity, venue(s), planned
dates, working methods used, countries involved and the role of each project partner in the activity. Please also provide information on the involvement of
participants from the country of the receiving organisation even if no funding is requested for them

How do you intend to cooperate and communicate with your project partners and other relevant stakeholders?




A List of Activities

Main Activities

Please explain the context and objectives of the activities you are planning and in which way they mest the objectives of the project

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliguam fermentum vestibulum est. Cras thoncus. Pellentesque habitant marbi tristique senectus et
netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec pora tristique, ante neque malesuada massa, in
dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliqguam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et
netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec pora tristique, ante neque malesuada massa, in
dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur

What are the basic elements of those activities? For each activity, remember to describe at the very least all of the following: type of activity, venue(s), planned
dates, working methods used, countries involved and the role of each project partner in the activity. Please also provide information on the involvement of
participants from the country of the receiving organisation eéven if no funding is requested for them

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliguam fermentum vestibulum est. Cras thoncus. Pellentesque habitant morbi tristique senectus et
netus et malesuada fames ac turpls egestas. Sed quis tortor. Donec non ipsum, Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in
dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitamt morbi tristique senectus et
netus et malesuada fames ac tipls egesias. Sed quis tortor. Denec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in
dignissim eros velit at tellus, Donec et risus in ligula elelfend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliguam fermentum
vestibulum est. Cras rhoncus. Peflentesgque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum
Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur

How do you intend to cooperate and communicate with your project partners and other relevant stakeholders?

Lorem ipsum dokor sit amet, consectetur adipiscing elit. Aliqguam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et
netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, anle neque malesuada massa, in
dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum
vestibulum est. Cras rhoncus. Pellentesgque habitant morbi tristique Senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum
Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhancus. Pellentesgue habitant morbi tristique senectus et
netus et malesuada fames ac urpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta wristique, ante neque malesuada massa, in
dignissim eros velit at tellus. Donec e1 risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum
vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac wrpis egestas. Sed quis toror. Donec non ipsum
Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur

"Add Activity” under the "List of Activities".

Scroll down to the List of Activities. To add your (first) activity, click on the Menu button and select Activity Details to proceed. Alternatively you
can click the dotted line in column Title or on the ID.

The ADD ACTIVITY button can be used for additional activities later on.

List of Activities

Please enter the different mobility activities you intend to implement in your project

D s Aetiviy Trle ¢ Activity Type & Hiaeabi e i crant ¢
A D 1 oooevr [l
& Activity Details

ADD ACTIVITY

The Activity screen opens. This screen consists of two parts:

® Activity Details and
® Total Activity Budget.

You will notice that the Total Activity Budget section is already marked with a green check. This is due to the fact that the amounts displayed
here are calculated automatically after the activity details are encoded. When adding a new activity all amounts in this section will display 0.00

EUR.

You will also notice as each activity is encoded it is automatically numbered. In this case, as it is the first activity added, it is numbered Activity -
Al.



I Activities / List of Activities A Activity Details & Toral Activity Budqer]

Activity - Al

Activity Type Activity Title

Flows
Coumry of Total Duration Total Duration
No. of Group Origin x o Total No. of
Flow = # Start Date Excluding Including e
a a Group ¥ Leaders/Trainers, Country of Participants
Mo & a izl End Date l':ml (days) T:"!I (days) =
City of Venue = S
1 A ]
ADD FLOW
Total Activity Budget &
Budget ltems 3 Grant
Travel Grant D.00EUR
Organisational Support Grant 0.00 EUR -

Select the "Activity Type" and enter the "Activity Title".
Next you select the Activity Type from the drop-down menu. For KA105 you have several options available.

Based on the Activity Type chosen, messages in red may be displayed providing information on the conditions that need to be met for this type
of activity.

Then in the free text field, add the Activity Title.

Activities  Listof Activities A Activity Details | € Total Actrvity Budget
Activity - Al
[;-:ln--l\r Type ]Iiu--,-ly Titke
Advance Flannng Vs - Youth Exchange
‘Youth Exchanges - Programme Countries
Youth Exclusnges - Fatnes Countries
Mabiity of youth workers - Programme Countiies
Maobility of youth workess - Partner Countries
THuny of Origin e .
Flaw 5 Stan Date ‘Total Duration Excluding Total Duration Including
s = Country of Destination - rr Total No. of Participants S
Mo = % City of Venwe End Date Travel (daye) = Travel (oaye) =
1 & =
ADD FLOW
Actrlies | Listof Activities A Actrty Details ACTivity Budget
Activity - A1
A Each eaders o
A
Actrvry Typa Actrvity Trie
I Youth Exchanges - Programme Countries * |Ar||v|:y|
Flows
Country of Origin
Flow PP Stan Dave Total Durmtion Excluding Total Durathon nclaging
- a  Country of Destination - - Total Ho. of Participants &
Ne = e Bl End Date Travel (says) = Travel (days) =
1 & =
ADD FLOW

Add "Flows" to your activity.

INFO



For certain activity types, in order for the flows to be completed correctly, the participating organisation
section has be completed first.

Select "Flow Details" from the Menu.

After the Activity Type and Title have been specified, you can start encoding the flows of this activity. The first flow row is displayed empty. Click
the Menu button and select Flow Details to start encoding the first flow.

The ADD FLOW button can be used later to add more flows to this activity if necessary.

Flows
Country of .
o Total Duration Total Duration
e Gow & Lecdem/muner Comayof  SAmDss  Erchig  lckdig - DIULCT
No 2 & Pz 2 il End Date Travel (days)  Travel (days) i
s Destination s - s
City of Venue

¥ Flow Details

] & L] ﬂ

ADD FLOW

The Flow screen consists of:

®  Flow Details
® Budget, consisting of:
® Travel
® Organisational Support
® Special Needs Support and
® Exceptional Cost

As with the activity, the flow will be numbered automatically. In our example it is Flow No. 1 of Activity Al.

|F|0w No. 1 of Activity AII

y Tle Group

ry of Country
Duration Ex: L]
Stait Date
' i AT
Travel Day Duration ave
Tensd Mo of Ciph
eeds @ ™ ® Fewer Dpponunities @ Mgl L Group Les { acilatonn @
Budget
L} e fu 5 please e
Travel
Tre "
Destance Band i Geant per Participant
| | .
a

Organisational Support a

Add the "Flow Details".
In the flow details screen you specify the following details:

Group (not applicable for all Activity Types)
Country of Origin

Country of Destination

City of Venue



Start Date, End Date

Travel days

Total No of Participants

No of Participants with Special Needs

No of Participants with Fewer Opportunities
No of Young Participants

No of Accompanying Persons

INFO

® Hovering over the question marks provides assistance on what type of information to enter.
® Some fields in this section have a drop-down option available.
® Additionally you will get warning messages displayed if any entry does not match the validation rules.

Once the information is entered, the fields are marked green.

Activities | List of Activities | Activity Details

Flow No. 1 of Activity A1

Activity Title Group
|o
Country of Origin Country of Destination City of Venue
I France v I Poland i [ Lodz
Start Date End Date Total Duration Excluding Travel
I 01-08-2018 | 20-08-20

Travel Days Total Duration Including Travel
|
Total Mo of Participants

| 16

Out of which:

Mo of Pamicipants with Special Needs MNo of Participants with Fewer
(7] Opportunities @ No of Accompanying Persons @ Group Leaders/Trainers/Facilators ©

2 | 1 (1] 1
Update "Travel" information.

In the Travel section of the flow you provide the Number of Participants, including participants with special needs, fewer opportunities, accompa
nying persons and group leaders / trainers / facilitators.

By default the total entered earlier is displayed. You can reduce the number, if needed.

Select the Distance Band from the drop-down. The Grant per Participant and Total Travel Grant fields will be updated automatically.

Travel

Tonal Travel Grant
Grant per Pamicipant

i Grant per Pasticipant/ Gy

) EUR
I 8000 kim of mare fUR

Update the "Organisational Support".

In this section, the Organisational Support information can be adjusted. The No of Participants is filled in automatically, but can be adjusted, if
needed. The other fields will then be updated automatically.



Organisational Support

Ha of Participants @ Duration per Participant (days) Grant per Pasticipant/Day Total Qeganisational Support Grant

I 16 3 5000 EUR 1760000 EUR

Add "Special Needs Support" and "Exceptional Costs" (if applicable).

If needed, you can also encode the Special Needs Support and/or Exceptional Costs. To enter details, use the appropriate ADD COST button.

Important

Participants with special needs refer exclusively to persons with disabilities as specified in the Erasmus+
Programme Guide. The number of participants indicated per activity cannot exceed the total number of
participants with special needs mentioned in the Activities' Details section.

Special Needs Support

Ho of Participants :
D With Special Neegs  DFCriPtion end Justification Grant (EUR)

Tonal 0.00 EUR

Exceptional Costs

o Mo of ﬂﬂl’(l:lpﬂﬂ.!: -;Im:ludl:u? Description and Justification Grant (EUR)
Accompanying Parsons)

0.00 EUR

You will have to provide the Number of Participants with Special Needs / No of Participants (incl. Accompanying persons), provide a Description
and Justification and enter the requested Grant in EUR.

Special Needs Support

No of
‘with Special Nesds

|—=| I EUR ®

ion and ifl Grant (EUR)

i
Total 0.00 EUR
ADD COST
Exceptional Costs
[ No of Participanta (including o0 i s susrification Grant (EUR)
Accompanying Persons)
a F I e | @
0.00 EUR

ADD COST

Via the ADD COST button, you can enter additional rows for Special Needs Support or Exceptional Cost.


http://ec.europa.eu/programmes/erasmus-plus/resources_en
http://ec.europa.eu/programmes/erasmus-plus/resources_en

Special Needs Support

Mo of Participants

with Special Neegs  D*EFIPtIon and Justificanion

o I 2 [ Enter Just

Total

Exceptional Costs

e of Participants (including oy i
I ipte d Justificati
¥ Accompanying Persons) eyt s

' Ener Justification here

Tatal

ADD COST

To delete an item, click the Delete button.

Exceptional Costs

o Wo of Participams (Including o iion and sustifieation
Accompanying Persons)

I Enter Justification here

Navigate back to the Activity Details.

Grant (EUR)

25000  EUR ®

250.00 EUR

Grant (EUR)

w000 | EUR @

700.00 EUR

Grant (EUR)

0000 | EUR ®

134,00 EUR

83400 EUR

Once all information on the flow is updated, navigate back to the Activity Details. The flow just added is now visible in the list of flows.

You can add additional flows to your activity by using the ADD FLOW button. Provide all information the same way as you did with Flow 1.

Activities | List of Activities A Activity Detalls

Activity - Al

A Eact
¥

Activity Type

| Youth Exchanges - Programme Countries ¥ I Activity 1

Flows
Country of
No. of Group Origin
Flow = & Start Date
NG & s Group ¥ L:ﬂd!lsﬁlﬂlnefv CWI,II)‘ ?1' End Date
= Destination
City of Venue
France
01-08-2018
1 g o 1 Poland
<201
Lodz 20-08-2018

ADD FLOW

Edit or Delete a Flow.

Should you need to make changes to a flow added or remove a flow completely, you can do this via the menu button next to the specific flow in

the Activity Details screen.

Select Flow Details to adjust or Delete Flow to remove it completely. Selecting Flow Details will open the screen with all details for that flow.

13 Total Activity Budget

Activity Title

Total Duration

Total Duration

Total No. of

Travel (days)

Travel (days)

22

Partici



Flows

Commary of Origin

Flow M Start Date Total Daration: [»(Indinq Temwel Total Duration Incheding Travel 2 -
fh e g Sy o et ot Dt e} & frivet s Total Ho. of Participaats &
sty o Verae
S 01022018
1 & France : s T 5
s BOLI0N8
& Flow Details
Poland ® Delete Flow
- ol921018
2 Y FI:'I\:'F 28022018 F: ] £l 4

Navigate back to the "List of Activities".

Once you have recorded all information for your first Activity, navigate back to the List of Activities, using the top menu.

Activities | List of Activities Activity Details £ Total Activity Budget

Add additional activities.
if all the information for the activity is entered correctly, you will see a green check mark in front of it in the List of Activities.
You can add additional activities from here by clicking the ADD ACTIVITY button and providing all information as with Activity 1.

Via the Menu button you can edit or delete activities from the list.

[ & Main Activities G List of Activities ]

Main Activities

Please explain the context and cbjectives of the activities you are planning and in which way they meet the sbjectives of the project

Lorem ipsum dolos sit amet, consecterur adipiscing elit. Aliguam fermentum vestibulum est. Cras rnoncus. Pellentesque Nabiant morbi TRSTqUe Senectus el netus et malesuada fames
ac turpis egestas. Sed quis tortor. Donec non ipsum. Maurns condimenturm, odio nec porta tristique, ante neque malesuada massa, in digrissim eros velit at tellus. Donec et fisus in
ligula edeifend consoctenr,

Lorem ipsum dolor sit amet. consectetur adipiscing elit. Abquam fermentum vestibulum est |

What ace the basic elements of hose activities? For each activity remember 1o descrioe at the very least all of the following: type of activity, venue(s), planned dates, working methods
used, coumnies involved and the role of each project partner in the activity. Please al i onthe ‘ of pamicipants from the country of the recemving
arganisation even if no funding is requested for them.

Lorem ipsum dolor 5it amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tnstique senectus et netus et malesuada fames
8¢ TUrpis egesIas. Sed quis tormor Donec non ipsum. Mauris condimentum, odio Nec porta tristique, ante neque malesuada massa, in dignissim eros velit a1 tellus, Donec et risus in
Isgula eleifend consectetur,

Lorem ipsum dolor 5it amet, consectetur adipiscing #lit. Abgquam fermentum vestibulum est. Cras roncus. Pellentesque habitant morbi tistique senectus &t netus et malesuada fames
ACTUIPIS egestas. Sed quis toror Dones Non ipsum. Maurts condimenturm, odio nec PO tstque, ante neque malesuads Massa, in digrissim eros velt at tellus. Donec o1 risus in
ligula eleifend conzectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit

How 0o you intend 10 cooperate and communicate with your project parners and other relevam stakenokiers?

Lorem ipsum dolos sit amet, consecterur adipiscing elit. Aliguam fermentum vestibulum est. Cras rnoncus. Pellentesque NADITANT MOrbi TNSTGUe SENBCTUS @1 netus o1 malesuada fames
ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimenturm, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et risus in
Iaguda ederfend consectetur. Losem psum dolor sit amet, elit. Aliquam i Cras rhoncus, Pellentesque habitant morbi tristique senectus et
netus et malesuada fames ac turpis egestas.

List of Activities

Please enter the different mobility activities you intend to implement in your project,

’ * + * Total No of Flows Total No of *
= & Activity Tile % Activity Type 2 3 Panticipants & Gram %
[.u B Aciviy) ] e z Y 33008.00 EUR E]

Once all activities and the respective flows are added, proceed with the next section of your application.

If at least one activity is added completely, the Activities tab in the left hand side menu is marked with a green check.
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Related articles

® Web Application Forms Guidelines

® Web Forms Pre Checks

® Web Forms Context

® Web Forms: Project Description
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® Web Forms: Follow Up

® Web Forms: Project Summary

® \Web Forms Print PDF functionality

® Forms - Index - KA105 Youth mobility
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® Web Forms Checklist
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® Web Forms Submitting an application

® Application process for Web Forms

® Web Forms Participating Organisations

® Web Forms Add applicant organisation

® Web Forms Add participating organisation(s)

® Web Forms Add associated persons to organisations

® Web Forms How to complete the form



® Web Forms Annexes
® Web Forms Sharing an application

® Web Forms Start the application



Web Forms Activities for KA107 Higher education student
and staff mobility between Programme and Partner Countries

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

2018 KA1 - Learning Mobility of KA107 - Higher education student and staff mobility between Programme and
onward Individuals Partner countries

In this part of the application, you will provide information about the Activity Details, the type and number of mobilities foreseen with a specific
partner country. The Activities for KA107 projects are entered under Partner Countries menu, specifically under the Main Activities section for a
specific Partner Country in the Partner Country Details.

Quick Steps

1 Access the "Main activities" section within the Partner Country details.
2 Access the "Activity Details" screen.
2.1 Access the "Activity Details".
3 Select the "Activity Type".
4 Select "Flow Details" from the Menu.
5 Enter the "Flow Details".
5.1 Duration.
5.2 "Short, first and second cycle outgoing student mobility".
6 Add additional flows to the activity (if applicable).
6.1 Navigate back to the "Activity Details".
6.2 Click the "Add Flow" button (if applicable) and provide details.
6.3 Edit or Delete a Flow.
7 Navigate back to the "Main Activities".
8 Add additional Activities (if applicable).
8.1 Edit or Delete an Activity.
9 Navigate back to "Partner Countries".

Detailed Steps

Steps

Access the "Main activities" section within the Partner Country details.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

To enter the Activities planned with a specific partner country, access the Partner Country details and access the Main Activities section of the
screen.

Pariner Countries [ ] @ partner A Main Activities & Quality Questions

Partner Country Details

Pariner Country

| Maorocco v

A table is displayed and the first row empty.

Main Activities

Pieaze enter the different outgoing and incoming mability activities for the Partner Country.

Be aware that each mobility project per Partner Country will be assessed separately.

According 1o the Programme Guide short, first and second cycle outgoing student mohbility (for studies and/or traineeships) to countries in regions 6, 7, 8,9, 10 and 11 are not
eligible.

Please enter the different mobdlity activities you intend to implement in your project

W s s Activitytype & Total N° of Flows $ Nm;‘;‘aﬂ:' o Total Budget 3
[ Al 'y 1 1] 0.00 EUR =
ADD ACTIVITY

Access the "Activity Details" screen.

Access the "Activity Details".

To start encoding details select Activity Details from the menu button in the displayed empty row.
Main Activities

Please enter the different outgoing and incoming mability activities for the Partner Country.

Be aware that each mobility project per Pariner Country will be assessed separately.

According to the Programme Guide short, first and second cycle outgoing student mobility (for studies and/or traineeships) to countries in regions 6, 7, 8,9, 10 and 11 are not
eligible.

Please enter the different mobility activities you intend to implement in your project

Total N of

d = s Activity type = Total N of Flows = Participants & Total Budget 3
ADD ACTIVITY

In the Activity Details screen you have to provide the Activity Type and the related Activity Flows. The Total Activity Budget section is also
displayed. It displays no information if no activity has been added yet.

You will also notice the Activity is numbered (Activity Al).

Partner Countries | Partner Country | Main Activities I A Activity Detalls Total Activity Budget
Activity A1
Activity type
| =
L
Flows
Flow x . Total Duration Excluding Travel  Total Duration including Travel A
Incoming / Outgoin Total Mo. of Participants &
Mo & % ing [ Quigeing (days) & (days) & pa
1 Iy =
Total [} o o
ADD

Total Activity Budget

Budget items Grant



Select the "Activity Type".

Select from the drop-down under Activity Type the activity for which you want to encode details. The options available depend on the Partner
Country and if there was already an Activity Type entered.

Take note

Each activity type can be selected only once per Partner Country.

For example if your partner country is Morocco, you have four options to choose from for your first activity.

Activity A1

Activity type

HE-SMP-T - Student mobilty for traineeships To/From Partner Countries

HE-SMS-T - Student mabiity for Studies To/From Partner Countries
HE-STA-T - Staff mobility for Teaching To/From Pariner Countries
HE-STT-T - Staff mobilty for Training To/From Partner Countries

If your partner country is for example Switzerland, only one option is available to choose.

Partner Countries | Partner Country ~ Maln Activitles A Activity Detadls I Total Activity Budget
Activity Al

Activity type

HE-SMP-T - Student mobity for traneeships To/From Partner Countries

Select "Flow Details" from the Menu.
After the Activity Type is specified, you can start encoding the flow(s) of your activity. The first row in the Flows section is displayed empty.

Click the Menu button and select Details to start encoding the first flow. Alternatively can also click on the flow number or the dotted line in
column Incoming/Outgoing.

Partner Countries Partner Country Main Activithes A Activity Details Total Activity Budget
Activity A1
Activity type
l HE-SMS-T - Student mobility for Studies To/From Partner Countries -
Flows
Flow Incoming / Country of Country of Distance Band Total Duration Total Duration Total Mo. of
No 2 = Outgaing Origin = Destination < = (full months) = (extra days) < Participants £

Total ] o

ADD

Enter the "Flow Details".
Depending on the Activity Type selected, you have to provide the details such as:

® Incoming/Outgoing: Drop-down; Two options available: Incoming or Outgoing.

® Distance Band: Drop-down; You can access the Distance Band calculator from the calculator icon; Details on distance band selection under H
ow to use the Distance Band Calculator.

® Total No. of Participants: Free text field.
Total Duration: Free text field; Depending on the activity type, to be entered as days or full months. A month is defined as 30 days.

® Total Duration (extra days) or Travel Days: Free text field; Depending on the activity type.



As with the activity, the flow is numbered automatically. The activity type is also displayed.

Partner Countries Partner Country © Main Activities Activity A1 A Flow Details

Flow 1 Activity A1 - HE-SMS-T - Student mobility for Studies To/From Partner Countries

Incoming/Outgoing Country of Origin Country of Destination

| =l | I
Distance Band Total No. of Participants ]

Total Duration (full months) Total Duration (extra days) } Total Duration (days)

Average Duration per Participant

Average Duration (full months) Average Duration (extra days) Average Duration (days)

The grayed out fields (Country of origin, Country of Destination, Total Duration and all fields under Average Duration per Participants are auto-

calculated and filled in automatically.

Partner Countries Partner Country Main Activities Activity A1 1S Flow Detalls

Flow 1 Activity A1 - HE-SMS-T - Student mobility for Studies To/From Partner Countries

Incoming/Outgoing Country of Origin Country of Destination

I Incoming v I Morocco I France

Distance Band 8 Total No. of Participants

l 500 - 1999 km v | 8%

Total Duration (full months) Total Duration (extra days) Total Duration (days)

I 16 | B

IAverage Duration per Participant | B

Average Duration (full months) Average Duration (extra days) Average Duration (days)

Duration.
The various Duration fields require either an entry in days or full months. This depends on the earlier selected Activity Type.

The pictures below show you possible duration displays in the KA107 application form. You will notice different fields, for example Total Duration

(extra days) or Travel Days.

Any incorrectly entered duration values will trigger a warning message. The warning messages will assist you to correct the entry. You will not be
able to submit the form if those incorrect entries are not fixed according to the Programme Guide.

Total Duration (full months) Total Duration (extra days) Total Duration (days)

Total Duration Excluding Travel Travel Days Total Duration Including Travel

Once all details for the flow are entered, Flow details is marked with a green check in the top navigation.

Flow 1 Activity A1 - HE-SMS-T - Student mobility for Studies To/From Partner Countries

Partner Countries |/ Partner Country | Main Activities %:iwlr Al



"Short, first and second cycle outgoing student mobility".

Some National Agencies have made funds available to support short, first and second cycle outgoing student mobility to specific regions
(6,7,8,9,10 or 11). Please check your National Agency website: http://ec.europa.eu/programmes/erasmus-plus/contact.

To apply for these funds, add a flow for the given activity and select Yes in the drop-down Short, first and second cycle outgoing student
mobility when you encode these mobility flows. If you apply as well for third cycle outgoing mobility to these countries, you will have to add
another flow for the same activity and select "No" in the field "short, first and second cycle outgoing student mobility".

You will find the drop-down Short, first and second cycle outgoing student mobility only if:

Your National Agency made funds available to support short, first and second cycle outgoing student mobility.
You select Activity type Student mobility for Studies (HE-SMP-T - Student mobility for traineeships To/From Partner Countries and/or HE-SMS-
T - Student mobility for Studies To/From Partner Countries).

® You choose Outgoing.

If the drop-down is available, you have to choose Yes or No.

Partner Countries  Parlner Country / Main Activities ~ Activity A1 A Flow Details

Flow 1 Activity A1 - HE-SMP-T - Student mobility for traineeships To/From Partner
Countries

Incoming/Outgeing Country of Origin Country of Destination Short, first and second cycle
outgoing student mobility

I Outgoing v | Denmark l Tog .
| | v '
Distance Band g Total No. of Participants

I 4000 - 7999 km v | 4 Yas

Total Duration (full months) Total Duration (extra days) Total Duration (days)

| 1262 | 162

Average Duration per Participant

Average Duration (full months) Average Duration (extra days) Average Duration (days)

Add additional flows to the activity (if applicable).

Navigate back to the "Activity Details".

Navigate back to the Activity Details section by clicking on Activity A... via the top menu. In our example it is Activity Al.

Partner Countries / Partner Country  Main Activitieg %Iivny Al & Flow Details

Flow 1 Activity A1 - HE-SMS-T - Student mobility for Studies To/From Partner Countries

The Activity Details screen opens again. All sections in the top menu are marked with a green check. You will see the basic flow information for
the just added flow.

The Total Activity Budget section is now updated with the summary of the costs for the planned activity.


http://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-a/who-can-participate/eligible-countries_en
http://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-a/who-can-participate/eligible-countries_en
http://ec.europa.eu/programmes/erasmus-plus/contact

Partner Countries ~ Partner Country ~ Main Activities B Activity Details 18 Total Activity Budget

Activity A1

Activity type

I HE-SMS-T - Student mobility for Studies To/From Partner Countries ~

Flows b
Flow Incoming / Country of Country of Distance Band Total Duration Total Duration Total No. of
No % *  Outgoing oOrigin & Destination % ] (full months) & (extra days) = Participants
1 B  incoming Morocco France 500 - 1999 km 18 8 B =
Total 18 8 8
ADD

Total Activity Budget
Budget Iltems Grant
Total Travel Grant 2,200.00 EUR
Total Individual Support Grant 13,827.00 EUR
Total Grant 16,027.00 EUR

Click the "Add Flow" button (if applicable) and provide details.
Should you want to add another flow to the same Activity, click the Add Flow button under the Flows table.

Provide the required information as you did for the earlier added flow.

Flows
Flow Incoming / Country of Country of Distance Band Total Duration Total Duration Total Mo. of
No = *  Ouigoing Origin = Destination = s (full months) =  (extradays) = Participants =
1 @  Incoming Maorocco France 500 - 1999 km 16 8 8 =
2 A G
& Details
Total 16
® Delete

Edit or Delete a Flow.
To edit a flow, select Details from the Menu button and make the needed adjustments.

To completely remove a flow from an activity, select Delete from the Menu Button and confirm deletion.

Activity A1
Activity type
I HE-SMS-T - Student mobility for Studies To/From Partner Countries ~
Flows
Flow Incoming / Country of Country of Distance Band Total Duration Total Duration Total No. of
No 2 £ Outgoing Origin & Destination 2 ] (full months) &  (extra days) & Participants &
1 B Incoming Morocco France 500- 1999 km 16 8 8 =
2 Dutgoing France Moroeeo 500 - 1999 km 16 L] 8 .
@ Details
Total 3z 16
@ Delete
ADD

Navigate back to the "Main Activities".

Once you added all flows to your activity, navigate back to the Main Activities using the Top Navigation.



Partner Countries /| Partner Country | Main Activities & Activity Details 18 Total Activity Budget

Activity - A1 (Partner Courrry - Brazil)
Activity Type
HE-SMP-T - Student mobility for traineeships To/From Parner Countries v
Flows
::w_ Incoming / Outgoing Total Duration (days) # Total No. of Participants &
1 = Incoming 545 ] =
2 &  Ougoing 545 6 =
ADD FLOW

Total Activity Budget

Budget ltems Grant
Total Travel Grant 18,000.00 EUR
Total individual Support Grant 27,246.00 EUR
Total Grant 45,246.00 EUR

You will now see a green check in the Main Activities table for the Activity Type just added, meaning all information required has been entered.

Partner Couniries | Partner Co\mllv 3 Activity Details 3 Total Activity Budget

Activity A1

Main Activities

Please enter the different outgoing and incoming mobility activities for the Partner Country.

Be aware that each mobility project per Pariner Country will be assessed separately.

According to the Programme Guide short, first and second cycle outgoing student mobility (for studies and/or traineeships) to countries in regions 6, 7, 8,9, 10 and 11 are not
eligible

Please enter the different mobility activities you intend to implement in your project

Total N* of

d = s Activity type = Total N* of Flows = Participants & Total Budget =
Al I HE-SMS-T - Student mobility for Studies To/From Partner 2 16 29,614.00 EUR =
Countries

ADD ACTIVITY

Add additional Activities (if applicable).
Should you need to add additional activities for a Partner Country, click the ADD ACTIVITY button under the Main Activities table.

Main Activities

Please enter the different outgoing and incoming mobility activities for the Partner Country,

Be aware that each mobility project per Partner Country will be assessed separately.

According to the Programme Guide short, first and second cycle outgoing student mobility (for studies and/or traineeships) to countries in reglons 6, 7, 8,9, 10 and 11 are not
eligible.

Pleaze enter the different mobility activities you intend to implement in your project

Total N* of

R $  Activitytype % Total N* of Flows $ Participants. & Total Budget #

HE-SMS-T - Student mobility for Studies To/From Partner
Countries

Al

2 16 29,614.00 EUR =

Access the Activity Details screen for the new Activity by selecting Details from the Menu Button. Enter all required information as just done for
the first activity.



Main Activities

Please enter the different outgoing and incoming mobility activities for the Partner Country.
Be aware thal each mobility project per Partner Country will be assessed separately.
According to the Programme Guide short, first and second cycle oulgoing student mobility (for studies and/or traineeships) to countries in regions 6, 7, 8,9, 10 and 11 are not

eligible.

Please enter the different mobility activities you intend to implement in your project

- - o = . = Total N* of .
d = H Activity type = Total N* of Flows = Pasticipants & Total Budget &
HE-SMS-T - Student mobility for Studies To/From Partner =T
Al Countrice 2 1% 2961400EUR =
a2 & 1 0 ocoer [
ADD ACTIVITY @ Ddeleg

Edit or Delete an Activity.

To edit an activity, select Details from the Menu button and make the needed adjustments.

To completely remove an activity, select Delete from the Menu Button and confirm deletion.

Main Activities

Please enter the different outgoing and incoming mobility activities for the Partner Country.
Be aware that each mobdlity project per Partner Country will be assessed separately.
According to the Programme Guide short, first and second cycle outgoing student mobility (for studies and/or traineeships) to countries in regions 6, 7, 8,9, 10 and 11 are not

eligible.

Please enter the different mobility activities you intend 1o implement in your project

Total N* of

ds ] Activity type = Total N° of Flows = Participants & Total Budget =
Al HE-SMS-T - Student mobility for Studies To/From Partner Countries 2 16 29,614.00 EUR -
HE-SMP-T - Student mobility for traineeships To/From Partner
L 1 730, R
2 a a5 3 8730.00 EU G
[ Details
A3 HE-STT-T - Staff mobdlity for Training To/From Partner Countries 1 ® Delete

ADD ACTIVITY

Navigate back to "Partner Countries".

After you provided all activities and respective flows for a partner country, navigate back to the Partner Countries screen either via the top

navigation or the side menu.

From here you can then add additional countries (if applicable) and the related activities in the same way as just explained.
ringr gountr & Institutions & Non-academic partner & Main Activities 8 Quality Questions
Partner Country Details

Partner Country

I Morocoo

Partner Countries

No 2 2 Country % Humber of Organisations

i ¢

ADD PARTNER COUNTRY

Related Articles

® Application process for Web Forms

® Forms - Index - KA107 Higher education student and staff mobility between Programme and Partner Countries



Web Application Forms Guidelines

Web Forms Activities for KA107 Higher education student and staff mobility between Programme and Partner Countries
Web Forms Add applicant organisation

Web Forms Add associated persons to organisations
Web Forms Add participating organisation(s)
Web Forms Annexes

Web Forms Checklist

Web Forms Consortium

Web Forms Context

Web Forms Home screen

Web Forms How to complete the form

Web Forms KA107 Partner Countries

Web Forms Mobility Consortium

Web Forms Participating Organisations

Web Forms Pre Checks

Web Forms Print PDF functionality

Web Forms Sharing an application

Web Forms Start the application

Web Forms Submitting an application

Web Forms: Activities

Web Forms: KA107 Budget Summary

Web Forms: KA107 Introduction



Web Forms Activities for KA116 VET learner and staff
mobility with VET mobility charter

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

call vear Key Action _

2019 KA1 - Mobility of individuals KA116 - VET learner and staff mobility with VET mobility charter

This section asks for information about the mobility activities you plan to organise and the amount of EU grant that you are requesting to
implement them.

Take note

Questions or fields may vary depending on the action you apply for. Please read the on-screen information
carefully to complete the relevant fields and sections.

Quick steps

1 Click "Activities" in the side menu.
2 Encode activity(ies) in the "List of Activities" screen.
2.1 Access the Activity Details.
3 Provide the "Activity Details" information.
4 Fill in the "Budget".
4.1 Update the "Individual Support".
4.2 Add "Individual Support for accompanying persons (if applicable).
4.3 Update the "Travel" expenses.
4.4 Add "Exceptional costs for expensive travel" (if applicable).
5 Specify information for "Linguistic Support" (if applicable).
6 The "Budget Summary".
7 Navigate back to the Activities main screen.
8 Update or remove data from an encoded activity.
9 Update the next activity (if applicable).
10 "Organisational Support".

Detailed steps

Steps


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Click "Activities" in the side menu.
Click Activities in the side menu. The List of Activities screen opens.
Here you find following sections:

® |ist of Activities
® Organisational Support

EErasmus'r Formid &
59 List of Actwnes ational Sugport

List of Activities

s el e S Saiie S B T Do Libdaie
; - Awerage doration pee Total mumber of .

) Acsivy Descripts Total mumber of Pacticipants _ Stimated Grant
- i Ot gt ~ SERE Participani {days) Aenmaanying Persze S——

. EuR =

-] Eun =

[ =

8 m R =

oI - | (it} =
Totad [ 000 o 0.0 £4m

Encode activity(ies) in the "List of Activities" screen.
In the List of Activities section, at least one activity must be encoded and all mandatory fields for at least one activity to be provided.
By default, all activities in the list are marked with a green check, even if no specific information is yet encoded.

wATTE
mErasmus+ Formid KAT14-65

Buetot acnmes | B ogssationi sigpot

List of Activities

-.| Aciivity Deseription Tolal pumter of Paticipants i Pt TR e o Esmmates coant

Sutrmrson Hatory Al 000 IR =

TEL
[ 18 =
M @ ] =
[ s =

Tetal [ .00 [ .00 EUR

Firage nate Shat the average doration is based on The duration reuested for Indidual support in The detals of garticular scthty

Access the Activity Details.

In our example the first activity we want to enter a Short term mobility of VET learners activity. We select Activity Details via the Menu button in
the specific row.

ElListof Actwties | ) Ceganizabional Support
List of Activities

o activity must be encoded (all mandatory f

ave 12 Be provics

one of the Svailatie Bcthities, open the Botivity details an Suce Ine e

" o Participant  Total 1t Aocomp
[ Activity Descripion Total number of Participants ettt g re e L Estimated Grant
{days) Persons
= Short tarm mobiity of VET eamars
= Erasmus PRO- long term mobikty
of VET leacners
Aadvance Plisning Vish - Erasmus
o oo =
a [ 0.00 EUR =
. Teaching/training assignmants 1 : =
4 | ! q o0 EUR =
e b Lok
] Statt training abroad e " 000 ELR =
Total ] .00 o 000 B

Piease note Bl the sverage duration is hased on the duration requested for individual suppert in the details of particular activity.



The Activity Details screen opens, consisting of the following sections:

Activity Details
Individual Support
Travel

Linguistic Support
Budget Summary

Activities | List of Activities A Activity Detalls | A Individual Support | Ak Travel

pport Budget Summarny

Short term mobility of VET learners Description

from a different source, y
y is organised under the same

Co nying minars) are not considered to be participating in
gures in this section

Number of participants reguiring a grant Number of participant,

ot requiring a grant Tatal number of participants

Please provide an estimate of how many participants in this type of activities will be hosted by schools and companies
Host type School Company

Number of participants | o

Provide the "Activity Details" information.
Please provide an estimate of the number of participants that will take part in this type of activity. By default, all values are set to "0".

Update the different Number of participants fields with the correct values for your project.

Number of participants requiring & grant Number of participants not requiring a grant Total number of participants
Please provide an estimate of haw many participants in this type of activities will & ols and companies

Host type School Company

u T )

Number of pa

Number of participants requiring a grant MNumber of participants not requiring a grant Total number of particip
| | | )

Piease provide an estimate of how many participants in this type of activities will be hosted by schools and companies

Host type School Company

Number of participants | 6 4

Fill in the "Budget".

Fill in the following sections in the activity to create an estimated individual support and travel budget.

Update the “Individual Support”.

Provide an estimate on the number of participants that will take part in the activity. The available Tool Tips provide additional information to
assist you.

Fill in:

®  Number of participants: By default, the number of participants is set to "0" for all available country groups. Update the numbers for the
country groups of the participants

®  Average Duration per Participant (days): By default, the field is set to read-only. Only after the number of participants is updated, it
becomes editable. A message below the duration field provides specific information on the minimum/maximum duration for the selected
activity type.



Individual Support

Please estimate ihe durstion of stay for particinants recuiring an individusl suppoet grant to calculate the requested grant

The grant i calculated based on daily rates for theee groups of countries, as specified in the Programme Guide. To see the list of countries in each group fse

drianal travel days in your

| number of participants ] ‘mm('mf;’ Total duration (dsys) Extimated Geant
o D 0 0E
o o M 0 EUR
Group 3 countries @ | o ] 1 0 ELRR ( EUR
Total o o 0.00 EUR
Reques indwvidual support for sccompanying persons
Mo -

Fat further indormtion please consult the Programme Guide for the avenview of funding rules

Other fields are automatically populated depending on the information entered in the above fields:

B Total duration (in days)
®  Daily Grant rate (scroll over the tool tip for more information)
®  Estimated Grant

Individual Support

Plaase esty

The grant is

purpose, include the additional travel days in your

Taice info accoun ty. In Case you plan 1o request fund

estimated Bverag

8 you may request additional individual support for up 12 ane travel day before and after the ac
uration

Country group Nuenber of participants. ";‘::;m‘;:";}" Total duration {days) Daily Geand rate © Estimated Grant
Group 1 countries @ I o o o 0 ELR (0 EUR) EUR
I 0 EUR {0 EUR) 7 EUR
Geoup 2 countries @
Group 3 countries @ | 0 o o 0 ELIR {0 EUR) 1 EUR
Totsl s 0.00 0 a0 EuR
Average Duration per . N
Couniry group Number of participants Participant (days) Total duration (days} Daily Grant rate € Estimated Granl
Group | countries @ | ] ] E
Group 2 countries © | & l £0.00
Group 3 countries @ | 4 I 0.00 240 &8 EUR {82 EUR 183
Total 10 60,00 &00 45,220.00 EUR

Add "Individual Support for accompanying persons (if applicable).
A drop-down is available to specify if any individual support is needed for accompanying persons. By default, it is set to No.

If changed to Yes, another table displays, requiring the number of accompanying persons and average duration per country group. Update those.

Request individual suppor Tor accompanying persons

| Mo .

Request indrvidual support for accompanying persons

[r= ,

Please estimate the durstion of stay for accompanying persons to calculate the requested gran

The grant i calculated based on daily rates for thees groupsaloountries, a5 specified in the Programme Guide. To see the list of countries i each group, scroll over the tooltip in the table

BCCOUNt That you ity request adationsl indnidual
ed &

1 for up b0 o travel day betore and after the activity, in case you plan 1o request fnds for this purpase. Inclde the additional travel days in your

Country greup Mw;:.‘:;“"'""“‘ ':xp“;‘::rn"’“ Total duration {days) Estémated Grant
Geoup 1 countries @ I o
Group 2 countries @ I o ELR,
Geoup 3 countries. @ l o EUR
Total o o 0.00 EUR

For further information please consull the Programme Guide for the ovendew of funding rules.



Update the "Travel" expenses.

In this part, estimate the Number of persons requiring a travel grant for both participants and accompanying persons, if applicable.
Update the values in column Number of persons per specific Distance Band. By default, all fields are set to "0".
To estimate the distances between places use the distance calculator, accessible via the calculator icon.

The Grant Estimations are then automatically calculated.

Note: The total number of persons cannot exceed the total number of participants entered under the Activity Details. Should you exceed the
number of total participants, a warning message displays. Correct the form accordingly.

Travel

e
fand Distance Number of persans Grant per participant Estimated grant

Total 0 .00 EUR

Travel

: between places, please use The Eurapesn Commissions distance cakeulator, il
Band Distance Murmber of persons Grant per participant Estimated grant

1 1069 km

Total 10 2,910.00 EUR

Add "Exceptional costs for expensive travel" (if applicable).

If you expect to support participants or accompanying persons for whom the standard travel grant is not sufficient (e.g. due to geographical
remoteness), you may request a reimbursement of costs based on real cost of travelling.

The available drop-down is set to No by default. Select Yes to request the exceptional costs for expensive travel.
Click the ADD COST button and provide the required information.

Once complete, the Exceptional Cost item is marked with a green check. To delete the row, click on the X and confirm.

Take note

You cannot combine the standard travel grant and the exceptional costs for expensive travel for the same
person. Any single participant or accompanying person may only receive one type of travel grant.

The Sum of the total number of participants requesting standard travel and total number of participants
requesting exceptional costs for expensive travel must be lower or equal the sum of the number of
participants requiring a grant and number of accompanying persons of the activity.


https://ec.europa.eu/programmes/erasmus-plus/resources/distance-calculator_en

Request exceptional costs for expensive travel

INO v

Request exceptional costs for expensive travel

I Yes v

If you expect to support participants or accompanying persons for whom the standard travel grant is not sufficient (e.g. due to geographical
remoteness), you may request a reimbursement of costs based on real cost of travelling.

In this case, the maximum amount that can be requested under this budget category is B0% of the actual travel cost

The justification for requesting exceptional costs for expensive travel needs to include a short description of the expected itinerary and the reasons why
exceptionally high costs are expected.

The costs can be consider exceptionally high only if the standard travel grant does not cover at least 70% of the actual travel costs (for more details,
please consult the Programme Guide),

During project implementation, an exceptional costs travel grant may be replaced by a standard travel grant if the incurred costs are lower than
estimated

Please be aware that you may not combine the standard travel grant and the exceptional costs for expensive travel for the same person. Any single
participant or accompanying person may only receive one type of travel grant

Up to 80% of actual

Sl = = o Perer g, cligible costs
Id Description and justification Number of participants

@
No records found
Total (V] 0.00 EUR
ADD COST
id Description and justification Number of participants rant receieabed [Eug
3 I Justification I 1 864 3 =
13/5000
Total 1 864.00 EUR
ADD COST

Specify information for "Linguistic Support" (if applicable).
See Web Forms Linguistic Support (KA102, KA116) for details.
The "Budget Summary".

The Budget Summary section is filled in automatically depending on the information provided in the previous sections and provides an overview
of the Total Grant of the activity.

Budget Summary

Budget Items Short term mobility of VET leamers
Individual Support 45220.00 EUR
Travel 2910.00 EUR
Exceptional Costs for Expensive Travel 864.00 EUR
Linguistic Support 0.00 EUR
I Total Grant 48,994.00 EUR

Navigate back to the Activities main screen.
The Activity Details sections and the Activities menu are marked with a green check once completed.

Navigate back to the Activities main screen via the breadcrumb or by accessing Activities tab in the side menu.

Activities Ist of Activities & Activity Detalls Individual Support & Travel Linguistic Support & Budget Summary |

Short term mobility of VET learners Description

In the list of activities the Total Number of Participants, Average duration per Participants (days), Total number of Accompanying Persons and
the Estimated Grant are now displayed.



Note: The average duration displayed is based on the duration requested for individual support in the details of the specific activity.

GListof Activities | (@ Ceganisational 5

List of Activities

To request funds for one of the available scthities, open the activity detads and introduce the needed

. Activity Description Total umber of Participants ‘;:’[‘:f:;’;:":;ﬁf;’ Aﬂo"‘::"‘::'::';;”'wm Estimated Grant
1 -1 I';':ﬂ:':"" mobility of VET 0 60,00 0 48,130.00 EUR =
N w e o0
FER | AO00ce s VI - ( ( 000 EUR =
e ] ;;;a‘\;:vj raining assigrments = i = 000 ELR =
A5 @ Staf training abroad o 000 o 0.00EUR =
Total 1 60.00 0 48,130.00 EUR

Update or remove data from an encoded activity.
To update the encoded activity, select Activity Details via the menu button.

To remove all information encoded in an activity, select Clear Activity via the menu button and confirm.

DListof Activites | 8 Organ

List of Activities

To eequest funds

¢+ one of the available sctivities, open the activity detalls and introduste the needed information

; ¢ Average durlion per Tolal umber of =
[ Acti ipt Toital pu [ Participant; . st i
d ctivity Deseriplion atal pumbar of Participants Participant (days) Accompanying Persons Estimated Gran
Short term mobility of VET
Al * 1o 0.00 Q 48,130.00 EUR
] s 0.0 .130.00 EU .
@ Activity Details
) Erasmius PRO- 1ong term i
s mobillty of VET leamers 0 ).00 1] @ Clear Activity
i Advance Planning Visi - o E
o e Erasmus- PRO 000 ] 0.00 EUR =
a4 Teaching/raining assignments s =
G 3 O
T o abroad ) 0.00 ) 0.00 EUR =
A5 [ statf training sbroad ) 0.00 o 0.00 EUR =
Total 10 &0.00 a 48,130.00 EUR
Confirmation o

Are you sure you want to remove all information for this activity ?

Update the next activity (if applicable).

Proceed to encode the details for other planned activities in the same way as just explained.

"Organisational Support".

The Organisational Support grant covers costs directly linked to the implementation of mobility activities that are not covered through specific
grants for travel, individual support, linguistic support and special costs. This section of the activities screen is read only.

It provides an overview of the Total number of participants from all activity types and the Estimated Grant.

Organisational Support

Number of participants Estimated Grant

10 2,500.00 EUR
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Web Forms: Activities for KA125 - Volunteering Projects

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

2018 KA1 - Mobility of individuals KA125 - Volunteering Projects

This section of the KA125 application form asks for information about the main activities of the project, including the amount of EU grant that you
are requesting to implement them.

For this action, there is a distinction between Volunteering Activities and Complementary Activities. The page here explains how to encode both
types of activities in the application form.

Volunteering activities will provide you with two basic option: Activities with all elements identified and Activities with not all elements identified.
The example below shows how to encode Activities with all elements identified. Activities with not all elements identified will require less
information input.

Information

While encoding the activities for your project in the form, make sure you read the textual information
provided in the form carefully. You will also find tool tips for fields or sections that assist you. This will ensure
you provide the correct information for the specific activities.

Quick steps

1 Click the "Activities" tab in the side menu.
2 Provide context/objectives of Volunteering Activities.
3 The List of Volunteering Activities.
4 Select "Activity Details" via the menu button.
4.1 Provide Activity Title and select the Activity Type.
5 Add Flow(s) to your Activity.
5.1 Click "Flow Details".
5.2 Select "Country of Origin" and "Country of Destination".
5.3 Enter "Duration Including Travel (Days)".
5.4 Provide "No. of Participants" for the flow.
6 The Flow "Budget".
6.1 Enter "Travel" information.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

6.2 Enter "Exceptional Cost for Expensive Travel", if applicable.
6.3 Enter "Individual Support".
6.4 Enter "Organisational Support".
6.5 Request "Special Needs Support", if applicable.
6.6 Request "Exceptional Costs", if applicable.
6.7 Request "Linguistic Support", if applicable.
7 Navigate back to "Activity Details".
8 Add additional Flow(s) to the activity.
9 Edit or Delete a Flow.
10 Navigate back to the "List of Activities".
11 Add additional activities.
12 Edit or Delete an Activity.
13 Add "Complementary Activities".
13.1 Access "Complementary Activities" under Activities.
13.2 Answer "Do you plan to organise Complementary Activities?"
13.3 Provide information on the context of the Complementary Activities.
13.4 Select "Activity Details".
13.5 Enter "Type of Activity".
13.6 Enter "Direct costs" and "Indirect costs".
13.7 Provide the basic elements of the activity.
14 Add additional Complementary Activities.
14.1 Edit or delete a Complementary Activity.
15 Completion of entering Activities.

Detailed steps
Steps

Click the "Activities" tab in the side menu.
To add activities to your application, click the Activities tab in the left side menu and the activities main screen opens.
Here you find following sections:

Volunteering Activities

List of Volunteering Activities

Complementary Activities and

List of Complementary Activities (only visible if certain condition fulfilled)

l A Vohmnteeting Actiities 4 List of Voluntesring Activities 4 Complementary Activities @ List of Complementary Activities

Volunteering Activities

Project Managemant

in this sectian, you are
generated based on the

‘mation on the volunteenng activities you intend to implement. The budget of your progect will be panky

Follow-up \
Budger Summary

y

bands) of the activity you plan 1o camy oul you will then fis-in all
dget ¥ based cs

Annexes exact flows of volunteers

Piease explain the content and objectives of the voluntesring sctivitses you are planning

List of Volunteering Activities

Piease enter the different volunteering activities you Intend 10 IMplement in your progect

All elemens of
& Ho, of Py
o 2 3 Activity Thie 3 Activity Type & your activities are T oo P Gam 2
identified? & 3
Al A Ves NN GOOEULR =

Provide context/objectives of Volunteering Activities.

The first information to provide is context/objectives of the Volunteering Activities planned in the available free text field. The max. amount of
characters you can enter is 5000.



Once information is provided, the field is marked green.

A Volunteering Activities A List of Volunteering Activities A Complementary Activities & List of Complementary Activities
Volunteering Activities

In this section, you are requested to enter information on the volunteering activities you intend to implement. The budget of your project will be partly
generated based on the data provided here.

When filling in the activity table, you have two options

® You already know the main elements (country of origin, country of destination, distance bands) of the activity you plan to carry out: you will then fill-in all
fields in the activity table and your grant will be calculated using the applicable unit costs per budget category based on the exact flows of volunteers.

® vou have not yet identified the main elements (country of origin, country of destination, distance bands) of the activity you plan to carry out: you will then
encode in the activity table only the number of volunteers you plan to involve and the duration of the services. Your grant will be calculated based on the
average costs per budget category per volunteer. At final report level, your final grant will be calculated based on the exact flows of volunteers and
associated unit costs as defined in the Erasmus+ Pregramme Guide. The final grant will have to remain in the frame of what was granted at application
level

Please explain the context and objectives of the volunteering activities you are planning.

N
| Volunteering Activities I A List of Volunteering Activities A Complementary Activities List of Complementary Activities

Volunteering Activities

In this section, you are requested to enter information on the volunteering activities you intend to implement. The budget of your project will be partly
generated based on the data provided here.

When filling in the activity table, you have two options:

® You already know the main elements (country of origin, country of destination, distance bands) of the activity you plan to carry out: you will then fill-in all
fields in the activity table and your grant will be calculated using the applicable unit costs per budget category based on the exact flows of volunteers.

®  you have not yet identified the main elements (country of origin, country of destination, distance bands) of the activity you plan to carry out: you will then
encode in the activity table only the number of volunteers you plan to involve and the duration of the services. Your grant will be calculated based on the
average costs per budget category per volunteer. At final report level, your final grant will be calculated based on the exact flows of volunteers and
associated unit costs as defined in the Erasmus+ Programme Guide. The final grant will have to remain in the frame of what was granted at application
level

(Please explain the context and objectives of the volunteering activities you are planning

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique
senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque
malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Sed
quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et
risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhoncus
Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum,
odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur. Lorem ipsum dolor
sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et netus et
malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in
dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur.

The List of Volunteering Activities.
Your planned activities have to be entered via the List of Volunteering Activities.
By default, the first row displayed is empty and in column All elements of your activities are planned?, you see a prefilled Yes.

Two buttons beneath the list are available, which you can use to encode additional activities. Here you can choose to add an Activity with all
elements identified or Activity with not all elements identified.

If you do not have any activity with all elements identified, first add a new Activity with not all elements identified and then delete the first
activity created by default.

List of Volunteering Activities

Please enter the different volunteering activities you Intend to implement in your project

All elements of

a3 *  Activity Title 5 Activity Type = your activities are it °'Pmmwis Grant ¥
identified? = H
Al A Yes NaN 0.00 EUR =

ADD ACTIVITY WITH ALL ELEMENTS IDENTIFIED

ADD ACTIVITY WITH NOT ALL ELEMENTS IDENTIFIED

Select "Activity Details" via the menu button.

In our example, the first activity we want to enter is an activity with all elements identified. We select Activity Details via the Menu button in the
by default available row.



List of Volunteering Activities

Please enter the different volunteering activities you intend to implement in your project

AT ol o Participants

3 % Activity Title 2 Activity Type = your activities are Grant =
identified? 2 Z
Al A Yes NaN oooeve [

& Activity Details

ADD ACTIVITY WITH ALL ELEMENTS IDENTIFIED

ADD ACTIVITY WITH NOT ALL ELEMENTS IDENTIFIED

The Activity Details screen opens, consisting of the sections Activity Details incl. Flows and Total Activity Budget.

Activities / List of Activities Ak Activity Details & Total Activity Budget
Activity - Al

Activity Title

Activity Type

Flows
Flow Country of Origin . Duration Including Travel Total No. of Participants
No = +  Country of Destination el (days) s
1 F'iy =

ADD FLOW a

Total Activity Budget

Budget ltems Grant
Travel Grant 0.00 EUR
Individual Support Grant 0.00 EUR
Exceptional Costs for Expensive Travel Grant 0.00 EUR

Provide Activity Title and select the Activity Type.
The first thing to provide is an Activity Title in the free text field. Once information is filled, the field is marked green.
Then select the Activity Type from the available drop-down. You can choose between:

1. Advance Planning Visit (AV-APV)
2. Individual Volunteering Activities (AV-IVA) and
3. Group Volunteering Activities (AV-GVA)

Activity - A1

ACtivity Title

l Volunteering Activity 01

Activity Type

Advance Planning Visit {AV-APV)
Group Volunteering Activities (AV-GVA)
Individual Volunteering Activities (AV-IVA)

If you select Individual Volunteering Activities (AV-IVA), another drop-down field becomes available: Is this a long-term activity? You have to
select Yes or No. A long term activity refers to an activity of a duration of 60 days or more, excluding travel days. In our example we choose No.

Note: This field does not display for the other two activity types.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Web+Forms%3A+KA125+Introduction#WebForms:KA125Introduction-ActivitiesforVolunteeringprojects

Activity - Al

Activity Title

I Volunteering Activity 01

Activity Type Is this a long-term activity?
I Individual Volunteering Activities (AV-IVA) - v
Activity - Al
Activity Title
I Volunteering Activity 01
L ?
ACTivity Type 15 this a long-1erm activity ‘v7
I Individual Volunteering Activities (AV-IVA) » I No L
Yes

Add Flow(s) to your Activity.

Click "Flow Details".
In the next part of the activities section, you have to encode the flows for the specific activity.

In the Flows table, an empty row displays by default. To enter the details, select Flow Details via the Menu button.

Flow Country of Origin

5 Duration Including Travel Total No. of Participants
Ne # & Countryof Destination Desuwice Barul (days) B
1 A 8
& Flow Detalls
ADD FLOW

The Flow details screen opens. Two main sections are available: Flow No. # of Activity Detail and Budget.

Here the screen for an Activity with all elements identified:

Activities / List of Activities / Activity Details

Flow No. 1 of Activity A1

Activity Title

Volunteering Activity 01
Country of Origin Country of Destination Duration Including Travel (days)
| al i
No of Total Participants

out of which:
No of Participants with Special No of Participants with Fewer
Needs @ Opportunities @ No of Accompanying Persans @

I [ [

For further information please consult the Programme Guide for the overview of funding rules.

Travel

. Total Travel Grant
No of Participants @ Distance Band Grant per Participant EUR
I I K EUR A Total travel grant is required




Dursts: Trave!
Toti b o
Budget
- e B v
Travel
Mo of Participants Grant per Participant Toasd Travel Grat
) -1
Individual Support @
Teotal incrvidusl Support Gaant
% of Farvo.pants Duration per Participant {deys| iraert per Participant Day —
| o | o Bun
Organisational Support
Totsl Crganizasional 5
Durstax devs e parts Graet pay Paeticipant Day
L]
| | o

Special Needs Suppaort

Select "Country of Origin" and "Country of Destination".
Select from the drop-downs under Country of Origin and Country of Destination the correct values.

If you have identified partner organisations, the list of countries of destination will only contain the countries of the organisations encoded under
"participating organisations".

Take note

The Country selection fields are not available for activities marked as Activity with not all elements
identified.



Flow No. 1 of Activity A1

Activity Title

Volunteering Activity 01

Country of Origin

Country of Destination Duration Including Travel (days)

I France

| u |

Plus Appli G
Anguilla
Antarctica
Aruba
Austria
Belgium
Bermuda
Bonaire Sint Eustatius and Saba
British Indian Ocean Termitory
British Virgin Islands
Bulgaria
Cayman Islands
Croatia
Curagao
Cyprus
Czech Republic
Denmark
Estonia
Falkland Islands

ipants with Fewer

s @ No of Accompanying Persons @

Ime Guide for the overview of funding rules

Activities / List of Activities / Activity Details

Flow No. 1 of Activity Al

Activity Title

Volunteering Activity 01

Country of Origin

Out of which

Country of Destination Duration Including Travel (days)

No of Participants with Special
Needs @

No of Participants with Fewer
Opportunities @

No of Accompanying Persons @

| France v 5 I &1
Total No of Participanis Erasmus Plus Applicant Countries

France
| Germany

Iceland

Enter "Duration Including Travel (Days)".

Provide the duration of the planned activity in days in the field Duration including Travel (days). Should you enter a value not adhering to the
rules according to the selected activity type, a red warning displays. Correct such entries.

Flow No. 1 of Activity A1

Activity Title

Volunteering Activity 01

Duration Including Travel (days)

Country of Origin Country of Destination

'I ! =
11

l France ¥ I Germany

No of Total Participants ! !
= Duration Including Travel (days)

I | ods |

b If the activity Is marked as a short-term activity then ’

the duration including travel lime of each flow must be
Detween 14 days and 61 days.

Flow No. 1 of Activity A1

Activity Title
Volunteering Activity 01
Country of Origin Country of Destination Duration Including Travel (days)
I France v Germany v I 61




Activities | List of Activities | Activity Details

Flow No. 1 of Activity A2

Activity Title

Volunteering Activity 02

Duration Including Travel (days)

Total No of Participants

I il

Activilies Lls:u[AiLJ Activity Details

Flow No. 1 of Activity A2

AcTivity Title

Volunteering Activity 02

Duration Including Travel (days)

l 30

Total Mo of Panicipants

I 10

Provide "No. of Participants" for the flow.
The next fields relate to the number of participants. First, enter the Total for all participants.

Second, specify the numbers for participants with Special Needs, Fewer Opportunities and Accompanying Persons. Enter 0 if any of those is not
applicable for your activity flow.

The little question mark on top of those fields will provide additional information.

Take note

The fields for No of participants with Special Needs, Fewer Opportunities and Accompanying Persons are not
available for activities marked as Activity with not all elements identified.

Flow No. 1 of Activity A1

Activity Title
Volunteering Activity 01
Country of Origin Country of Destination Duration Including Travel (days)
I France v I Germany v 61

No of Total Participants

Out of which

Lbich
Out of Total No of

Participants

No of Participants with Special Mo of Participants with Fewer
Needs @ Cpportunities @ Mo of Accompanying Person

All fields completed are marked green.




Flow No. 1 of Activity Al

Activity Title

Volunteering Activity 01

Country of Origin Country of Destination Duration Including Travel (days)

l France T Germany v I 61

Mo of Total Participants

| s

Out of which:
Mo of Participants with Special No of Participanis with Fewer
Meeds © Cpportunities & Mo of Accompanying Persons @

' 1 o I o

Activities | List of Activities | Activity Details
Flow No. 1 of Activity A2

Activity Title

Volunteering Activity 02

Duration Including Travel (days)

Total No of Participants

Activities / List of M Activity Details
Flow No. 1 of Activity A2

Activity Title

Volunteering Activity 02

Duration Including Travel (days)

I 30

Total Mo of Panicipants

| o

The Flow "Budget".

The next part in the Flow is the Flow Budget. The screen can consist of below sections, determined by the Activity Type chosen earlier:

Travel

Exceptional Cost for Expensive Travel

Individual Support

Organisational Support

Special Needs Support

Exceptional Costs

Linguistic Support (only available under certain conditions)



For further information please consult the Programme Guide for the overview of funding rules

Total Travel Grant
No of Perticipants @ Distance Band Grant per Perticipant

EUR
I <] |

A Tatal travel grant is required

| Exceptional Costs for Expensive Travel |

Request Exceptional cost for expensive travel

[ e .
| Individual Support |
Total Individual Support Grant
No of Perticipents @ Durstion per Panticipant (days) Grant per Participant o
I & EUR | 4 voul individual support grant is required
| Organisational Support |
Country Total Duration (deys) No of Participants @ Grant per Participant/Dey
Germany | (] EUR
Totsl Organisstional Support Grant
EUR
A Total osganisationsl support grant is required
Special Needs Support |
L1} Special N“dc Description and Justification Grant (EUR)
Total 0.00 EUR
ADD COST
Exceptional Costs
D No of Participants (Including i d i Grant (EUR)
)
Towl 0.00 EUR
ADD COST
Mo of Participants Grant per Paricipant Travel Grant
I 0 EUR EUR
Individual Support
Mo of Perticipants Duration per Participant (days) Grant per Paricipant/Day R
| o B o
Organisational Support
Cummtion per Participent (Geys) No of Panicipants Grant per Pasticipent/Day .
pecial Needs Support
0 e Py Description and Justifcation Gean (EUR)
Total 0.00 EUR
ADD COST
Exceptional Costs
" No of Pasticipants (inchuding Sh Grant (EUR)
Total Q.00 EUR
ADD COST

Enter "Travel" information.



In the Travel section of the flow budget, you will request a contribution to the travel costs of the participants, incl. accompanying persons, from
their place of origin to the venue of the activity and return.

The No of Participants field is prefilled with the value entered earlier. You can adjust this value, if needed. Fill in here the number of participants

for which you request a travel grant.

Then select the distance for the travel via the drop-down under Distance Band. The fields Grant per Participant and Total Travel Grant are

automatically calculated and updated.

Take note

The Distance Band selection is not available for activities marked as Activity with not all elements identified.

Travel
Total Travel Grant
No of Participants @ Distance Band Grant per Participant o
| a | v 1 e
AT
0-9km
. 10-99 km
Exceptional Costs for EX§ ,0. 490 km
500 - 1949 km
= ) 2000 - 2999 km
Request Exceptional cost for expensivg ... - 999 km
| No 4000 - 7999 km
8000 km or more

L %
Travel \}7

Ho of Participants @ Distance Band Grant per Participant Total Travel Grant

| 4 I 500 - 1999 km v | 27500 EUR 1100.00  EUR

Exceptional Costs for Expensive Travel

Request Exceptional cost for expensive travel

I Mo

Enter "Exceptional Cost for Expensive Travel", if applicable.

Should you require Exceptional Cost for Expensive Travel, it can be requested in this section. By default, the drop-down under Exceptional Cost
for Expensive Travel is set to No.

To request such budget item, change the drop-down value to Yes. The following happens:

1. The fields No. of Participants, Description and Justification and Grant (EUR) become available. Provide the required information.
2. Any data you might have already entered under Travel is removed consequently.

Take note

Exceptional Cost for Expensive Travel is not available for activities marked as Activity with not all elements
identified.


https://webgate.ec.europa.eu/fpfis/wikis/pages/createpage.action?spaceKey=ESCITDOC&title=How+to+use+the+Distance+Band+Calculator+%28ESC%29

Exceptional Costs for Expensive Travel ‘

Request Exceptional cost for expensive travel
| No b4

Travel

Distance Band Grant per Participant

©)

No of Participanis @

EUR

Exceptional Costs for Expensive Travel

Request Exceptional cost for expensive travel

[[ve M

] L
No. of Participants @

l GD\/SQSEHDNG:\ and Justification

Up to 80% of eligible costs
Grant (EUR) @

Enter "Individual Support".

Total Travel Grant

EUR

Individual support is defined as "Pocket money" to the volunteer for additional personal expenses. It is based on the duration of the stay per
participant (if necessary, including also one travel day before the activity and one travel day following the activity).

It should be requested in this section.

The fields No. of Participants and Duration per Participant (days) are prefilled with the information provided earlier. You can adjust those
values. The Grant per Participant and Total Individual Support Grant are auto-calculated. Incorrect entries are marked with a warning message

and have to be fixed accordingly.

Individual Support

Excluding Accompanying

Persons
Mo of Participants @ Duration per Participant (days)

| <

No of Participants @

Grant per Participant

EUR

Individual Support

Duration per Participant (days) Grant per Participant

3 I 61

Mo of Participants @
EUR

Enter "Organisational Support”.

Total Individual Support Grant

EUR

Total individual Support Grant

51500 EUR

Organisational Support are costs directly linked to the implementation of mobility activities. It is based on the duration of the stay per participant
(if necessary, including also one travel day before the activity and one travel day following the activity).

By default, Total Duration (days) and No of Participants are prefilled with the values entered earlier. You can adjust those.

The Country field is also prefilled using the data under Country of Destination and cannot be changed. The Grant per Participant/Day and Total

Organisational Support Grant are auto-calculated.

Take note

Organisational Support is not available for activities of type Advance Planning Visit (AV-APV).

For activities marked as Activity with not all elements identified, not all fields described above are visible.



Organisational Support

Country

Including Accompanying

Persons
Total Duration (days) No of Participants @ Grant per Participant/Day

I 61 I 4 2300 EUR

Total Organisational Support Grant

EUR

Organisational Support

Duration per Participant (days) No of Participants Grant per Participant/Day Total Organisational Support Grant

30 | 10 2050 | EUR 6150.00  EUR

Request "Special Needs Support", if applicable.

To request costs related to the participation of participants with special needs, click the ADD COST button. Enter in the newly displayed the No of

Participant with Special Needs for which you ask for additional support, provide a Description and Justification of the costs (max. 5000
characters) and the Grant (EUR).

Via the X in that row, you can delete the entry.

Take note

If the activity is with All elements identified the value under No of Participants with Special Needs must be
higher than 0 and equal/less to the No. of Participants with Special Needs from the flow.

If the activity is with Not all elements identified the value under No of Participants with Special Needs must
be higher than 0 and equal/less to the Total No. of Participants from the flow.



Special Needs Support
No of
Participants o 2 :
D with Special Description and Justification Grant (EUR)
Needs
Total 0.00 EUR
! !
Special Needs Support
No of
D :;:';ﬁ::i: Description and Justification Grant (EUR)

Needs

[« =1 | | [e]

Total 0.00 EUR
ADD COST
Special Needs Support :
No of
Participants ot —

D with Special Description and Justification Grant (EUR)

Needs
1 | 1 I Enter description & Justification here | 150.00 EUR @

150.00 EUR

ADD COST

Request "Exceptional Costs", if applicable.
Details on costs funded under this budget item are available for you on the Erasmus+ Programme Guide.
To request Exceptional Cost, click the ADD COST button in the relevant section.

Enter in the newly displayed row the No of Participants requiring such support, provide a Description and Justification of the costs (max. 5000
characters) and the Grant (EUR).

Via the X in that row, you can delete the entry.


https://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-b/three-key-actions/key-action-1/mobility-projects-young-people-focusing-on-evs_en

Exceptional Costs
D No of Participants (Including . /invion and Justification Grant (EUR)
Accompanying Persons)
Total 0.00 EUR
ADD COST
Exceptional Costs
D No Dfr'ul icip i i Description and ificati Grant (EUR)
)
| ilFa I l I EUR |
Total 0.00 EUR
ADD COST
Exceptional Costs
D No of Pnnil:ipan_l.s (Including and Justification Grant (EUR)
panyisty /)
1 I 2 l Enter description & Justification here | 275.00 EUR @
Total 275.00 EUR
ADD COST

Request "Linguistic Support", if applicable.

The Linguistic Support section in the flow budget is only available for Individual Volunteering Activities (AV-IVA), marked as long-term activities.
For Linguistic Assessment, you have to provide the total number of participants using any of the displayed languages during their mobility.

For Language courses, you have to specify:

®  under Group 1, the number of participants that will make use of an online linguistic course (based on the available languages and levels) and
®  under Group 2, the number of participants for which you request a linguistic support grant.

The textual information on the screen provides detailed information.

Linguistic Support

Linguistic Assessment

Online linguistic assessment is obligatory for all the volunteers using either Bulgarian, Croatian, Czech, Danish, Dutch, English, Estonian, Finnish, French,
German, Greek, Hungarian, Irish Gaelic, Italian, Latvian, Lithuanian, Maltese, Polish, Portuguese, Romanian, Slovak, Slovenian, Spanish or Swedish as a
foreign language during mobility activities from 2 to 12 months.

Number of participants that will do their mobility using one of these languages I

Language Course

You can apply for support for language learning for your volunteers. Support for language learning is available for volunteers in activities lasting from 2 to
12 months, either through access 1o lanquage courses through the online linguistic support (for languages in group 1 below), or through a grant for
languages/levels that are not available as online language courses (for languages in group 2 below). Please carefully choose for which language you are
applying for support. For more information please consult the OLS website: http://erasmusplusols eu/

Group 1 languages: Bulgarian, Croatian, Czech, Danish, Dutch, English, Estonian, Finnish, French, German, Greek, Hungarian, Italian, Latvian, Lithuanian,
Polish, Portuguese, Romanian, Slovak, Slovenian, Spanish, Swedish

No. of Grant per

Language Group Participants _Participant Total Grant
Group 1 I
Group 2 (Other languages not included in group 1) I

Total ]



The fields are marked green after information is provided and the grant per participant and totals are automatically calculated and displayed.

Linguistic Support

Linguistic Assessment

Online linguistic assessment is obligatory for all the volunteers using either Bulgarian, Croatian, Czech, Danish, Dutch, English, Estonian, Finnish, French,
German, Greek, Hungarian, Irish Gaelic, Italian, Latvian, Lithuanian, Maltese, Polish, Portuguese, Romanian, Slovak, Slovenian, Spanish or Swedish as a
foreign language during mobility activities from 2 to 12 months

Number of participants that will do their mability using one of these languages

Language Course

You can apply for support for language learning for your volunteers. Support for language learning is available for volunteers in activities lasting from 2 to
12 months, either through access to language courses through the online linguistic support (for languages in group 1 below), or through a grant for
languages/levels that are not available as online language courses (for languages in group 2 below). Please carefully choose for which language you are
applying for support. For more information please consult the OLS website: http://erasmusplusols.eu/

Group 1 languages: Bulgarian, Croatian, Czech, Danish, Dutch, English, Estonian, Finnish, French, German, Greek, Hungarian, Italian, Latvian, Lithuanian,
Polish, Portuguese, Romanian, Slovak, Slavenian, Spanish, Swedish

No. of Grant per

Language Group Participants Participant Total Grant
Group 1 I 2 0.00 EUR 0.00 EUR
Group 2 (Other languages not included in group 1) Isgfg 602‘35
Total 6 502‘32

Navigate back to "Activity Details".

Once all information for the flow is entered, navigate back to the Activity Details screen via the top navigation.

Activities / List of Activities /| Activity Details

Flow No. 1 of Activity Al

In the Activity Details screen you see now:

1. The Flow just entered in the table, marked with a green check, indicating all required information is provided.
2. The Total Activity Budget updated, according to the requested budget items of the flow(s).



Activities | List of Activities @ Activity Detalls @ Total Activity Budget
Activity - Al

ACtivity Title

I Volunteering Activity 01

Activity Type Is this a long-term activity?

| Individual Volunteering Activitles (AV-IVA) v I Mo ¥
Flows

Country of Origin "

. Duratien Including Total No. of
. 2 a  Countryof Distance Band s %
Destination Travel (days) Participants %

1
France e
|'|—O (] Germany S00 - 1999 km 61 4 7137.00 |
ADD FLOW a

Total Activity Budget

Grant =

2

Budget ltems & Grant
Travel Grant 1100.00 EUR
Individual Support Grant 0.00 EUR
Exceptional Costs for Expensive Travel 0.00 EUR

Add additional Flow(s) to the activity.
Should you need to add additional flows to your activity, click the ADD FLOW button.

Select Flow Details from the Menu button in the new row and enter all required details as you did for the first flow.

Take note

You may get a situation whereby travelling from one country to another may result in the use of different
distance bands depending on the actual place of origin and arrival for each mobility. In such cases, you can
create several flows with the same Countries of Origin and Destination in order to get the breakdown that
you will need to indicate different distance bands in the budget section.

Flows
Flow Country of Origin . Duration Including Travel Total No. of Participants
No # £  Countryof Destination DlanceSand (days) .
France % =
1 = Germany 500 - 1999 km 61 4 =
Flows
Flow Country of Origin i Duration Including Travel Total No. of Participants
No % %  Country of Destination IR (days) &
1 Eraice 500 - 1999 km 61 4 =
Germany
2 o
ADD FLOW @ Delete Flow

Edit or Delete a Flow.

If you need to adjust details for an already encoded flow or wish to delete one, click the Menu button next to the respective flow.



Select Flow Details to edit and Delete Flow to remove the flow from the activity.

Flows

Flow Country of Origin " Duration Including Travel Total No. of Participants

No & %  Country of Destination DRI B ot (days) s
France =

1 = Germany 500 - 1999 km 61 4 =
Bulgaria -

2 1 500 - 1999 km 61 6 =

(# Flow Details
ADD FLOW @ Delete Flow

Navigate back to the "List of Activities".

Once all information for the Activity is entered, navigate back to the List of Activities screen via the top navigation.

Activities & Activity Details & Total Activity Budget
Activity - Al

In the List of Activities, you will see a green check in front of the activity encoded, if all required details were provided.

List of Volunteering Activities

Please enter the different volunteering activities you intend 1o implement in your project

All elements of =i
d % * Activity Title 2 Activity Type 2 your activities are Mook Parlltlpnn’ia Grant 2
identified? = i
a1 = \un’?lu-.neel ing Activity :Ld!::a::asl Volunteering Yes 9 16034.00 EUR =

ADD ACTIVITY WITH ALL ELEMENTS IDENTIFIED

ADD ACTIVITY WITH NOT ALL ELEMENTS IDENTIFIED

Add additional activities.
To add more activities, use the available buttons under the List of Volunteering Activities.

You can choose between Add Activity with all elements identified and Add Activity with not all elements identified.

List of Volunteering Activities

Please enter the different volunteering activities you intend 1o implement in your project

All elements of =i
d % * Activity Title 2 Activity Type 2 your activities are Mook Parlltlpnn’ia Grant 2
identified? = i
a1 = \un’?lu-.neel ing Activity :Ld!::a::asl Volunteering Yes 9 16034.00 EUR =

ADD ACTIVITY WITH ALL ELEMENTS IDENTIFIED

ADD ACTIVITY WITH NOT ALL ELEMENTS IDENTIFIED

In the newly displayed empty row, select Activity Details via the Menu Button and enter the required details, incl. the Flow(s) for the activity as
described for the first activity.



List of Volunteering Activities

Please enter the different volunteering activities you intend 1o implement in your project

All elements of

= = Activity Title = Activity Type = your activities are Ha:ot Pamcnpan:s Grant =
identified? & i
Al M Volunteering Activity Individual Veluntéering Yes 9 16934.00 EUR =
o Activities
A2 A No NaN oooeve [
- e
G Activity Details |
ADD ACTIVITY WITH ALL ELEMENTS IDENTIFIED ® Delete Activity

ADD ACTIVITY WITH NOT ALL ELEMENTS IDENTIFIED

Edit or Delete an Activity.
To adjust an already encoded activity or to delete one, click the Menu button next to the respective activity.

Select Activity Details to edit and Delete Activity to remove the activity completely.

List of Volunteering Activities

Please enter the different volunteering activities you intend to implement in your project

All elements of

I & $  Activity Title & Activity Type $ your nctiviies are > Of Participants Grant &
idemtified? = -

Valunteering Activity Individual Velunteering -
Al g u Actvities Yes 9 1693400 EUR =
A Volunteening Activity Group Volunteering 3 = —
a2 0 ciivites No 0 IFWO0EUR =
A3 2 V?Iurnueung ACTivity Advance Planning Visit No s 241600 EUR .

03

@ Activity Details

ADD ACTIVITY WITH ALL ELEMENTS IDENTIFIED ® Delete Activity

ADD ACTIVITY WITH NOT ALL ELEMENTS IDENTIFIED

Add "Complementary Activities".

Access "Complementary Activities" under Activities.

Complementary activities aiming at strengthening the impact of the project. If you plan such activities, you have to encode the information in
your application form under the Activities section.

From the main activities page, click on Complementary Activities in the top navigation.

& Volunieering ACtivities 53 List of Volunteering Activities B Complemantary Activities 1 List of Complementary Activities

Contexn

Participating Organésations

ption Volunteering Activities

n This SECTRON, You BTe Tequested 1o niter INfOrMation on the volntesnng activities you intend 1o implement. The budget of yous project will be panly
generated based on the daa provided here

\When filling in the activity table, you have two options:

®  You already kn
fieids in the

15 (country of onigin, counts
grant will be caiculated

ctivity you plan to cammy out. you will then fillin a
costs per budget category based on the exact flows of volunteers.

®  vou have not y main elemenss out: you will then

encode In the activity y the number of vol g od based on the
average costs per f category per volunte al report level, your final grant w ulated based on the exact flows of voluntes
associated unit costs as defined in the Erasmuss Programme Guide. The final gr. to remiain in the frame of what was granted a1 ap

lewel

Answer "Do you plan to organise Complementary Activities?"
Select from the available drop-down if you plan such Complementary Activities or not, by selecting Yes or No.

Choosing No requires no further action in this part of the application.



Complementary Activities

Do you plan to organise complementary activities?

I v

Complementary Activities

4 3

Do you plan to organise complementary activities?
| ,

No

Provide information on the context of the Complementary Activities.
If you chose Yes, new fields become available.

You see a free text field asking for information on context, objectives and content of those activities. A List of Complementary Activities also
displays.

Complementary Activities

Do you plan 1o organise complementary activities?

I Yes ¥

Please explain the context, objectives and content of those activities and how they will contribute to reach the aims of the project

List of Complementary Activities

Please enter the different complementary activities you intend to implement in your project

d % H Type of Activity & Direct costs 3 Indirect costs Grant &
CAl 'y . 0.00 EUR 0.00 EUR OEUR =

L .
ADD ACTIVITY

Enter the information required in the free text field. The field is then marked green.

Complementary Activities

Do you plan to organise complementary activities?
[es :

Please explain the context, objectives and content of those activities and how they will contribute to reach the aims of the project

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique
senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque
malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Sed
quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et
risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhoncus.
Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris
condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur,|

Select "Activity Details".



In the List of Complementary Activities, the first row displayed is empty. Select Activity Details from the Menu button to open the
Complementary Activities screen.

List of Complementary Activities

Please enter the different complementary activities you intend to implement in your project

[ E Type of Activity % Direct costs % Indirect costs = Grant =

CAl A 0.00 EUR 0.04 EUR 0 EUR

& Activity Details

ADD ACTIVITY

Enter "Type of Activity".
First, provide in the free text field the type of Complementary Activities planned.

Activities | List of Complementary Activities
Activity - CA1

Seminar, Workshop, etc

Type of Activity @

Direct costs (EUR) Indirect costs (EUR) Grant

I 0 EUR I 0 EUR 0 EUR

Please describe the basic elements of the activity (venue(s), working methods used, number of participants etc)

Enter "Direct costs" and "Indirect costs".

Provide the required Direct costs (EUR) and Indirect Costs (EUR) in the two fields available. If under Indirect Costs a value entered does not
respect the funding rules, a warning is displayed.

Correct such entry.

Activities | List of Complementary Activities

Activity - CA1

Type of Activity @

I Workshop

Direct cosis (EUR) Indirect costs (EUR) Grant

I 150000 | EUR I 15000 | EUR 132000 EUR

A

Please describe the basic elements of the activity (venue(s), working methods used, number of participants eic)

The Grant is automatically calculated and displayed.

Activities | List of Complementary Activities

Activity - CA1

Type of Activity @

I Workshop

Direct cosis (EUR) Indirect costs (EUR) Grant

| 1500.00 EUR I 75.00 EUR 1260.00 EUR

Please describe the basic elements of the activity (venue(s), working methods used, number of participants etc)




Provide the basic elements of the activity.

In the free text field in the Complementary Activities section you have to provide details for the activity. The max. amount of characters you can
enter is 5000.

Activities | List of Complementary Activities

Activity - CA1

Type of Activity @
I Workshop
Direct costs (EUR) Indirect costs (EUR) Grant

I 1500.00 EUR I 75.00 EUR 1260.00 EUR

Please describe the basic elements of the activity (venue(s), working methods used, number of participants etc)

As with all other fields in the form, once information was entered, it s marked green.

Activities / List of Complementary Activities

Activity - CA1

Type of Activity @

I Workshop

Direct costs (EUR) Indirect costs (EUR) Grant

I 1500.00 EUR I 75.00 EUR 126000 EUR

Please describe the basic elements of the activity (venue(s), working methods used, number of participants etc)

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus
et netus et malesuada fames ac wrpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada
massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consecteiur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliqguam
fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor.
Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula
eleifend consectetur.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus
et netus et malesuada fames ac wipis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec pora tristique, ante neque malesuada
massa. in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur

Navigate back to the List of Complementary Activities via the top navigation.

Activities | List of Complementary Activities

Activity - CA1

Your activity is now displayed in the table, marked with the green check.

Complementary Activities

Do you plan to organise complementary activities?

| Yes b

Please explain the context, objectives and content of those activities and how they will contribute to reach the aims of the project

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique
senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque
malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit
Aliquam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristigue senectus et netus et malesuada fames ac turpis egestas. Sed
quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et
risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliguam fermentum vestibulum est. Cras rhoncus.
Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum,
odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur. Lorem ipsum daolor
sit amet, consectetur adipiscing elit. Aliqguam fermentum vestibulum est. Cras rhoncus. Pellentesque habitant morbi tristique senectus et netus et
malesuada fames ac twrpis egestas. Sed quis tortor. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in
dignissim eros velit at tellus. Donec et risus in ligula eleifend consectetur.

List of Complementary Activities

Please enter the different complementary activities you intend to implement in your project.

Id = ] Type of Activity = Directcosts + Indirect costs = Grant %

Al Workshop 1500.00 EUR 75.00 EUR 1260 EUR =

ADD ACTIVITY



Add additional Complementary Activities.

Via the ADD ACTIVITY button, you can encode additional activities. In the new row, select Activity Details from the Menu button and provide the
required information as just explained.

List of Complementary Activities

Please enter the different complementary activities you intend to implement in your project.
Id = s Type of Activity & Direct costs & Indirect costs & Grant ¥

CAl -] Workshop 1500.00 EUR 75.00 EUR 1260 EUR

ADD ACTIVITY

List of Complementary Activities

Please enter the different complementary activities you intend to implement in your project

a s = Type of Activity $ Direct costs & Indirect costs & Grant $

CAl ] Workshop 1500.00 EUR 75.00 EUR 1260 EUR —]

cAz A .. 0.00 EUR 00§ EUR e B
& Activity Details

ADD ACTIVITY ® Delete Activity

Edit or delete a Complementary Activity.

To adjust an already encoded Complementary Activity or to delete one, click the Menu button next to the respective Complementary Activity.

Select Activity Details to edit and Delete Activity to remove the activity completely.

List of Complementary Activities

Please enl e different complementary activities you intend to implement in your project

d = s Type of Activity = Direct costs = Indirect costs = Grant %

cal ] Workshop 1500.00 EUR 75.00 EUR 1260 EUR =

cAZ @ Seminar 1325.00 EUR 17.0p EUR CIERT I - |
& Activity Details

CA3 ] Info Session 1870.00 EUR 96.5
@ Delete Activity

ADD ACTIVITY

Completion of entering Activities.

All fields and sections in the Activities will be marked green/with a green check, if all information was entered.



List of Volunteering Activities

Please enter the diff

fevent volunteerineg acevizies you intend ta implement in your project
L & Acsivity Tle & Activiry Type &
Al B e ¥a Ingividusl Volunteteing ACtiites

a2 B Veluntesing Giup Voluntesting Act
A 8 Veumesing Advante Planing Visit
o0 A ¥ VATH ALL EL

ADD ACTIVITY WATH HOT ALL ELEMENTS IDENTIFIED
Complementary Activities

Do you plan £ arpanise complementay sctivlies?

[V 7

AS elements of
your activities e
Identified? &

Me. of Parricipams

¥

10

]

G &

IR =
1952000 EUR =
WEWEW =

List of Complementary Activities

Fleace enter the different complementary activities you intend to implement in your project

d & & Type of Activity &
CAl ] Workshop

CAZ -] Seminar

ca3 -] Info Session

ADD ACTIVITY

Direct costs &

1300.00 EUR

1325.00 EUR

1870 00 ELR

Indirect cosis &

75.00 EUR

17.00 EUR

9650 ELIR

In the side navigation the Activities section is also marked with a green check.

Context

Participating Organisations

Project Description

Participants

Project Management
Activities

Follow-up

Budget Summary
Project Summary
Annexes

Checklist

Related articles

® Web Forms: Follow Up

® Web Forms: Project Summary

® Web Forms: Activities for KA125 - Volunteering Projects

Gramt &
1260 EUR =
1073.6 EUR =

1573 2 EUR =

Proceed to the next section of your application.



® Web Forms Participants (KA101, KA102, KA104, KA109, KA116)
® Web Forms: Budget Summary KA1/KA3

® Web Forms: Activities



Web Forms Participants (KA101, KA102, KA104, KA109,
KAl116)

Relevant for...

2018 KA1 - Mobility of KA109 - Vocational Education and Training Mobility Charter
individuals
KA110 - Accreditation of youth volunteering organisations

KA125 - Volunteering Projects

2019 KA1 - Mobility of KA101 - School education staff mobility
individuals
KA102 - VET learner and staff mobility
KA104 - Adult education staff mobility
KA109 - Vocational Education and Training Mobility Charter

KA116 - VET learner and staff mobility with VET mobility charter

This section asks for information about the participants in the different activities you intend to organise.

Take note

Questions or fields may vary depending on the action you apply for. Please read the on-screen information
carefully to complete the relevant fields and sections.

Quick steps

1 Click "Participants" in the side menu.

2 Enter the required information in the available free text fields.
3 Update the "Learners" and "Staff" tables (if applicable).

4 Update the other available sections (if applicable).

Detailed steps

Steps

Click "Participants" in the side menu.

Click the Participants option in the side menu. In this section you provide information such as the Participants Profile, Preparation, Monitoring
and Support and/or Learning Outcomes.



Take note

Not all sections are available for all application forms.

Here an example screen for a 2019 KA102 - VET learner and staff mobility application form.

Participsting Organisstions

Furopean Development Plan m
Progect Mansgement Erasmus+

Activities

nts Ficfile | Preparation, Man A Leaming Dutzomes

Participants

mission History

Learners

Out of which

Tatal number of
participants

Recent graduates Apprentices biteiedarhd With speclal needs

Participant profile opportunities

Enter the required information in the available free text fields.

Provide the required information in the available free text fields. The fields available vary, according to the action you apply for.

G Participants’ Profile A Preparation, Monitoring and Support A\ Leaming Quicomes

Participants

When answering the following guestions, please make sure to include information about participants in each type of activities you plan to organise. The available
types of activities are: ErasmusPro, short-term mability of VET learners, teaching/training assignments, and staff training (including work placements and job
shadowing),

Participants’ Profile

Please describe the profile background and needs of the participants you plan to involve in mobility activities and explain why you have decided to involve them. If
relevant, describe the selection process you plan to use to identify the exact persans who will be supparted by the projact

Lorem ipsum dolor sit amet, consectetugr adipiscing elit. Aenean commodo ligula eget dolor, Aenean massa, Cum sociis natoque penatibus et magnis dis
parturient montes, nascetur ridiculus mus. Donec quam felis, ultricies nec, peflentesque eu, pretium quis, sem. Nulla consequat massa quis enim. Donec pede
ngilla vel, aliquet nec, vulputate eget, arcu. In enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo. Nullam dictum felis eu pede mollis pretium
cidunt. Cras dapibus. Vivamus elementum semper nisl. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commaodo ligula eget dolor.
Aenean massa. Cum soclis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Donec quam felis, ultricies nec, pallantesque eu, pretium
quis, sem. Nulla consequat massa quis enim. Donec pede justo, fringilla vel, aliquet nec, vulputate eget, arcu. In enim justo, rhoncus ut, iImperdiet a, venenatis

wit sto. Nullam dictum felis eu pede mollis pretium. Integer tincidunt. Cras dapibus. Vivamus elementum semper nisi,

g elit. Aenean commoda ligula eg
idiculus mus. Donec quam fel

cletuer adipis

lor, Aenean massa, Curr natoque penatibus et magnis dis
parturier ites, nascetu tricies nec, pellentesque ey, pretium quis, sem. Nulla consequat massa quis enim. Donec pede
Justo, fringilla vel, aliquet nec, vulputate 2get, arcu. In enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo. Nullam dictum felis eu pede mollis pretium

Integer tincidunt. Cras dapibus. Vivamus elementum semper nisi

. OGS

Update the "Learners" and "Staff" tables (if applicable).

You might find specific tables in this section of your application to provide an estimated number of participants you plan to support according to
the specified displayed categories.

A Learners and a Staff table may display. The Total number of participants in each of the tables displayed is taken over from the activities
section of your application. Update the available fields if needed. By default, all values display "0".

Next to the number of Recent Graduates and Apprentices the amount of participants with fewer opportunities and special needs have to be
specified here.

If you do not provide this information here, you will not be able to complete the section Web Forms: Special Costs in your application form.



Learners

Participant profile Total number of

participants
Shaort term mability of 10
VET learners
Erasmus PRO- long
term mobility of VET 5
learners
Total 15

Participant profile
Advance Planning Visit - Erasmus- PRO

Staff training abroad

Total

Learners

Participant profile Total number of

participants

Short term mobility of 10

VET leamers

Erasmus PRO- lang

term mobility of VET 3

learners

Total 15
Staff

Participant profile

Advance Planning Visit - Erasmus- PRO

Staff training abroad

Total

Recent g

Total number of participants

Out of which:

With fewer

it With special needs

Out of which:

With special needs

Total number of participants

0 I i}

15 o
Out of which:
Recent grad: \pp With 'e".“f' With special needs
opportunities

| ] | | 5] ’

| ] | o J | i :
B8 7 1 2

Out of which:

With special needs

After updating the tables, additional free text field(s) may become available. Provide the required information.

Please provide information about the profile, background and specific needs of the participants with fewer opportunities.

0/3000

Update the other available sections (if applicable).

Additional sections might need to be filled in, such as Preparation, Monitoring and Support and/or Learning Outcomes.

If the section Learning Outcomes is shown, a drop-down is available to Select certifications. You can select a maximum of three certifications.



Learning Outcomes

What kind of learning outcomes do you expect participants to acquire? How are these outcomes going to be assessed?

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commado ligula eget dolor. Aenean massa. Cum sociis natogue penatibus et magnis dis
parturient montes, nascetur ridiculus mus. Donec quam felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla consequat massa quis enim. Donec pede
justo, fringilla vel, aliquet nec, vulputate eget, arcu, In enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo. Nullam dictum felis eu pede mallis pretium
Intener tincidunt Cras danihus Vivamus elementum semner nisi | arem insum dnlar sit amet_ennsectetier adinisrina elitAenean eommadn linula enet dalor

Q x
Europass Certificate Supplement

Europass Language Passport

The European Credit system for Vocational Education and Training (ECVET)

Europass Curriculum Vitae (CV)

Europass Diploma Supplement
Europass Mobility Document

Youthpass Certificate

¥
F
i
I Select certifications... i

Once all details are provided, the fields are marked green and each section in the top navigation are marked with a green check.
The Participants tab in the side menu is also marked with a green check.
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Web Forms Project Management (KA101, KA102, KA104,
KA109)

Relevant for...

2019 KA1 - Mobility of individuals KA101 - School education staff mobility
KA102 - VET learner and staff mobility
KA104 - Adult education staff mobility

KA109 - Vocational Education and Training Mobility Charter

This section in the application form asks for information about project management, including organisation of practical and logistical matters, as
well as cooperation and communication arrangements between the organisations involved in the project.

Take note

Questions or fields may vary depending on the action you apply for. Please read the on-screen information
carefully to complete the relevant fields and sections.

Quick steps

1 Click "Project Management" in the side menu.
2 Enter the required information.

Detailed steps

Steps

Click "Project Management" in the side menu.

To provide the information about the Project Management, click Project Management in the side menu.
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Project Management
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Enter the required information.

Provide the information required in this section. You will find free text fields. Once completed, Project Management in the side menu is marked
with a green check.

You can proceed with the next part of the application.
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Related articles

® Web Forms Checklist

® Web Forms Sharing an application

® Web Application Forms Guidelines

® Web Forms How to complete the form

® Web Forms Submitting an application

® \Web Forms Annexes

® Web Forms Print PDF functionality

® Web Forms Home screen

® Web Forms Start the application

® Web Forms Pre Checks

® Web Forms Context

® Web Forms Add applicant organisation

® Web Forms Add participating organisation(s)
® Web Forms Add associated persons to organisations

® Web Forms Participating Organisations



Web Forms European Development Plan (KA101, KA102,
KA104)

Relevant for...

2019 KA1 - Mobility of individuals KA101 - School education staff mobility
KA102 - VET learner and staff mobility

KA104 - Adult education staff mobility

In this section of your application form you need to provide the context for your project and link the project's objectives with the longer-term
goals that it should contribute to.

Take note

Questions or fields may vary depending on the action you apply for. Please read the on-screen information
carefully to complete the relevant fields and sections.

Quick steps

1 Click "European Development Plan" in the side menu.
2 Enter the required information.

Detailed steps

Steps

Click "European Development Plan" in the side menu.

To provide the information on the project's objectives with the longer-term goals, click European Development Plan in the side menu.
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Enter the required information.

Provide the information required in this section. You will find free text fields and drop-down(s). Once completed, European Development Plan in
the side menu is marked with a green check.

You can proceed with the next part of the application.
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® Web Forms Add associated persons to organisations

® Web Forms Participating Organisations



Web Forms: Budget Summary KA1/KA3

Relevant for...

Call Key Action

Year

2018 KA1 - Mobility of individuals KA105 - Youth mobility

KA107 - Higher education student and staff mobility between Programme and Partner
Countries

KA109 - Vocational Education and Training Mobility Charter

KA125 - Volunteering Projects

KA3 - Support for policy
reform KA347 - Dialogue between young people and policy makers

2019 KA1 - Mobility of individuals KA101 - School education staff mobility
KA102 - VET learner and staff mobility
KA104 - Adult education staff mobility
KA105 - Youth mobility

KA107 - Higher education student and staff mobility between Programme and Partner
Countries

KA109 - Vocational Education and Training Mobility Charter

KA116 - VET learner and staff mobility with VET mobility charter

KA3 - Support for policy
reform KA347 - Dialogue between young people and policy makers

The Budget Summary section in the application form is filled in automatically and all information is read only. This section provides an overview of
the budget of your project and the EU grant you are about to request.

One of the most important principles of Erasmus+ is the wide use of unit cost based grant items. In the case of unit costs, you do not have to
calculate the real cost of expenses, but instead indicate the number of units (number of days or number of participants) for a given grant item.
Based on that number, the application then calculates automatically the grant amount that can be requested, multiplying the number of units with
the unit cost concerned. You can find all information in the Programme Guide to verify the type of costs eligible under each grant item, the unit
cost levels and rules of allocation.

Take note

Please note that displayed information may vary depending on the key action of your application.

Quick steps

1 Click "Budget Summary" in the menu.

Detailed steps


https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en

Steps

Click "Budget Summary" in the menu.

To view the budget for your project, click the Budget Summary option in the side menu. As you may notice, all sections within the Budget
Summary already have the green check.

All information here is read only and automatically filled in. You will find a summary of all costs for the project.

For example in KA105 projects you have the possibility to view the requested budget for the Project, per Activity Type and per Activity.

| Call 2018 Round 1 KAT - Leasprert
L e Erasmus+ Formid KAIOS-DETHI0IE Deadiing (Biussets Tene) 15 TEE 0TS TET0 1R

Praject Descriptian

I S Project Budget Summary | E1Budget Summary per Activity Type | £ Budget Summary per Actiity

Budget Mems & Grant
Travel 19285 00 EUR
Organesaional Suppodt 45292 00 EUR
Special Heeds Support 1232 10EUR
Exceptional Costs 74650 EUR
Tesal Grant 66505.60 EUR

Budget Summary per Activity Type

Activity Type Travel  Crganisational Suppent  Special Needs Suppert Exceptional Costa Grant
Advance Planning Visit - 220000 EUR 0.00 EUR 35000 EUR 0.00 EUR 2550.00 EUR

‘Youth Exchange il
Youth Exchanges - ? T aaT

; ! 310 5 20887
Programme COuntries 880500 EUR 19902 00 EUR 63210 EUR 438 50 EUR 20847 60

Mobiliry of youth workers

Programene Countries 8280 00 EUR 25300 00 EUR 25000 EUR 240 00 EUR 34170.00 EUR

Budget Summary per Activity

Related articles
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Web Forms Linguistic Support (KA102, KA116)

Relevant for...

2019 KA1 - Mobility of individuals KA102 - VET learner and staff mobility

KA116 - VET learner and staff mobility with VET mobility charter

The Online Linguistic Support (OLS) supports language learning for Erasmus+ mobility participants.

OLS offers participants in various Erasmus+ mobility activities (KA1 - Mobility of individuals) the opportunity to assess their skills in the foreign
language(s) they will use to study, work or volunteer abroad. In addition, selected participants may follow an online language course to improve
their competence (https://erasmusplusols.eu/).

In a some web application forms you have the possibility to request funding for Linguistic Support in the Activities section of the form. Linguistic
support for learners in mobility activities is provided in two ways:

1. Through EU's online linguistic support platform (OLS)
2. In form of a financial grant (150 EUR per participant) to cover expenses such as classroom courses or learning materials for languages or
proficiency levels that are not available in OLS

Note: Online language courses are available for all proficiency levels in Dutch, English, French, German, Italian and Spanish. Linguistic support for
these languages cannot be provided in form of a financial grant.

This page provides an overview on how to request funding for linguistic support via the web application forms.

1 Available OLS assessments and courses.
2 How to request the funding for OLS in the web application form.
2.1 Access "Linguistic Support".
2.2 Update the required information.
2.3 Select the "Contact Person" for Online Linguistic Support.
3 Related articles

Available OLS assessments and courses.

The following languages are available for OLS assessment and courses.

Languages Language assessment Language course
available available
English, German, French, Italian, Spanish, Dutch Yes Yes; all levels
Bulgarian, Danish, Greek, Finnish, Croatian, Hungarian, Polish, Romanian, Slovak, Yes Yes; at Al level
Swedish,

Estonian, Latvian, Lithuanian, Slovenian
Czech Yes Yes; at A1-A2 levels
Portuguese Yes Yes; at A1-B2 levels

Irish Gaelic, Maltese Yes No


https://erasmusplusols.eu/

How to request the funding for OLS in the web application form.
Steps

Access "Linguistic Support".

To request funding for Linguistic Support, access this section in the specific activities details screen, either by using the bread crumbs or
scrolling down the page.

Call 2019 Round 1 KAT - Leaming Mobity of Individuals
m KAT02 - VET bearnir and s1alf motdiity
Erasmus+ Formid KAT02-10ABE203 Deadiing (Brussels Time) 05/02/2019 12:00:00

Activlies | List of Activities B individual Suppart & Travel

£ Budget Summary

Short term mobility of VET learners Description

In case you plan 1o inchad al pa s <L, who will receive funding in a different way, you may specify them as “participants not requiring
geart”. infarmn. ariicipants not reg

Finally, please consider that accompanying persons (e.g. assistants
participating in learning activities and are specified in & separate sec

73003 With special needs or adulls accompanying minors) are not considered 1o be
below Please do not include them when introducing figures in thes section

Number of participants fequining a grant Numbser of pants not requiring a grant Total number of participants

| o :

Update the required information.
Provide the information required:

1. Number of participants for Online Linguistic Assessment.
2. No of participants for Online Linguistic Support.
3. No of participants for Linguistic Support Grant.

Linguistic Support

Linguistic support for learners in mobility activities is provided in two ways
1. Through EU's online linguistic support platform {(OLS)

2. In form of a financial grant (150 EUR per participant) to cover expenses such as classroom courses or learmning materials for languages or proficiency levels that
are not available in OLS

Online language courses are available for all proficiency levels in Dutch, English, French, German, italian and Spanish. Linguistic support for these languages
cannot be provided in form of a financial grant.

Online language courses for Bulgarian, Croatian, Czech, Danish, Estonian, Finnish, Greek, Hungarian, Latvian, Lithuanian, Polish, Portuguese, Romanian, Slovak,
Slovenian, and Swedish are not available for all proficiency levels. For these languages, applicants may apply for a financial grant given that proficiency leveis of the
participants may not be known at the application stage. Financial grants may be replaced by an online language course during the implementation of the project, if
appropriate

In addition, the use of online linguistic assessment to determine the participant’s level of language proficiency before and after the mobility is obligatory if the
mobility will take place using any of the following languages: Bulgarian, Croatian, Czech, Danish, Dutch, English, Estonian, Finnish, French, German, Greek,
Hungarian, lalian, Latvian, Lithuanian, Polish, Portuguese, Romanian, Slovak, Slovenian, Spanish, Swedish, Maltese or lrish Gaelic

Please make sure to perform your estimations using the correct language list for the particular item.

For more information you may consult the OLS website: hitp://erasmusplusols.eu/

Language assessmenl: Online linguistic assessment is obligatory for all learners in activities lasting at least 19 days (excluding travel days) and using one of the
available languages as listed above. Based on this rule, please estimate the number of participants that will reguire online linguistic assessment
Number of participants

1
Online linguistic assessment o

Language leaming: Participants in activities lasting at least 19 days (excluding travel days) are eligible to receive support for language leaming. The form of
linguistic support depends on the language, as described above. Please estimate the number of participants that will require linguistic support for languages in
each of the two categories

No of participants Estimated Grant

2
Online linguistic support o 0 EUR
Linguistic Support Grant @ 0 0EUR
Total L] OEUR

Please select the person who will be the contact person for Online Linguistic Support (OLS) from the list below. Please be aware that only one person can be the
OLS contact person for the project. Therefare your choice in the field below will be automatically reflected in the whole application form. Changing the contact
person in another part of the application will automatically update the field below to reflect the same choice.

Please select the person who will be the contact person for Online Linguistic Support @

| Nowak, Jan v



Any incorrectly entered information results in a warning message.

No of participants Estimated Grant
Online linguistic support ' 4 0 EUR
Linguistic Support Grant I 10 1500 EUR
Total 14 1500 EUR

Select the "Contact Person” for Online Linguistic Support.

Online Linguistic Support Contact Person is the person who will receive personal credentials by email in order to access the Erasmus+ Online
Linguistic Support Licence Management System.

From the drop-down, select the contact person for Online Linguistic Support. The list displays all associated persons entered for the applicant
organisation. If the person you want to select as OLS contact is not displayed, please add it as additional associated person for your applicant
organisation.

To add a person to this
list, go to the applicant
organisation’s details and

ist below, Please be aware that only one person can be the
ted in the whole application form. Changing the contact
hoice.

Please select the person who will be the contact person for Online Linguil
OLS contact person for the project. Therefore your choice in the field beid
person in another part of the application will automatically update the fie

add a new contact person
Please select the person who will be the contact person for Online Linguistic Support: @

I Nowak, Jan

Kowalska, Anna
Nowak, Jan

Once a contact is selected, in the Associated Persons screen of your applicant organisation this Online Linguistic Support contact is marked with
a radio button.

Online Linguistic Support and Preferred Contact do not have to be the same person.

Associated Persons

d Name Role Preferred Contact @ Online Linguistic Support

1 Mowak Jan Legal Representative

mn

v (] Kowalska Anna Contact Person L =

3 Sleppek Joanna Contact Person E =

The Budget Summary section of the activity is updated with the calculated grant for Linguistic Support.

ollow ug

s# select the person who will be the ConTact pars
Budget Summary e select the witio will e act pe

I Steppei, Joanna

Budget Summary
Budget tems 2 Grant
Submission History
Indiivichual Suppon 7700.00 EUR
Traved 0.00 EUR
Exceptional Costs for Expensive Travel 700,00 EUR
[L..v..,u:-,ur, Support 200,00 EUD]
Total Gramt 9300.00 EUR

Related articles

® Web Forms Linguistic Support (KA102, KA116)

® Web Forms: Project Summary



Web Forms Special Costs

Web Forms Participants (KA101, KA102, KA104, KA109, KA116)

Web Forms: Budget Summary KA1/KA3

Web Forms Hosting Partner Organisation

Web Forms Consortium

Web Forms Activities for KA116 VET learner and staff mobility with VET mobility charter
Web Forms: Activities for KA102 - VET learner and staff mobility projects

Web Forms: Activities

Web Forms Project Management (KA101, KA102, KA104, KA109)

Web Forms: Follow Up

Web Forms European Development Plan (KA101, KA102, KA104)

Forms - Index - KA116 VET learner and staff mobility with VET mobility charter

Forms - Index - KA102 VET learner and staff mobility



Web Forms Introduction to KA2 Projects

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

Call Year Key Action

2018 onward KA2 - Cooperation for innovation and the exchange of good practice

Introduction

The following pages describe the use of the Web Application Forms (further - application) for Key action 2 - Cooperation for innovation and the
exchange of good practices in the Erasmus+ Programme.

The Erasmus+ Programme actions are managed by the National Agencies in the Programme Countries and the quality of your application will be
assessed against the award criteria specified in the Programme Guide. Make sure that you provide all the necessary information in your application
as this allows experts to assess all elements of each award criteria. More information can be found on the page Web Application Forms Guidelines.

The Web Application Forms are online applications and therefore need a fast and constant Internet connection. It is not possible to work offline with
the forms. They can be saved as a draft and can be completed at a later time.

Web Application Forms - Sections and Fields

Below is a brief outline of the various sections and fields within the Web Application Form for KA2 applications. Please note that questions or fields
may vary depending on the key action of your application.
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Funding Rules

Strategic Partnerships will range from fairly simple cooperation projects between small scale organisations (like schools or informal groups of
young people) to rather sophisticated and large-scale projects focusing on the development and exchange of innovative outputs in all fields of
education, training and youth. The expenses incurred by the different types of projects will necessarily vary accordingly.

By consequence, the proposed funding model consists of a menu of cost items from which applicants will choose according to the activities they
want to undertake and the results they want to achieve. The first two items, "project management and implementation" and "transnational project
meetings" are cost items that all types of Strategic Partnerships may apply for, as they are meant to contribute to costs that any project will incur.
The other cost items can only be chosen by projects that will pursue more substantial objectives in terms of intellectual outputs/products,
dissemination or embedded teaching, training and learning activities. Additionally, if justified by the project activities/outputs, exceptional costs
and costs for participation of persons with special needs can be covered.



The total project grant is a variable amount, defined by multiplying 12 500 EUR by the duration of the project (in months), and capped at 450 000
EUR for projects with duration of 36 months.

Related links



Web Forms Implementation KA2

Relevant for...

Call Key Action

Year

2018 KA2 - Cooperation for innovation and the exchange of good KA205 - Strategic Partnerships for youth
practices

2019 KA2 - Cooperation for innovation and the exchange of good KA201 - Strategic Partnerships for School education
practices

KA202 - Strategic Partnerships for vocational education and
training

KA203 - Strategic Partnerships for higher education
KA204 - Strategic Partnerships for adult education

KA205 - Strategic Partnerships for youth

This section of the application asks about your plans for the implementation of the project, such as monitoring activities, plans for handling of risks,
etc.

Take note

Questions or fields may vary depending on the key action of your application.

Quick steps

1 Click "Implementation” in the side navigation.
2 Provide the required information.

Detailed steps
Steps

Click "Implementation" in the side navigation.

Access the Implementation part of the application by clicking on Implementation in the side navigation.



T A Englin m
5 13 Eurabean™ - o
l-é,b Commission 1 ¥ Daniela HEYER (Darsela HEYERZe1 ¢ purcpa o)

...
Implementation

Plete explien how the results will be achieved

NI BLe AN E0OETaTE With o

by of thit Eratmus s Propt Results PLItToI (o poeparation, imghmntabion & follow-up of your poject? I

Provide the required information.
Enter all required details in the implementation screen. All fields are free text fields.

The filled in fields are marked green. Implementation in the side navigation will be marked with a green check, once information is available in
all required fields.

Implementation

Please explain how 1

plan 1o se & Twinning, Schoal Education Gatewsy of the Krasimus s Progect Besults Platfoem Rt prepas ation, smplementstion of ballow-up of your progect? If

Related articles

® Application process for Web Forms

® How to use the Distance Band Calculator

® Web Application Forms Guidelines

® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)
® Web Forms Annexes

® Web Forms Budget Summary KA2

® Web Forms Checklist

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form

® Web Forms Implementation KA2



Web Forms Introduction to KA2 Projects
Web Forms Participating Organisations
Web Forms Pre Checks

Web Forms Print PDF functionality

Web Forms Sharing an application

Web Forms Special Costs

Web Forms Start the application

Web Forms Submitting an application
Web Forms: Follow Up

Web Forms: Project Description

Web Forms: Project Summary



Web Forms Intellectual Outputs KA2

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

Call Key Action

Year

2018 KA2 - Cooperation for innovation and the exchange of good KA205 - Strategic Partnerships for youth
practices

2019 KA2 - Cooperation for innovation and the exchange of good KA201 - Strategic Partnerships for School education
practices

KA202 - Strategic Partnerships for vocational education and
training

KA203 - Strategic Partnerships for higher education
KA204 - Strategic Partnerships for adult education

KA205 - Strategic Partnerships for youth

This section asks for detailed information about Intellectual Outputs, if you are planning to include any in your project. Only Strategic Partnerships
supporting Innovation may apply for dedicated funding for Intellectual Outputs.

Take note

Questions or fields may vary depending on the key action of your application.

Quick steps

1 Click "Intellectual Outputs" in the side menu.
2 Start entering the required information.
3 Add the first Intellectual Output.
3.1
3.2 Provide the mandatory information for the Intellectual Output.
3.3 Access the Intellectual Output Budget items.
3.4 Access the Intellectual Outputs Budget details.
3.5 Enter the number of working days per staff member.
3.6 Navigate back to the Intellectual Output Budget screen.
3.7 Continue to update the Intellectual Output Budget details (if applicable).
3.8 Enter justification of grant request.
4 Add additional Intellectual Outputs.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

4.1 Click the "Add" button.
5 Editing an Intellectual Output.
6 Deleting an Intellectual Output.

Detailed steps

Steps

Click "Intellectual Outputs" in the side menu.

Access the Intellectual Outputs section in your application form by clicking Intellectual Outputs in the side menu. The Intellectual Outputs screen
opens.

lish
g : englizh )
B Commission | . 4~ o - Danieta HEYER (Daniela HEYER@ex1 eC europa eu)
Management
Implementation Call 2018 Round 1 KAZ - Cooperation for innovation and the exchange of good pracrices
A ineliectual Outpus - “ KAZDS - Strategic Partnerships for youth
Erasmus+ Formid KAZOS-ATA404DE Deadline (Brussels Time) 01 Feb 2018 12:00.00

Multiplier Events.

Intellectual Outputs

Do you plan 1o include intellectual outputs in your project?

wersion 21.8- 111172017 - 11:30

Start entering the required information.

Before you can start encoding the planned Intellectual Outputs for your project, you need to select an answer to the question: Do you plan to
include Intellectual Outputs in your project?

® |f you select No, no further action is required and you can continue with the next part of your application.
® |f you select Yes, more fields become available.

Information

This drop-down is automatically set to NO if in the Context section of your application you selected as main
objective for the project Exchange of Good Practises. In that case, no further action is required in this part of
your application.

If you change the answer to NO after you selected YES and already added Intellectual Output details, a
warning popup will be displayed: Are you sure you don't want to include Intellectual Outputs in your
project? Already provided records will be deleted.

If you continue, all already entered details will be removed.

Intellectual Outputs
Do you plan 1o include intellectual outputs in your project?
No
Yes

iR




Add the first Intellectual Output.

In the newly opened list of Intellectual Outputs the first row is displayed and empty. To enter the details, click either the dotted line or use the De
tails option from the Menu button.

Intellectual Outputs

Intellectual Outputs

The Intellectual Outputs Details screen opens, consisting of the sub-sections Intellectual Outputs Details and Intellectual Outputs Budget.

| ntefleciual Ourpurs A Imellectual Outputs Details B8 intellectual Outpur Budget

Intellectual Outputs Details

Yy End Date (dd-
| 23082018
Cutpan Description (including: elements of innovation, expected impact and rransferability potential)
Flease describe the division of work, the tasks leading 1o the production of the inteliectual output and the applied methodology

Leading Organisation
PaTCipating Ciganisations a

aT

Intellectual Qutput Budget

Please specify the staff resources which you need to produce the Intellectual Ourpar

Provide the mandatory information for the Intellectual Output.
Enter the required details for the first Intellectual Output you have planned. Provide following details:

1. Output Title: Free text field

2. Output Type: Selection drop-down; only one selection possible

3. Start/End Date: The start and end dates must be within the project start and end date. On default the start and end date are pre-filled in
with the project start date entered under the Context section of your application.

4. Output Description: Free text field to include elements of innovation, expected impact and transferability potential

5. Description of division of work: Free text field

6. Leading Organisation: Selection drop-down displaying the encoded participating organisations to choose from

7. Participating Organisations: Selection drop-down where multiple selections are possible, displaying the encoded participating organisations
to choose from

8. Media: Selection drop-down where multiple selection is possible

9. Languages: Selection drop-down where multiple selection is possible

Fields completed will be marked green.



Imellectual Outputs A Inmellectual Gutputs Detalls A imellectual Cutput Budger

Intellectual Outputs Details 01

Cutput Title Output Type
] Innovation - A Guide I 10-CCC-DEV - Course / curriculum - Design and development L
Start Date (dd-mm-yyyy) End Date (dd-mm-yyyy)

l 02072018 I 10082018

Output Description (Including: slements of innovation, expacted impact and transferability potential)

Lasrem ipsum dodor sit amet, consectetur adipiscing it Aliguam fermentum vestibulum est. Cras rhoncus, Pellentesque habitant morbi tristhque senecius of netus &t
malesuada fames aC UrpEs egestas. Sed quis o Danec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit a1
tellus. Donec ef risus in ligula eletfend consectetu

Please describe the division of work, the tasks leadng 10 the production of the inteflectual output and the applied methodology

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam fermentum vestibulum est. Cras thoncus. Pellentesque habiiant morbi tristique senectus &1 netus et |
malesuada fames ac turpis egestas,. Sed qui or. Donec non ipsum. Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim eros velit a1
tellus Donec et risus in ligula eleifend consectenur

Leading Croanisation Media

| v I Select -
Participating Organisations Languadges

l Sebect ved I Sebect v
AT

Access the Intellectual Output Budget items.

The second part of the Intellectual Output is the Intellectual Outputs Budget where staff resources to help produce the Intellectual Outputs have
to be specified.

Use the top navigation or scroll down the screen.
The list displays the organisations participating in this Intellectual Output including the leading organisation; all EUR amounts are set to 0.

Intellectual Output Budget

Please specify the stalf resources which you need to produce the Intellectual Qutput

Administrative

d ] Organization & Supparnt f-l!‘ﬂ Managers & T“cn"m;ml Technic lal;s mrke‘c;ou‘:ﬂ Grant &
Duale Hochschule Baden-Wiiemberg - - =
1 =
a Mosbach (04061 1862) ;‘i OEUR DEUR OEUR DEUR OEUR ODEUR
2 = ECOCENE (948637594) D EUR 0EUR 0D EUR 0EUR 0 EUR 0EUR =
Fundacja Edukacii | Tworezosei . - -
3 = (945610515) OEUR OEUR ODEUR OEUR OEUR O EUR =
Studieframjander Ostergotiand =
4 a (044052273) 0EUR OEVR OEUR OEUR 0EUR 0EUR =
5 ] UNIWERSYTET LODZKI (900863488) OEUR OEUR OEUR OEUR 0 EUR OEUR =
Tonal 0.00 EUR 0.00 EUR 0.00 EUR 0.00 EUR 0.00 EUR 0.00 EUR

Access the Intellectual Outputs Budget details.

Click the name of the organisation to access the details screen. Alternatively, click the Menu button next to the first organisation you want to
provide details for and select Details.

Intellectual Output Budget

Please specify the stalfl resources which you need 1o produce the Intellectual Outpu

Administrative 2
— Teachers/T Tech Youth
7] ¢ Organisation & SupportStaff  Managers £ o e e e & Grant %
Duate Hochschule Baden-wintemberg W f -
1 B | osbach (49811862) OEUR 0EUR OEUR 0EUR 0 EUR O EUR =
2 a ECOCENE (948637504) O EUR OEUR OEUR O EUR OEUR OEUR =
- Fundacia Edukacii | Tworczosci am—— - —— - —— -— S— R -

Enter the number of working days per staff member.
In the Intellectual Output Budget detail screen you first see the Organisation name and Country. Those fields are read only.

In the list below you will have to enter the No. of Working Days per staff category. The Grant per Day and Grant Requested will be displayed and
updated automatically.



Take note

If you have for one or several staff categories no working days to encode, leave the 0. If the field is empty
the item will be marked as incomplete and you won't be able to finalize the application.

Intellectual Outputs | Intellectual Outputs Detalls

Intellectual Output Budget Details of 949611862

Organisation Country of the Organisation

den-Warttemberg Mosbach Germany
Category of Staff Ho:of w“g‘;;z Grant per Day Grant Requested
Administrative support staff (31047621) I ] 0.00 EUR 0.00 EUR
Managers (31047622) I o 000 EUR 0.00 EUR
Teachers/Trainers/Researchers (31047624) I o 000EUR 0.00EUR
Technicians (31047623) | ] 0.00EUR 0.00 EUR
Youth Workers (31053535) I (1] 0.00EUR 000 EUR
Total ] 0.00 EUR
Intellectual Outputs  Intellectual Outputs Detalls
Intellectual Output Budget Details of 949611862
Organisation Country of the Organisation
Duale Hochschule Baden-W(irttemberg Mosbach Germany
r : 2
Category of Staff 220 “.:‘i",.ﬂ GrantperDay  Grant Requested
Administrative support staff (31047621) | 5 @ 13100 EUR 655.00 EUR
Managers (31047622) I 5 280.00 EUR 1400.00 EUR
Teachers/Trainers/Researchers (31047624) I 20 21400 EUR 4280.00 EUR
Technicians (31047623) | 45 162.00 EUR 7290.00 EUR
Youth Workers (31053535) I 25 21400 EUR 5350.00 EUR
Total 18975.00 EUR
\ J

Navigate back to the Intellectual Output Budget screen.
Once the items for the first organisation are entered, navigate back to the Intellectual Output Budget screen.

You will now notice that in the row for the organisation you just added staff information, the grant specifics are now displayed.



Intellectual Output Budget

Please justify why specific grant for management and administrative staff is required for the development of the Intellectual Output in addition to what is already covered by
Project Management and implementation grant

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliguam fermentum vestibulum est. Cras thoncus. Peflentesque habitant morbi tristigue senectus et netus et
malesuada fames ac turpts egestas. Sed quis toror. Donec non ipsum. Mawis condimentum, odio nec porta tristique, ante neque malesuada massa, In dignissim eros velit at
tellus. Donec et risus in ligula eleifend consectetur

Please specify the staff resources which you need to produce the Intellectual Outpur

Administrative

" ¢ Organisation & Support Staff  Managers ¢  ccners/TTMiR(  Technicians o Yeuh Grant §

Duale Hochschule Baden-Wikttemberg - iy
1 et 655 EUR 1400 EUR 4280 EUR 7290 EUR 53S0EUR  1B9TSEUR =
2 @  ECOCENE (948637594) OEUR OEUR 0EUR OEUR 0EUR oEUR =

Fundacja Edukac)i | Tworczosci i
3 B (esser0515 OEUR OEUR OEUR 0EUR OEUR 0EUR =

Studieframjandet Ostergitiand e
& B gags2273) OEUR 0EUR OEUR 0EUR 0EUR 0 EUR =
5 @  UNIWERSYTET LODZKI (990863488) OEUR OEUR OEUR OEUR OEUR 0ER =
Total 655.00EUR  1400.00EUR  4280.00EUR  T7200.00EUR  5350.00 EUR Lt

Continue to update the Intellectual Output Budget details (if applicable).

Update the Intellectual Output Budget details for the other organisations visible in the list. Once this is done the grants for the staff types is
displayed and also the totals per organisation and the totals for this Intellectual Output.

Intellectual Output Budget

Please justify why specific grant for management and administratove staff is required for the development of the intelleciual Qutput in addition 1o what is aleady covered by
pIDH?C‘ I'.ianagemem and implementation gram

Lorem ipsum dolor sit amet, consectetlur adipiscing elit. Aliguam fermentum vestibulum est. Cras thoncus., Pellentesgue habitant morbl tristigue senectus et netus et
malesuada fames ac turpis egestas. Sed quis tortar, Donec non ipsum. Mauris condimentum, odio nec porta tnistique, ante neque malesuada massa, in dignissim eros velit at
Teflus. Donec el nsus in ligula eleifend consectelur

Please specity the staff resources which you need to produce the intedlectual Output

Adminigtrative

i o Ce a  Teachers/Traim  Techniciang Youth o

i = Organieation * Support Su:! Managers * . - Workers 2 Grant =
Duale Hochschule Baden-'Wilrttemberg . 5 —
1 = Mosbach (949611862) 655 EUR 1400 EUR 4280 EUR 7290 EUR 5350 EUR 18975 EUR =
2 -] ECOCENE {248637504) 655 EUR 2800 EUR 4280 EUR 2430 EUR 1070 EUR 11235EUR =
Fundacja Edukacyi | Twarczosci ™ 4 " 14 R/ 1 R 74 " 760 EUR -
3 -] (045610515) OEV D EV 80 EU 00 EW 0 EU 3700 EUH =
Swdleframjander Ostergttland -
4 EUR 147 R 41 R 114 A 41 A R =
-] (944952273) 628 EUI DEU 2410 EU 0 EU 2410 EU 8058 EU =
& =2 UNIWERSYTET LODZKI (000863488) 105 EUR B8O EUR 1480 EUR 1650 EUR 1480 EUR S685 EUR =

13930.00 13510.00 11050.00 47T13.00

Total 213200 EUR  6990.00 EUR EUR EUR EUR EUR

Enter justification of grant request.

In the Intellectual Output Budget section you will have to enter the justification for the request. This is a free text field which is only available
once the first Intellectual Output was entered.

Once all details are provided in the screen for the first Intellectual Output the menu item in the side menu will be marked with a green check.
You can however continue to add additional Intellectual Outputs.



Intellectual Output Budget

Fiease justify why specific grant for management and administrative staff is required for the development of the int
Project Management and implementation grant

lectual Qutput in addition 1o what is already covered by

Lorem Ipsum dolor sit amet, consectetur adipiscing eiit. Aliguam fermentum vestibulum est. Cras thoncus. Pelientesque habitant morbi tristigue senectus et netus et
malesuada fames ac turpis egestas. Sed quis tortor Donec non ipsum. Mauris condimentum, odio nec perta tristique, ante neque malesuada massa, in dignissim eros velit at
tellus. Donec e1 risus in ligula eleifend consectemur

Please specify the staff resowrces which you need 1o produce the intéllectual Output

Adminisirative 2 1

X e a  Teachers/Traine  Technicians Youth &

Id = Organisation % Support Stu:l Managers = - P Workers ® Grant =
Duale Hochschule Baden-Wikrttemberg . 3 ="
1 -] Mosbach (549611862) 855 EUR 1400 EUR 4280 EUR 7290 EUR 5350 EUR 18975 EUR =
2 -] ECOCENE [948637504) 655 EUR 2800 EUR 4280 EUR 2430 EUR 1070 EUR 11235EUR =
3 & Fundacja Edukac)i | Tworczasci DEUR 440 EUR 1480 EUR 1100 EUR T40 EUR 3TO0EUR =
(94561051 5) —
Studieframjandet Ostergdiland =
4 L (042952273) 628 EUR 1470 EUR 2410 EUR 1140 EUR 2410 EUR 8058 EUR =
5 1] UNIWERSYTET LODZKI (000863488) 195 EUR 880 EUR 1480 EUR 1650 EUR 1480 EUR S685 EUR =

13930.00 13610.00 11050.00 4771300

Total 2133.00 EUR  6990.00 EUR EUR EUR EUR EUR

Add additional Intellectual Outputs.

Navigate back to the Intellectual Outputs screen, either via the side navigation or the top navigation.

Call 3018 Round 1 kA2 - Cooperation for inesovation and the excharge of good practices
Erasmus+ Formid KAZ0S-ATA4(4DE Deadine (Beussels Time] 01 Feb 2018 120000

5 inteec tual Qutpant Budger

el Ourgits 5 Innelectual Gutpats Dt

Intellectual Outputs Details 01

Click the "Add" button.
Under the list of Intellectual Outputs you can click the Add button to add additional planned Intellectual Outputs.

As before, the Intellectual Outputs Details screen opens. Encode all information as just explained for the first Intellectual Output.

Intellectual Outputs

Do you plan 1o include intedlectual outputs in your project?

[ .

Intellectual Outputs

In case you plan to include Intellectual Oulpiuts please describe them here

o3 $  OutpnTitle 3 Grant =

o1 = Innovation - A Guide ATT13.00 EUR =

Intellectual Outputs

Do you plan to include inteflectual outputs in your project?

| Yes L
Intellectual Outputs

In case you plan to include Intellaciual Outputs pleass describe them here

o % $  OuputTitle ¢ Grant

o B Innovation - A Guide 4TT13.00 EUR =

oz A 0.00 EUR .
& Details

ADD @ Delete

Editing an Intellectual Output.



If you need to make changes to an already encoded Intellectual Output (example: adding a participating organisation), access the Intellectual
Outputs main screen (via side navigation).

In the list of Intellectual Outputs click the Menu button next to the Intellectual Output you want to modify and select Details. Alternatively click
on the Output title.

The Intellectual Outputs Details screen opens and you can make changes.

Take note

If you make changes on the Intellectual Outputs (example: change title) after you already encoded Multiplier
Events you might find the Multiplier Events section in your application requiring updates as well. If that is the
case, the Multiplier Events section in the side navigation will be marked with the red exclamation mark. The
same applies should you delete an Intellectual Output already linked to a Multiplier Event.

Intellectual Qutputs

In case you plan 1o include Intellectual Qutputs please describe them here

1+ I 2 Output Title ¢ Grant &

1254000 EUR

0z &  innovation - Toolkit -
- ® Delete

Deleting an Intellectual Output.
If you want to delete an already encoded Intellectual Output, access the Intellectual Outputs main screen (via side navigation).

In the list of Intellectual Outputs click the Menu button next to the Intellectual Output you want to delete and select Delete.

Intellectual Outputs

In case you plan 1o include Imellectual Outputs please describe them here

[ 2 Outpwt Title Granmt %

ol ] Innavation - A guide 17467 00 EUR .
Z Detaits

ADD ® Delete |

Related articles

® Application process for Web Forms

® How to use the Distance Band Calculator

® Web Application Forms Guidelines

® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)
® Web Forms Annexes

® Web Forms Budget Summary KA2

® Web Forms Checklist

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form



Web Forms Introduction to KA2 Projects
Web Forms Participating Organisations
Web Forms Pre Checks

Web Forms Print PDF functionality

Web Forms Sharing an application

Web Forms Special Costs

Web Forms Start the application

Web Forms Submitting an application



Web Forms Multiplier Events KA2

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

Call Key Action

Year

2018 KA2 - Cooperation for innovation and the exchange of good KA205 - Strategic Partnerships for youth
practices

2019 KA2 - Cooperation for innovation and the exchange of good KA201 - Strategic Partnerships for School education
practices

KA202 - Strategic Partnerships for vocational education and
training

KA203 - Strategic Partnerships for higher education
KA204 - Strategic Partnerships for adult education

KA205 - Strategic Partnerships for youth

This section asks for information about Multiplier Events.

Funding under this category can only be requested if your project plans to produce substantial Intellectual Outputs that can be disseminated
through the Multiplier Events.

Other dissemination activities will be supported via Management and Implementation.

Take note

Questions or fields may vary depending on the key action of your application.

Quick steps

1 Click "Multiplier Events" in the side menu.
2 Add the first Multiplier Event.
2.1 Provide the Multiplier Event details.
2.2 Provide the Multiplier Event Budget.
2.3 Add additional Multiplier Event Budget items.
2.4 Delete a Multiplier Event Budget item.
3 Add additional Multiplier Events.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

4 Edit a Multiplier Event.
5 Delete a Multiplier Event.

Detailed steps

Steps

Click "Multiplier Events" in the side menu.
In order to record any planned Multiplier Events, click Multiplier Events in the side menu.

English m .

—
1 1< § European |
A= ommission

wersion 2.0.9 - 14/11/2017- 11 50

Do you plan to include Multiplier Events in your project?

Before you can enter information on Multiplier Events you have to answer the question Do you plan to include Multiplier Events in your project?
using the available drop-down.

Important

This drop-down is automatically set to NO if in the Context section of your application you selected as main
objective for the project Exchange of Good Practices. In that case, no further action is required in this part of
your application.

Grant support for Multiplier Events can only be asked for if the project intends to produce substantial Intellect
ual Outputs. Other dissemination activities will be supported under the grant menu items Management and
Implementation.

Multiplier Events

Do you plan to include Multiplier Events in your project?

ﬁ
No
Yes

Selecting Yes will open the list of Multiplier Events and you can enter the details.

Selecting No means no further action in this part of the application is required. You can proceed to the next step of your application.

Information



deleted.

If you continue, all entered details will be removed.

If you change the answer from Yes to No and already added multiplier events earlier, a warning pop-up will
be displayed: Are you sure you don't want to include ME in your project? Already provided records will be

Add the first Multiplier Event.

After choosing Yes in the drop-down menu, the list of Multiplier Events opens with the first row displayed empty. Click the Menu button and

select Details or click on the dotted line to access the specific details screen.

Multiplier Events

Do you plan 1o include Multiplier Events in your project?

| ves v

Multiplier Events

ler Events can only be
tem Project Management and

roduce substantial Intellectual Outpurs. Other disseminanon activities will be

o = ] Event Title = Grant %
£l A oooevn B
ADD

Provide the Multiplier Event details.

The Multiplier Events Details screen opens, consisting of Multiplier Events Details and Multiplier Event Budget.

In this section, provide information on:

. Event Title: Free text field.

. Start and End Date: This must be within the project start and end date.
. Event Description: Free text field.

v A W N

intellectual output can be added only once.

<]

. Country of Venue: Drop-down menu displays all available programme and partner countries.

. Intellectual Output Covered: Selectable from the list entered in the Intellectual Outputs section where multi-selection is possible. Each

. Leading Organisation: Selectable from the list of organisations added under Participating Organisations.

7. Participating Organisations: Selectable from the list of organisations added under Participating Organisations and not already selected as

Leading Organisation.

‘ Multiptier Events i Event Tile | & Multiplier Event Budget

Event Title E1

Event Title

Country of Venue Stan Date (dd-mm-yyyy) End Date (dd-mm-yyyy)

Event Description

ng Organisations

Multiplier Event Budget

Grant Grant

par per Grant
local foreign (EUR)
Participa Participa

No. of No. of
Country of the Organisation  Local Foreign
Participant Paricipant

o Organisation



Provide the Multiplier Event Budget.
In the bottom part of the screen you provide the Multiplier Event Budget information. Click the ADD button to enter the first budget information.
Details to enter are:

Select the Organisation: Drop-down displaying organisations added in the Activity Leading Organisation or Participating Organisations.
No. of Local Participants

No. of Foreign Participants

The Grant fields will be auto-populated.

Take note

If you have no local or foreign participants for one of the budget items, enter 0. Leaving the field empty will
mark the item as incomplete and you won't be able to finalize the application.

Multiplier Event Budget

Grant  Grant
No. of No., of
T Country of the & per per Grant
1] Organisation = ol Local Foreign 2 m
Organisation Participar Participan local fOIE|_9!1 (EUR}
Participt Participt
0
Total DEUR
ADD

J

Multiplier Event Budget

Grant  Gramt
par par Grant

Country of the Ho. ol Ho. of

(1] Organisation Organisation Ir;l;f:‘llclpan' :'::Tjgi’;au' I::;:cim :;r:iigc?p‘ (EUR)

0 'y ¥ I o | ] *
Total 0EUR

ADD

Add additional Multiplier Event Budget items.

If you need to add more budget items for your Multiplier Event click the ADD button below the list and enter the required information.

Take note

The maximum budget for Multiplier Events is 30 000 EUR per project. Should your entered Multiplier Events
exceed this limit, a warning will be displayed, stating: "The total grant requested for Multiplier Events
cannot exceed a maximum of 30 000 EUR per project." In such case you will have to adjust your Multiplier
Events to lessen the budget item total.



Multiplier Event Budget

Grant  Grant

No. of No. of
A Country of the > per per Grant
o Organisation : Local Foreign
Organisation ) P local foreign  (EUR)
Participam Participan Parllclpl Par[iclp{
o B Duale Hochschule Baden-y emberg Mosh  * 1 ¥ I 10 I 10 100 200 3000 x
3000
Total SUR

Delete a Multiplier Event Budget item.
To delete a budget from the list, click the X button next to the item.

Multiplier Event Budget

No. of No. of Grant Grant

P etp St o avtgan o

(1] = UNIWERSYTET LODZKI(909863488) o) Poland I 15 l (1] 100 200 1500 x
1 @  swdieframiandet Osteratitland({944952273) " Sweden I ] I 1] 100 200 500 =
2 [~ Duale Hochschule Baden-Wirntemberg Mosh ™ Germany I 10 l o 100 200 1000 | x
ot o

ADD

Add additional Multiplier Events.

Once all information for the first Multiplier Event is entered, the related menu item in the side navigation will be marked with a green check.

To add additional Multiplier Events, navigate back to the Multiplier Events screen via the top navigation or via the side menu.

1tipt YEOLS & Event Tile & Multiplier Event Budget

Event Title E1

You will notice that the first Multiplier Event entered is now displayed in the list and marked with a green check.
Click the ADD button below the list to add the next Multiplier Event. Provide all information as you did with the first Multiplier Event and repeat
for all planned Multiplier Events.

Multiplier Events

Do you plan 1o incluede Multiplier Events in your project?

| ves e
Multiplier Events

Grani supp
supported vi

for Multipiier Events can only be asked for it if the project intends to produce substantial Intellectual Outpuis.Other dissemination activities will be
A the grant item Project Management and implementation

s 5 Event Title % Gramt &

G Eventl 400000EUR =

Edit a Multiplier Event.

To edit a Multiplier Event click the Menu button next to the event and select Details. Alternatively click on the Event Title of the event you need
to update.



The Multiplier Events Detail screen opens again where you can make the adjustments.

Multiplier Events

Do you plan 10 Includa Multiplier Evants in your project?

I Yes *
Multiplier Events

Grant suppor for Multiplier Events can only be asked for it if the project intends 1o produce substantial Inteliectual Outputs Other dissemination activities will be
suppored via the grant item Project Management and Implementation

o= 5  EvemTie 3 Gram 3
El B  Eveml 400000 EUR =
E2 B Event2 sococoevr )
& Details 1
E3 B Even3
® Delete
ADD

Delete a Multiplier Event.

To delete a Multiplier Event, click the Menu button next to it and select Delete. All information entered for this event (including details and
budget items) will be deleted.
Multiplier Events

Do you pian 1o Include Multiplier EVents in your project?

I Yes *
Multiplier Events

Grant suppor for Multiplier Events can only be asked for it if the project intends 1o produce substantial Inteliectual Outputs Other dissemination activities will be
suppored via the grant item Project Management and Implementation

o= 5  EvemTie 3 Gram 3
El B  Eveml 400000 EUR =
E2 B Event2 3000 00 EUR .
& Details
E3 B Even3
® Delete l
ADD

Related articles

® Application process for Web Forms

® How to use the Distance Band Calculator

® Web Application Forms Guidelines

® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)
® Web Forms Annexes

® Web Forms Budget Summary KA2

® Web Forms Checklist

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form

® Web Forms Introduction to KA2 Projects

® Web Forms Participating Organisations



Web Forms Pre Checks

Web Forms Print PDF functionality
Web Forms Sharing an application
Web Forms Special Costs

Web Forms Start the application

Web Forms Submitting an application



Web Forms Management KA2

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

Call Key Action

Year

2019 KA2 - Cooperation for innovation and the exchange of good KA201 - Strategic Partnerships for School education
practices

KA202 - Strategic Partnerships for vocational education and
training

KA203 - Strategic Partnerships for higher education
KA204 - Strategic Partnerships for adult education

KA205 - Strategic Partnerships for youth

This section asks for information about the the activities related to the management of the project, including project management meetings
between partner organisations.

Take note

Questions or fields may vary depending on the key action of your application.

Quick steps

1 Click "Management" in the side menu.
2 Provide information about the project activities.
2.1 "Funds for Project Management and Implementation".
2.2 The "Transnational Project Meetings" tab.
2.3 Update the "Transnational Project Meetings Summary".
2.4 Provide Meeting Title, Starting Period, Leading Organisation and Country of Venue.
2.5 Select Sending Organisation, enter No. of Participants and Distance band.
3 Add additional meetings.
4 Edit or Delete a Transnational Project Meeting.
5 Click the "Project Management" tab.

Detailed steps

Steps


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Click "Management" in the side menu.

Click Management in the side menu and the Management section opens.

It consists of the following main sections:

Funds for Project Management and Implementation - Detailed information about funding for project management and implementation.
Transnational Project Meetings - Description, timing, participants and location of transnational project meetings.

Project Management - Specific information about the project management procedures, such as budget control and project activity
monitoring.

mErasmus+
APt ot Prapeot ket i

Management

L
Funds for Project Management and Implementation

Crganisation ok § Grant per Grganisation and per mondh Mumber of Organisations &

Provide information about the project activities.

"Funds for Project Management and Implementation”.

In the Funds for Project Management and Implementation section, you have to provide information about the project activities you want to carry

out with the support of the grant requested under the item Project Management and Implementation. Enter the information in the available free
text field.

You will notice that the information in the displayed table in this section is pre-filled in, using basic information about the organisations provided
earlier in the application.

& Punds for Project Mussgement and implemetstion |k Transnationsl Project Mestings |k Project Mandgement

Management

Funds for Project Management and Implementation

Fure

Organisation fiole & Grae per organisation and per month = Mumber of Organisations & Grant %

Cocedinator

Total 1200000 UR

8 Funs for Project Mansgemet and implementation || ik Transnstionst Propect Mevtings | ik Project Mansgement

Management

Funds for Project Management and Implementation

12008.00 £

The "Transnational Project Meetings" tab.



Scroll down or click the Transnational Project Meetings tab from the navigation bar at the top of the page. In this part you have to provide a
description of any meetings planned in the free text field.

Transnational Project Meetings

Transnational Project Meetings Summary

" Transnational Project Meetings

Transnational Project Meetings Summary

ano

Update the "Transnational Project Meetings Summary".

To provide specific information for all Transnational Project Meetings you plan to have, click the ADD button. In the empty row, select Details
from the Menu button.

Transnational Project Meetings Summary

" Na. of
Starting =

[ Leading Organisation
- izl bl Meeting Title 2 Country of Vende & atod 6 Participants Grant

[] 0.00 EuR

Transnational Project Meetings Summary

Ne. of
Participants Grant %

o Lasdiog ORMmsaton 1o yog e 5 County o venwe 2 Suctng

ADD

Provide Meeting Title, Starting Period, Leading Organisation and Country of Venue.
Enter the required details.

Meeting Title: Free text field.

Leading Organisation: Drop-down; Displays all organisations previously added under Participating Organisations.
Starting Period: Drop-down. Opens a calendar to choose from.

Country of Venue: Drop-down; Displays the list of Erasmus Program Countries to select from.



Transnational Project Meetings Details - 1

Transnational Project Meetings Groups

[Topm— &b Trastional Project Mesaings Detals
R Sending Organisstion

Transnaticnal Project Meetings Details - 1

Toasi

Transnational Project Meetings Groups

orat

" - geation & Country of the Sending Mo, of Parscipants e M =
‘s Sencding Organisation & s it . Distance Band i ¢ o dnet 3
Tolal .00 EUR
Ao

Select Sending Organisation, enter No. of Participants and Distance band.

1. Select the Sending Organisation from the drop-down.
2. Enter the Number of Participants.
3. Select the correct Distance Band from the drop-down.

Grant per Participant (EUR) and Grant (EUR) will be filled in automatically.

Transnational Project Meetings Groups

Gramt
da Country of the Sending Mo.of Particlpants  puvo g 8 PO Geart &
Organisation & ¢ Partic.
1 + |ooo 0,60
Total 0,00 EUR
ADD

To add additional organisations and participants, use the Add button and add the required information in the same way.
Click the X button to delete Sending Organisation details.

Transnational Project Meetings Groups

Grant
= i i s Country of the Sending No. of Participants ; o per =
W2 Sending Organization 2 Organisation by Distance Band @ 2 Partic_  orant 2
1 ETHE UNIVERSITAET FRANKFURT . ¢ Germany l 2 100-1000km * 57500 1.150.00
1,150.00
Total M
n EUR
'-—‘r
Transnational Project Meetings Groups
B Grant
& R, Country of the Sending % Wo. of Participants . per .
LR Sending Organisation = Organisation & s Distance Band @ = Partic_ Grant =
JOHANN WOLFGANG GOETHE UNIVERSITAET FRANKFURT . *  Germany I 2 100-1909km  * 57500 1,150.00 =
[? v i o * 000 g.00 ® ]
1,150.00
Total Ll
ADD

Once all details are entered, the Transnational Project Meetings Details in the top navigation is marked with a green check, indicating it's
completion.

Navigate back to the Management screen via the top navigation or the side menu.



Manage@ﬁm &3 Transnational Project Meetings Details

Transnational Project Meetings Details - 1

Add additional meetings.

Via the Add button, you can provide details on additional meetings you have planned. The process and information required is the same as
previously explained.

Transnational Project Meetings Summary

No.of
": L:nnqorqnmmm Meating Title 2 Country of Venwe 2 g:::'gdm= Participants Grant ¢
UNIWERSYTET ool Pol 72019 z 0 EL =1
a WARSZAWSHI Kick of Poland arEne 4 2300.00 EUR =
Total 4 2300.00 EUR
Transnational Project Meetings Summary
L] Leading Organisation Starting e o
7l s Meeting Title Country of Vense & Period & Participants Gramt &
1 -] Kick off Poland or-2019 4 2300.00 EUR =
2 é
Total
ADD

All added Transnational Project Meetings will be displayed in the list after they have been encoded. The Grant and Total for the meetings are
auto-calculated.

Transnational Project Meetings

THARENATIoNl pAORRT Meetiny

g havw ot (0 i Pk T Mmaet, who will articipate in thise meetings, where will they take place and what will be the gosl?

la e

S

Please specify the funds requested 1o organise the planned [\{
Transnational Project Meetings Summary

o ";“"‘“ Organisalion g Title = Country of Vense & :;::;": :::n::!upam Grant &

1 o Kick off Poland 072019 4 2300.00 EUR =

2 -] Meeting France 082019 (] 3450.00 ELR =

3 = Mesting 2 Germany 112019 a 4600 00 EUR =

Total 1] 10350.00 EUR
ADD

Edit or Delete a Transnational Project Meeting.

To edit an already encoded Transnational Project Meeting, click the Menu button and select Details. You can also click on the Meeting Title to
open the Transnational Project Meeting Details screen to make changes.

To remove an already entered meeting, click the Menu button and select Delete.



Transnational Project Meetings Summary

i et Mo of
i Leading Organisation oo rike = Country of Vense & Pm;‘“- Farticipants  Gramt &
s il s
UNIWERSYTET ek off 07-20
e Wik off Poland 02019 N anwer [
2 1] UNIVERSITE PARIS-SUD  Mesting France 082019

JOHANN WOLFGANG
3 a GOETHE UNIVERSITAET  Mesting 2 Germany 112009 B 4600.00 EUR =
FRAMKFLIRT AM MAIN

Total ® 10350,00 EVR

Click the "Project Management" tab.

Click the Project Management tab in the top navigation.

18 Funds for Project h and 1 BT i Project g & Project Management

Management

All fields in this section are free text fields. Once all details are entered, the fields will be marked green.

Project Management

o time: managerment i pour propect?

4 T the Qualtative and QUENGTi PCRCHNE ¥ou sl se. Fitase (e Information sboul Mhe invoived Statt, u well as

P il you vk s which bt P v

If all sections under Management are filled in, the section in the side navigation is marked with a green check. All sub-sections also display a
green check in the top navigation.

6 Furd o Project Management i inglementation | Tantnations Progect Mestigs | G Praject Management

Management

Coordinator

Pt




Related articles

® Application process for Web Forms

® How to use the Distance Band Calculator

® Web Application Forms Guidelines

® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)
® Web Forms Annexes

® Web Forms Budget Summary KA2

® Web Forms Checklist

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form

® Web Forms Introduction to KA2 Projects

® Web Forms Participating Organisations

® Web Forms Pre Checks

® Web Forms Print PDF functionality

® Web Forms Sharing an application

® Web Forms Special Costs

® Web Forms Start the application

® Web Forms Submitting an application



Web Forms Budget Summary KA2

Relevant for...

call vear Key Action _

2018 KA2 - Cooperation for innovation and the exchange of good practices KA205 - Strategic Partnerships for youth

KA229 - School Exchange Partnerships

2019 KA2 - Cooperation for innovation and the exchange of good All
practices

This section provides an overview of the budget of your project and EU grant requested. All calculations in the Web Application Forms are done in
the background.

You can find the detailed funding rules including the specific amounts per project section for KA2 projects in the Erasmus+ Programme Guide.

Take note

Details displayed may vary depending on the key action and main objective of your application.

Quick steps

1 Access the "Budget Summary" via the side menu.

2 The "Project Budget Summary".

3 The "Transnational Project Meetings" budget.

4 The "Intellectual Outputs" budget.

5 The "Multiplier Events" budget.

6 The "Learning, Teaching and Training Activities" budget.
7 The "Special Needs" budget.

8 The "Exceptional Costs" budget.

9 The "Budget per Organisation".

Detailed steps

Steps

Access the "Budget Summary" via the side menu.

Click Budget Summary in the side menu. The budget summary screen opens. This part of your application is read-only and will provide you an
easy to read overview of the budget details for your planned project.

Information

The maximum grant awarded is a variable amount, defined by multiplying €12,500 EUR by the duration of
the project (in months) and up to €450,000 EUR for projects with duration of 36 months.

More specific details are available in the Erasmus+ Programme Guide.



https://ec.europa.eu/programmes/erasmus-plus/programme-guide/part-b/three-key-actions/key-action-2/strategic-partnerships-field-education-training-youth_en
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en

m Erasmus+

Project Budget Summary

Geam (UMW) &

Transnational Projects Meetings

® Miing Title 3 Ho. of Panticipants

The "Project Budget Summary".

The first table provides you with the budget overview per project section. You will find the total amounts calculated for your planned Budget
Items, for example items such as:

Project Management and Implementation
Transnational Project Meetings
Intellectual Outputs

Multiplier Events

Learning, Teaching and Training Activities
Special Needs Support

Exceptional Cost

If you did not encode any details under Intellectual Outputs you will find no amount displayed in column Grant (EUR).

| Project Budget Summary l

| Budges ftems 3 Graen (WUR) &

Total Gram 93,464,00 EUR

The "Transnational Project Meetings" budget.

Scrolling down will display further detailed budget sections. The Transnational Project Meetings budget table displays the earlier entered Transn
ational Project Meetings including the number of participants and Grant (EUR) per meeting.

l Transnational Projects Meetings

08 Mesting Tl S Ho, of Participams S Gram (EUR) &

o Meeting 1 28 10350 EUR

9 5915 EUR
Mesting 3 9 6100 EUR

Tosl 22365.00 EUR

The "Intellectual Outputs"” budget.

In the table summarizing the detailed budget for Intellectual Outputs, you will find the amount per staff category and the number of working
days for each encoded Intellectual Output. You will also see the total budget of all encoded Intellectual Outputs.



Intellectual Outputs

e Output Title & Category of Sttt 3 ::r;"f“‘"“ Grant (EUR) &
o . on - A guide Administrative suppon stafl 4 52400

o Anovation - A guide Managers 0 1.456.00

o Teachers/Tramers/Researchers 45 AT L]

o 20 1.160.00

ol Youth Workers 45 473000

Total 1254000 EUR

The "Multiplier Events" budget.

The Multiplier Events budget provides an overview of the encoded Multiplier Events, Country of Venue and Participants (Local and Foreign). For
each event the grant is displayed together with the total of all planned events.

Multiplier Events

» '
oo EventTile & Country of Venus & Ho. ol Lacel Ha. ol Foreign oo eumy &
Participents & Participants 5 )

£l Event 1 "0 1,000.00
[ Evem 2 Potand 15 ] 1.500.00
E3 Event 3 Germay 30 o 3,000 00
Total 5,500,00 EUR

The "Learning, Teaching and Training Activities" budget.

The Learning, Teaching and Training Activities budget table provides an overview of the encoded Learning, Teaching and Training Activities incl
uding Total Travel Grant per activity, any requested Individual Support and Linguistic Support.

Learning, Teaching, Training Activities

Grant for
- ot it a Blcdeicus Indiv:?u:: Linq:i‘:?cl Gramt
b = Activity Type & Total Travel Grant < Costs of e Pl
Sl Grant = Grant =
Travel = T b
- SP-HEAPL 1 00 .00 B000.00 15.300.00
21 A UR 0.00 EUR
g Intensive programmes for higher education leamers 5.400.00 E EUR EUR 00 EL R
3 SPHE-SHORT T 600.00 1548400 19,684.00
¢ U
= Short-term joint stalf training events 3,600.00 EUR EUR EUR 0.00 EUR EUR
ny SP-ADULT-BLEND & B0 T 1.200.00 §0,192.00 " §6.992.00
L Blended mobility of adult learners RO EUR EUR A0 FNR EUR
2,700.00 T4.676.00 91.576.00
Total 14,600.00 EUR EUR EUR 0.00 EUR EUR

The "Special Needs" budget.

If you entered any Special Needs support, the summary of the grant amounts of those items are displayed in the table.

| [ Description ana Justification ¢ Geant (EUR) 2
] Description & Justification 1,500 00
Description & Justification 210000

Total 1,800.00 EUR

The "Exceptional Costs" budget.

If you entered any Exceptional Costs items under the Special Cost section of your application, they will be displayed with the grant amounts in
this table.

Exceptional Costs

| 0% Descrigtion and Justification & Goam &

o Description & hustification 150000
Descriphon & Just 750.00

Description & 225000

Tonal 4,500.00 EUR


https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=211080937

The "Budget per Organisation"”.

The last budget table available lists the Budget per Organisation.

| Budget per Organisation l

Organisation Country of Organisation 3 Grant (EUR)

UNIWERSYTET LODZKI Polsnd 6000 =
HOCHSCHULE FUR NACHHALTIGE ENTWICKLUMNG EBERSWALDE Germany 3000 =
UNIVERZITA KOMENSKEHO ¥ BRATISLAVE Siovakia 3000 =

Here you have the possibility to check more details, by clicking the Menu button and choosing Show Budget Details.

Budget per Organisation

Organisation 8 Country of Organisation 2 Grant (EUR) ¢
UNIWERSYTET LOOZKI Potand 6000 [ =]
® Show Budget Detals
HOCHSCHULE FUR NACHHALTIGE ENTWICKLUNG EBERSWALDE Gemany et =
UNIVERZITA KOMENSKEHO V BRATISLAVE Shovakia 3000 =

Another table opens where you will find all budget items listed specific to the organisation.

UNIWERSYTET LODZKI

Busget Rems $ Geant (EUR)
Project Management and implementation 5000
Transnaticnal Project Meetings 5175
Ineilectual Outputs 12540
Mulniphier Evenis. 2000

Leaening. Teaching. Training Activities

Special Needs Support 1500
Exceptional Costs 750

Total Grant 30,965.00 EUR

Related articles

® Application process for Web Forms

® Web Application Forms Guidelines

® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)
® \Web Forms Annexes

® Web Forms Checklist

® Web Forms Context

® Web Forms Home screen

® Web Forms How to complete the form

® Web Forms Participating Organisations

® Web Forms Pre Checks

® Web Forms Print PDF functionality

® Web Forms Sharing an application

® Web Forms Start the application

® Web Forms Submitting an application



Web Forms Learning Teaching and Training Activities (KA201,
KA202, KA203, KA204, KA205)

Relevant for...

2020 KA2 - Cooperation for innovation and the exchange of good KA201 - Strategic Partnerships for School education

onward practices
KA202 - Strategic Partnerships for vocational education

and training
KA203 - Strategic Partnerships for higher education
KA204 - Strategic Partnerships for adult education

KA205 - Strategic Partnerships for youth

In this section of the application you have the possibility to provide information about Learning, Teaching and Training Activities you are planning
to include in your project.

Our example shows Learning, Teaching and Training Activities for a KA205 - Strategic Partnerships for youth application form. The process
explained is the same for KA201 - Strategic Partnerships for School education, KA202 - Strategic Partnerships for vocational education and training,
KA203 - Strategic Partnerships for higher education and KA204 - Strategic Partnerships for adult education applications.

For KA203 - Strategic Partnerships for higher education you find specific instructions at the bottom of the page with regards to Invited teachers
/experts for intensive study programme activities.

Take note

Questions or fields may vary depending on the action you apply for. Please read the onscreen information
carefully to complete the relevant fields and sections.

Quick steps

1 Click "Learning Teaching Training" in the side menu.
2 Answer the question about transnational Learning, Teaching or Training activities.
3 Add the first Learning, Teaching, Training Activity.
3.1 The Activity Details.
3.2 Add the "Groups of Participants" for the activity.
3.3 Provide the Group details.
3.4 Update the "Group of Participants Budget" - "Travel".
3.5 Add "Exceptional costs for Expensive Travel" (if applicable).
3.6 Add "Individual Support" for the Group of Participants.
3.7 Add "Linguistic Support" for the Group of Participants (if applicable).
3.8 Add additional Groups of Participants to the activity.
3.9 The "Activity Budget".
3.10 Edit or Delete a Group of Participants.
4 Add additional Learning, Teaching or Training activities.
5 Edit or Delete a Learning, Teaching and Training Activity.



6 Provide "Background Information".
7 KA203 Specifics: Invited teachers/experts for intensive study programme activities.

Detailed steps
Steps

Click "Learning Teaching Training" in the side menu.

Click Learning Teaching Training in the side menu and the Learning Teaching Training screen opens.

Context

Participating Qrganisations

Answer the question about transnational Learning, Teaching or Training activities.

Before you can encode any details you have to answer the question: Do you plan to include transnational learning, teaching or training
activities in your project?

Choose Yes from the drop-down menu if you plan such activities. Selecting Yes will open the list of Learning, Teaching and Training Activities and
you can add details.

If you select No, no further action in this section of the application is needed and you can continue to the next section.

Learning, Teaching, Training Activities

Do you plan to include transn,

aining act

Take note
If you choose No after you have added Learning, Teaching or Training activities a warning pop-up will
appear: Are you sure you want to change the answer of this question? Please note that if you change your

answer all information you have provided in related questions will be permanently removed.

If you click on OK the entire section including the already entered background information will be deleted.

Add the first Learning, Teaching, Training Activity.

The Activity Details.

If you answered the initial question with Yes, you can now start to provide information on the Learning, Teaching or Training Activities you have
planned. This part of the application consists of two parts: Activities Summary and Background Information.



Start providing information in the Activities Summary table. The first row displayed (C1) is empty. Click on the hyperlinked Click here to edit text
or alternatively use the menu button and select the details option to enter the information for the first activity.

(

Activities Summary

Mo, of
Accompanying Grant &
Persons &

Leading

Activity Title 3 Organis

Field 2 Starting Period Ma. of Participants

Activity
Type #

o a n omem =
Total ‘ ] 0 0,00 EUR

Background Information

The Activity Details (C1) screen opens; consisting of the two sections Activity Details and Groups of Participants.

Provide all mandatory information in the Activity Details section, indicated in red. You have to select or fill in the following details:

AU A WNR

9.

. Field: Drop-down to specify the field of education, training and youth for the planned activity.

. Activity Type: Drop-down to select the type of activity. The options available depend on the previous Field selection.

. Activity Title: Free text field.

. Activity Description: Free text field.

. Leading Organisation: Any organisation which was added in the Participating Organisations section can be selected from the drop-down.

. Participating Organisations: Drop-down. Multi-selection possible where any organisation which was added in the Participating Organisations

section and not selected as Leading Organisation can be selected.

. Duration: Either in days or months; depending on activity the type. The minimum duration of the activity type needs to be respected. Travel

days do not count in the duration of the activity.

Country of venue: Drop-down list of countries: Activities must take place in the seat of an institution of the European Union or in the
countries of the organisation's participating in the project.

Starting period: Select the month of the starting period via the calendar function.

In our example, we are encoding a Long-term study mobility of pupils for a school activity. Once the information is entered in the mandatory
fields, they are marked green.

Learning, Teaching, Train

ng Activities & Actiaty Details A Groups of Participants

Activity Details (C1)




If any information is entered incorrectly, a warning message will appear.

Duration (months)

Add the "Groups of Participants" for the activity.

In the Groups of Participants section of your screen, Click on the hyperlinked Click here to edit text or alternatively use the menu button and
select the details option to enter the details on the groups of participants of this activity.

& Actrvity Details | Ak Groups of Participants

Groups of Participants

No. of
. Sending Organisation Distance Band 3 Duration (months) & No. of Participants 2

ying Grant %
Persons =

0,00 EUR =

Tetal

0 0,00 EUR

ADD

Activity Budget

Budgel lems & Grant &

Total Grant 0,00 EUR

Provide the Group details.

In the Group of Participants screen, you provide information for each group of participants related to the specific activity.
Add information on following items:

® Sending Organisation: Drop-down; it can be selected from the list of organisations added to the activity.

® Number of participants and Accompanying persons: Enter the number of participants and accompanying persons.

The other available fields will be updated according to the information provided in these two fields.

® Country of Venue: Read-only; Using the information encoded earlier in the Activity Details > Country of Venue.
® Duration: Read-Only; Using the information encoded earlier in the Activity Details > Duration
® Total No. of Participants and accompanying persons: Automatically calculated.



Leaming, Teaching, Traning Actiities | Activity Details A Group of Participants 1 A Group Budget
Group of Participants 1, Activity C1 (Long-term study mobility of pupils, Activity 01)

To reguest funds for participants in this group, please complete the information below.

Please note that there ace two categorne: 501s whi can be funded: peaple directly taking pant
‘Accompanying persons include teachers or oiher staff travelling together with pupils, as wed as assi

¢ planned activity (always refered to as participants) and accompanying persons.
nts supporting participants with special needs

vidual Support are different for participants and accomparrying persons. Therefore, you need to specify the requested duration for individual Support separately for the two categories
Ve Same tme, grants for travel are the same for paricipants and accomganying persons. Therefare, for travel you should sdd to persons requiring a grant

Finally, please be aware that in case later on you decide 1o modiy the information about the activty (e.g. iR duration of number of participants), the modification will not be sutomatically reflected for
the cifferant groups of participants and different budget Mems. Therefore, please make sure that ail budget requests are comect before sUbmItting your application

Activity Type Country of Vienue
Lar France
Sending Crganisation Country Duration {months)
Na. of Paticipants Ho. of Accompanying Persans Total Na. of Parlicipants and accompanying persons

| af o E—
<

Group of Participants 1, Activity C1 (Long-term study mMof pupils, Activity 01)

To request funds for participants in this group, phease complete the information below

Fleaze note that there are two categone: f persons who can be funded: people leéC’.l)‘ taking part In the planned activity (abhw e referred to as participants) and ACCOMOANYING Persons.
Accompanying persons inciude 1eachers of other Staff ravelling together with pupils, 83 well 85 assistants SUpparting Participants with special needs

Grant rates for individual Suppart are different for participants and accompanying persons. Therefare, you need to apecify the requested duration for Individusl Support separately for the two categornies
of persons. Al the sormss teme, grants for raved are the same for participants and accompanying persans. Therefore, for travel you should add together all persons requiring a grant,

5 duration
get requests i

will ot be sutomatically refacted for
f

ide 1o medily the infarmation sbout the act
4 please make sure th

Country of Venue

Lo f pupsts France
Sending Organisation Country Dearation (months)
I Sprachheilschule Celle Forderschule Schwerpunkt Sprache (E10001815, DE) | | Germany
Mo of Pasticipants No. of Accomparying Persans Total No. of Participants and accompanying persons

I 10 I 2 12

Update the "Group of Participants Budget" - "Travel".

The second part of the group details is the Group of Participants Budget, divided into the sections: Travel, Exceptional Costs for Expensive
Travel and Individual Support.

In the Travel section, you need to:

® Select the Distance Band.
® The No. of Participants requiring a Travel Grant (including accompanying persons) is prefilled. This number can be edited if the number of
participants requiring a travel grant is lower than the total of all participants.

Once these details are entered, the Grant per Participant and Total Travel Grant are populated.

Group of Participants Budget

To estimate the distances between places, please use the European Commission's distance cakoulatar

Travel

Distance Band il No. of Persons @ Grant per Participant Total Travel Grant

| . 12 EUR EUR
'

v

please use the European Commission's distance caloulator

Group of Participants Budget

To estimate the distances between place:

Travel
Distance Band 8 No, of Persons © Grant per Participant Total Travel Grant
I 5001699 km B I 12 27500 | EUR EUR

Add "Exceptional costs for Expensive Travel" (if applicable).

On default, the check box under Exceptional cost for Expensive Travel is not ticked. No information has to be entered if you do not require this
type of funding.



Exceptional Costs for Expensive Travel

Hequest Exceptional cost for expensive travel

If you however have to request such cost, check the box and provide the following details:

1. No. of Participants eligible for such exceptional cost. By default the number of participants is filled in but, if needed, you can adjust this
number.

2. Enter a Description and Justification for the request of these costs.
3. The Grant requested; which can be up to 80% of eligible costs.

Take note

If you select the Exceptional Costs for Expensive Travel, the Travel section will grey out and any information
you may have entered earlier is removed.

Travel

nd g No. of Persons @ Gran

Total Travel Grant

EUR EUR

1o geographical remoteness, cleaner,

In thig case, the maximurm amount that can be requested under this budget category i

s 80% of the actual travel cost

vel mated

standard travel grant and the exceptional costs for expensive travel for the same person. Any single participant or accompanying

er50ns e Grant (EUR) @

Add "Individual Support" for the Group of Participants.

In this section, provide all necessary information on the Individual Support needed. As in other sections of the group information, some details
are pre-filled but can be edited.

The information to provide or update in this section is:

. No. of Participants requiring an Individual Support Grant (excluding accompanying persons).

. Duration per Participant: To be entered in days or months; depending on activity type. Please note that up to two travel days can be added
here.

N

. Grant per Participant and Total (for Participants) are calculated automatically.

. No. of Accompanying Persons requiring the Individual Support Grant.

. Duration per Accompanying Person in days. Please note that up to two travel days can be added here.

. Grant per Accompanying Person and Total (for Accompanying Persons) are calculated automatically.

. The Total Individual Support Grant is calculated using the totals for the entered participants and accompanying persons.

N o bW



Exceptional Costs for Expensive Travel

Individual Support

i Participants Duration per Participant (manths) @ Grant per Participant Total {for Participants|

Accomparnying Persons € Duration per Accompanying Person (days) Grant per Accompanying Person Tatal {for Accompanying Persons

| 2 | 0 EUR EUR

o
| 10 | 3 241 EUR ¥ EUR
[

Add "Linguistic Support" for the Group of Participants (if applicable).

Linguistic Support is only available for some activities and not available for accompanying persons. Linguistic Support covers the costs linked to
the support offered to participants in order to improve the knowledge of the language of instruction or work.

The No. of Participants needing such support is prefilled in with the total number of participants entered earlier. You can reduce this number,
according to your needs. The Grant per participants and Total Linguistic Support Grant are automatically calculated again.

Linguistic Support g

. of Participants © Grant per Fasticigant Total Linguistic Support Grant

Add additional Groups of Participants to the activity.
If all information has been entered correctly, navigate back to the activity details.

Learning, Teaching, Training Activities Group of Participants 1 Group Budget

Group of Participants 1, Activity C1 (Long-term study mobility of pupils, Activity 01)

If you need to add more groups to the activity, click the ADD button below the Groups of Participants list and a new empty row becomes
available.

Click on the hyperlinked Click here to edit text or alternatively use the menu button and select the details option. Provide the details for the new
group of participants in the same way as just explained.



Groups of Participants

table, please define the groups of participants who will require funding to participate in this activity, Participans who do not require fury
his part

No. of
o= - Sending Organisati Dist. d = Duration () ths) = No. of i = Granl =
Persons 2
500 - 1999 km 3 10 12.326,00 EUR =
10 2 12.326,00 EUR
Groups of Participants
¢+ define the g of participants who will require g 10 panicipate i this activity. Particips xample locad pastic

No. of
Duration (months) & Ko of Parti . ing  Grant

Distance Band ¢

Persons $

-] 500« 1959 km 3 10 2 12.326,00 EUR =
E10001815,D
[:’ b Clickhere %.:\.‘. 0,00 EUR = ]
Total 10 2 12.326,00 EUR

The "Activity Budget".

The Activity Budget section in the Activity Details provides an overview of all calculated costs for the activity. All information displayed here is
read only.

Activity Budget

Budget ltems = Grant *

Travel 3.300.00 EUR

Individual Support 7.526,00 EUR

Linguistic Support 1.500.00 EUR

Total Grant 12.326,00 EUR

Edit or Delete a Group of Participants.
To edit information for a group of participants, click the Menu button next to the specific group and select Details.
To delete a group from an activity, click the Menu button next to the specific flow and select Delete.

Groups of Participants

0 10 participate in this a

y. Partieip

do not require funding (for example local

table, please define the gro
cified ir

Mo of
D # .  Sending Organisation  Distance Band $ Duration (months) $  No. of Participants ¢ Accompanying  Grant §
) Persons &
Sprachheilschube Celle
1 For hule o i ” 5 -~
d a okl Sprache 001999 km 3 10 2 12.326,00 EUR =
01815, DE)
Les Folkish 1
H 9k :
@ E10001808, FR) 0190 § .
Total 1% =
ADD

Add additional Learning, Teaching or Training activities.

If you need to add additional activities, navigate back to the Learning, Teaching or Training Activities screen either via the side navigation or the

menu on top.



Learning, Teaching, Training Activities Activity Details Groups of Participants

Activity Details (C1)

You will notice a green check in the list of Learning, Teaching, Training Activities next to the activity just encoded in the application.

Click the ADD button under the List of Activities to add the next activity. Select Details via the Menu button or click the dotted line to open the
activity details screen for the new activity.

Provide all information for the activity as explained above, including the groups of participants.

Activities Summary 4 Background Information
Learning, Teaching, Training Activities

Do you plan to include transnational Learning, Teaching or Tralning activities in your
project?

IY‘;S v
Activities Summary

In case you plan to include Learning, Teaching or Training Activities please encode them here

Leading ‘o No. of
= S = g Activity " = Starting Ho. of 2 =
o s & Activity Title 2 O.rqanl... Type & Field & Period & Participants & “?GT::::I".“ Grant 3
Les Laong-
i, P Folkish l.c=rrt = 2 o =
¢l Activity 01 Eo00.  Sdy SCHOOLS 09-2020 15 2 1232600 EUR =
'Fq'-‘ mobility
’ of pupils
Total 15 2 12.326,00 EUR
ADD
Activities Summary
In case you plan to include Learming, Teaching or Training Activities please encode them here.
Leading A . No. of
o . o Y Activit & £ Startl No. of z 2
[+ . Activity Title % D.rqanr... Type : Field = p"ioldnq: Participants lc;{:rr;ta:swrlg Graml =
Les Long-
term
Folki
o1 G Actvity 01 foen sty SCHOOLS 092020 15 2 1Z36M0ER =
FR) mobility
4 of pupils
c2 & | Clickdare to gt 0,00 EUR =
Total 15 2 12.326,00 EUR
ADD

Edit or Delete a Learning, Teaching and Training Activity.

To edit an already entered Learning, Teaching and Training Activity, select Details via the Menu button or click on the hyperlinked Activity type.
The Activity Details screen will open and you can make adjustments.

Te delete an already encoded Learning, Teaching and Training Activity, select Delete via the Menu button

Activities Summary

In case you plan to inclede Learning, Teaching or Training Activities please encode them here.

Leading No. of

. . Activity . Starting No. of .
D # s+ ActivityTite Ogani.  poL  Field ¢ Vailgd 12 Participants. & Ac::-lnm,-r:q Grant %
8 ersons &
Les
2 it 01 Folkish N ’ o i =
c1 -] Activity 01 (E1000. SCHOOLS 09-2020 15 2 12.326,00 EUR =
FR)
Blended
- clivity 02 maobility 2030 -
c2 A Activity 02 ey, Ve 09-2020 0,00 EUR .
leatners o Details
Total 15 i a

ADD



Provide "Background Information".

Once you entered all your planned Learning, Teaching and Training Activities, you have to provide some Background Information. This is done
from the Learning, Teaching and Training Activities screen. The free text fields are available under the activities summary.

Enter the requested information in the available free-text fields.

Background Information

What is the added value of these Learning, Teaching or Trainir

tivities (including long-term activities) with regards to the achievement of the project abjectives?

Background Information

g training, teac

Once all fields are filled in for at least one Learning, Teaching and Training Activity, the Learning Teaching Training section in the side navigation
is also marked with a green check.

Participating Crgantsstions

tion

ieliectual (uiputs

Multinkier Everits

B Leaning Teactsng Traming '

limetamse

Leading : ¥o. of
R Activity Title & orgeni.. UMY e e Shrtng Leaspod
s 2l Type 2 Period 3 Participants i

Tetal 15 2 12.326.00 EUR

ssion History

Ausomatically seved every 2 8. L
Seved (Lol Time)

Background Information

KA203 Specifics: Invited teachers/experts for intensive study programme activities.

To request funding for invited teachers/experts for the KA203 Invited teachers at higher education Intensive Study Programmes who come for
example from an external company or from enterprises of other organisations in programme or partner countries, the applicant should proceed
as follows:

1. Select HE - HE from the Field drop-down.
2. Select Invited teachers at higher education Intensive Study Programmes from the Activity Type drop-down.

Note the orange notification requiring you to add a similar activity for HE - Intensive programmes for higher education learners.
3. Provide the Activity Title.



Activity Details (C2)

n this sectson, you are asked to provide details about this specific activity

4. In the Activity Description add the organisations that the invited teachers/experts come from. Provide the organisation name, country, and
type of organisation.
These organisations are not considered as participating organisations, meaning they will not receive Project Management and
Implementation funding.

5. Select the Leading Organisation from the list of organisations via the available drop-down. This has to be the organisation hosting the
intense study programme.

6. Select other Participating Organisations from the list of organisations via the available drop-down.

Important: The selected participating organisations should match those selected for the activity type Higher education learners of the same
intensive study programme.

7. Provide Duration (days), Country of Venue and, if needed, update the Starting Period.

8. In the Groups of Participants section (access via Click here to edit) define the budget for the invited teacher mobility by selecting:
* The previously defined leading organisation as Sending Organisation and provide the required information in the other available fields.
* An information pop-up will open once you select the organisation. You can close it by clicking on the x.



Groups of Participants

Inthe foliowing table, please define the groups of who Puring & this activity. wha do not require funding (for example local participants) do not need fo
e specified in this part
Mo.of
o $ - Sending s ati i d 2 hon (d E Ho.of i 2 i Grant &
" Persons &
=) o -
Total o 0 0,00 EUR
ADD

Group of Participants 1, Activity C2 (Invited teachers at higher education Intensive Study Programmes, Activity 02)

To reduest funds for this group, plete the inf below.
Please note that there are persons funded: people diectly taking part in the planned ncuwrr{dwmr:ltnmlnas e Q PErSONS. ACT ]
persons inchide teachers o other Stall gether with pupils, s well as assistants
Grant rates for Individual Support are different for pasticipants and mmmwm Therefoee, ywmlo specify the requested duration for Individual Support separately for the two categories of
persons, Al the same time, grants for travel ane the same for panying Therefore, for add together afl p g & grant.
Finally, please be aware that in case later on you decide to modidy about the ¥ (e.g. s duration or number of will not be. the
@fferent groups of panticinants and dilferent budget Nems, Therefore, please make sure that all btl‘!ge( refuests are comect before submitting your application,
Activity Type Country of Venue
Invited teachers 4t higher Infensive Study Programmen France
sending Organisation \?/' try Duratian (days)
[ Les Folkish (10001808, FR) ] Frange 13 o Leaming, Teaching, Training
No. of Participants No. of Accompanying Persons Total No. of Participary You |m|mﬁ‘w tor

| o | & 5

Group of Participants Budget
ﬁmulﬂlmmmﬂw
_ peemises of the lead arganisation
T l . please use the i alculator In this case, please make sure 1o
inchude an explanation and
utification for the venue in the
Travel description of the acthvity

9. Fill in all the other fields and complete all relevant information, such as Travel and Individual Support.

Group of Participants Budget

To estimate the distances between places, pleass use the European Commission's distance calculator /“‘\

% 9 \
Travel b
Distance Band @ No.of Persons @ Grank per Participant Total Travel Grant
| 100 - 409 km A I 10 180,00 | EUR 180000 EUR

Exceptional Costs for Expensive Travel
Request Exceptionsl costs for expensive travel

Individual Support

Mo, of Participants @ Duration per Participant (days) @ Grant per Participant Total (for Participants)

I 10 I 15 155800 | EUR 1558000 | EUR
Mo of Accompanying Persofns Du {day AN per ACCOMpanying Person Tatal (for Accompanying Persofs)

I ] I 0 0,00 | EUR 000 EUR

Total Indvidusl Suppon Grant

1558000 | EUR
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Forms - Index - KA201 Strategic Partnerships for School
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@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.
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Forms - Index - KA202 Strategic Partnerships for vocational

education and training

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.
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Forms - Index - KA203 Strategic Partnerships for higher

education

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.
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Relevant for...

2020 KA2 - Cooperation for innovation and the exchange of good practices KA229 - School Exchange Partnerships

School Exchange Partnerships

The main goal of School Exchange Partnerships is to strengthen the European
adimension in the participating schools, to build up their capacity for cross-border
cooperation and their ability to cope with new challenges.

By organising mobility activities for pupils, these partnerships will also promote
the common values of freedom, inclusion, tolerance and non-discrimination as
underlined in the Paris Declaration of March 2015.

Erasmus+ Programme Guide; page 113

Activities for School Exchange Partnerships

School Exchange Partnerships can implement different activities for
exchange of staff and pupils.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en
https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en

Short-term exchanges of groups of pupils (3 days to 2
months):

pupils from different countries can work together in activities linked
to the aims of the partnership. The short-term exchange activities are
designed to offer international learning experiences to pupils, to
develop their understanding of the diversity of European cultures and
languages, and to help them acquire social, civic and intercultural
competences necessary for their personal development.

Long-term study mobility of pupils (2 to 12 months):

pupils aged at least 14 may spend a period in a receiving school and
a host family abroad. The sending and hosting schools are expected
to ensure high quality learning outcomes, to provide appropriate
recognition for the involved pupils, and to constantly support them
aduring their mobility period. Applicants for School Exchange Partnerships may focus entirely on organisation of long-term pupil mobility as a
tool to develop the international cooperation potential of the involved schools.

Short-term joint staff training events (3 days to 2 months):

teaching and non-teaching staff can work together to exchange experience and know-how, or receive joint training.

Long-term teaching or training assignments (2 to 12 months):

through a longer posting in a partner school, this activity allows staff to develop their knowledge and understanding of other countries'
eaucation and training systems, and helps them share and acquire professional competences, methods and practices.

Erasmus+ Programme Guide; page 113

Specific eligibility criteria applying to school exchange partnerships

Compared to other Strategic Partnerships, the following specific rules will apply for KA229 applications:

®  Partnerships must involve a minimum of two and a maximum of six schools
MNote: Depending on the country where the school is registerea, a specific definition of eligible schools applies for this
type of partnerships. The definition andfor a list of eligible schools is published on the website of each National Agency.

®  Only schools from Programme Countries can particjpate;

® As a general rule, profects will last between 12 and 24 months. Only projects organising long-term mobility of pupils
may last up to 36 months, if justified by their workplan,

® Funds are provided for mobility activities of staff and pupils (including accompanying teachers or other qualified
persons), as well as general project management and implementation costs. Dedicated funding is not provided for Intellectual
Outputs, Multiplier Events and Transnational Project Meetings. Additional funds for support to participants with special needs, as wel/
as Exceptional costs may be requested, if justified. ...

®  Funding will be limited to a maximum of 16 500 EUR per year and per participating school. This cap will apply at project

level. Fundss for support to participants with special needs, as well as Exceptional costs for expensive travel will not count towards
this cap.

Successtul School Exchange Partnerships use a specific contracting model compared to other Strategic Partnerships.


https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en

At application stage, the applicant school takes the lead of the project and applies on behalf of all the participating schools.
However, once the partnership is selecteaq, each participating school will sign a separate grant agreement with the National Agency
established in its country. The applicant school remains in a coordinating role for the duration of the project and will be responsible
for reporting on the project's overall results, while the partner schools report only on their specific expenses.

Erasmus+ Programme Guide,; page 113 and 114

How to apply


https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en

Web Forms: KA229 Management

Relevant for...

call vear Key Action _

2018 /2019 KA2 - Cooperation for innovation and the exchange of good practices KA229 - School Exchange Partnerships

This section of the application form asks for information about the distribution of tasks between the partner organisations, as well as cooperation
and communication arrangements.

Take note

Please note that questions or fields may vary depending on the key action of your application.

Quick steps

1 Click the "Management" tab in the side menu.
2 Provide information under "Project Management and Implementation".

Detailed steps

Steps

Click the "Management" tab in the side menu.

To add the required information for the distribution of tasks between the partner organisations, as well as cooperation and communication
arrangements, click the Management tab in the left side menu.

The Management screen opens, consisting of the sections Funds for Project Management and Implementation and Project Management and
Implementation.

The information displayed under Funds for Project Management and Implementation is read only and displays an overview of the grant provided
for the coordinator and partner organisations.



Management

I Funds for Project Management and Implementation |

Grant pef organlsation and per masth Numbsr of Organisations Geant
500 ELR 1 000 EUR
250 EUR 2 3000 EUR
Torsl 3 12000 EUR

Project Management and Implementation

A ebch parteer schaol. Explaim how you Wil nsure sound ma

Provide information under "Project Management and Implementation".

In the second part of the management screen you have to provide information on things such as tasks and responsibilities of each partner school
or the management of the project and good cooperation and communication between partners.

All fields in this section of your application are free text fields. Once the information is entered, the fields are marked green. The Management
section in the side navigation will receive a green check, once the fields are completed.

Take note that you will have to include all project meetings, events and activities later on in the section Timetable.



Project Management and Implementation

Please describe the tasks and responsibilities of each parmer school. Explain how you will ensure sound management of the project and good cooperation and communication
between partners during its implementation

Please make sure to include all project meetings, events and activities in the section. Timetable

How did you choose the project partners? Does your project involve schools that have never previously been involved in a Strategic Partnership? If yes, please explain how the
other partners can support them during the project.

Have you used or do you plan 1o use eTwinning, School Education Gateway or the Erasmus+ Project Results Platform for preparation, implementation or follow-up of your
project? If yes, please describe how

Project Management and Implementation

Please desciibe the tasks and responsibilities of each partner schoal. Explain how you will ensure sound management of the project and good cooperation and communication
Dbetween panners during its Implementanion

Larem psum dolor sit amet, consectetur adipescing i Aliquam fermentum cras rhoncus, que habitam madi 1us £1 netus et
alesuada fames ac tUrpiS egesias. Ses quis frtor Donec o psum. Maurs condmentum, odso nec ort tristique, ante neque malesusda massa, n dignissim s veln at
1ellus. DONEE 8T Fisus In liGuia eleifend cONSECEIUT LOTEM IpSUMm dalor Sit ames, Consectaur adipiscing elil. ABGUam fermentum vestibulum es1. Cras ihontus, Pellsntesque
habitant morbi 11SHqUe SENeCtus et netus & malesuada fames 8¢ TUrpis gestas. Sed quis 10Mor DOREC NoA HSUM. MaUITS CoRdIMentum, odio Rec POFTa TSNqUE, ante neque
matesuada massa, in dignissim etos velit at tellus. Donec et risus in liguia eleifend consectetur

Lorem ipsum dolor $it amet, consectelur adipsscing &lit. Aliquam fermentum Cras Moncus. que habitant madi €1 netus el
malesuada fames ac turpis egestas. Sed quis tortor Donec non ipsum_ Marts condimentum, odio nec ports tristique, ante neque: ralesuma ‘massa, in dignissim eros velit at
tellus. Donec et risus in ligula ebeifend consectetur Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliguam fermentum vestibulus Cras thoncus Pellentesque
habitant morbi risTique SENECTUS &1 NETUS &1 Malesuada fames aC TUIPIs egestas. Sed quis 1070 DONEC NGN IPSUM. Maur$ Conds m?‘\(\lm Ole NEC PONa TNSTue, ante neque
malesuada massa, in dignissim eros t tefius. Donec et risus in ligula eleifend consectetur

I Please make sure ta include all project meetings, events and activities in the section- Time1able I

How dhd you choose the project partriers? Boes your project imvalve schosis that have never previously been involved in a Srategic Partnership? f yes, please explain how the
DINEr PANNers can SUPPOTT thedm Suring the prajec

Lorem (psum dolor sit amet, consectetur adipiscing el Aliguam fermentum Cras rhancus, que habitant marbi iristig

madesuada fames ac Wrpis egestas. Sed quis tortor. Donec nan ipsum, Mauris condimentum, adio nec porta tristique, ante neque malesuada massa, in dignissim ets velit at
tellus: Danec et risus in liguia efeifend consecretur

Lorem ipsum dolor it amet, consectetur adipiscing elt. Aliquam fermentum vestibulum est. Cras thoncus. Pellentesque habitant marbi tristigue senectus e1 netus et
malesuada fames ac wrpis egestas. Ged quis fonor Donec non ipsum, Mauris condimentum, odio nec porta tristique, ante neque malesuada massa, in dignissim e1os veiit a1
tellus: Donec et risus in ligula eieifend consecretur

Lorem ipsum dolor sit amet, consectetur adipiscing eli. Aliquam fermentum westibulum est. Cras rhoncus. Pellentesque habiant marb tristique senectus el netus ef
malesuata fames ac TUIPIs Bgestas. Sed quis 10Mor DOnec NON IPSUM. Mauris condamentum, adio HEC POMa SHique, ante neque Makesuads Massa, in dignissim £1as velir at
tellus. Donec et risus in liguta efeifend consectetur Lorem ipsum dolor it amet, consectetur adipiscing elit Alquam fermentum vestibulum est. Cras thoncus. Pellentesque
habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Sed quis toror Donec nan ipsum Mauris condimentum, odio nec poria Tristique, ante neque
melesUBEa Massa, In digiissim eas uelt ot Tellus. DoNEE ET 115uS in liguia eleifend consecteryr

Have you used or do you plan to use eTwinning. School Education Gateway or the Erasmus+ Project Results Platform for preparation, implemenation of follo-up of your
peoject? I yes, please describe how

Lorem ipsum dolor sit amet, consectetur sdipiscing elit, Aliquam fermentuny vestibulm est, Cras thancus. Pelentesque habitant morbl IISTIQuUE SenscTus &1 netwus &1
malesuada fames ac rpis egesias. Sed quis tortor, Donec non ipsum. Mauris condimesium, odia nec porta tristique, ante neque Malesuada massa, i dignissim eros vell at
telhus. Donet et isus in ligula eleifend consectetur
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Web Forms KA229 Learning, Teaching, Training

@ UPDATES COMING

We are updating the Erasmus+ and European Solidarity Corps documentation to reflect the
changes introduced by the new organisation registration process as of 22 October 2019. During
this period, you may still see references to URF and the PIC in some pages and graphics. Please
consider that as a rule, URF is replaced by the Organisation Registration system and the PIC is
replaced by the Organisation ID.

Relevant for...

call vear Key Action _

2019 KA2 - Cooperation for innovation and the exchange of good practices KA229 - School Exchange Partnerships

In this section of the application you have to provide details about Learning, Teaching and Training Activities that you plan to organize, including
the amount of EU grant you are requesting to implement them.

Take note

Please note that questions or fields may vary depending on the key action of your application.

Quick steps

1 Click the "Learning Teaching Training" tab in the side menu.
2 Answer the question "Do you plan to include transnational learning, teaching or training activities to your project?".
3 Enter practical arrangement information.
4 Access the "Activity Details".
5 Provide the required details in the "Activity Details" screen.
5.1 Select the "Activity Type" and provide the "Activity Title".
5.2 Select the "Leading Organisation" and "Participating Organisation(s)".
5.3 Enter "Starting Period" and "Duration (days/months)".
5.4 Select "Country of Venue".
5.5 Provide "Description of the activity".
6 Add the "Groups of participants" for the activity.
6.1 Provide the Group details.
7 Update the "Group Budget".
7.1 Enter "Individual Support" details.
7.2 Provide "Travel" details.
7.3 Enter "Exceptional Cost for Expensive Travel" (if applicable).
7.4 Provide information for Linguistic Support (if applicable).
8 Navigate back to "Activity Details".
9 Add additional Groups of Participants to the activity (if applicable).
10 Edit or Delete a Group.
11 Navigate back to "Learning, Teaching, Training Activities ".
12 Add additional activities (if applicable).
13 Edit or Delete an Activity.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Organisation+Registration+Guide

Detailed steps

Steps

Click the "Learning Teaching Training" tab in the side menu.

To add the required information for Learning, Teaching and Training Activities you plan to organise, click the Learning Teaching Training tab in the le
application form.

The Learning, Teaching, Training Activities screen opens.

Call 2010 Round 1 KAZ - Cooperation for innovation and the exchange of good practices.
Erasmus+ Formid KAZ2S-ALOTBOTE Deadiing (Brussels Time) 21/03/2019 120000

A st of Activities

List of Activities

Do you pilan 1o include transnational leaming, feaching or training activities in your
propect?

(Local Time)
04 Do 2018 D057
by Coriee CLAIHOUT

PO
wersion 3.1 - 3112/2018 10:35

Answer the question "Do you plan to include transnational learning, teaching or training activities to you
Before you can encode information on your planned activities, you have to select from the available drop-down Yes or No.
Selecting No means you do not need to provide other information in this section of your application and can continue to the next section.

Selecting Yes will open up the List of Activities and you can begin providing the required details.

A List of Activities

List of Activities

Do you plan to include transnational learning, teaching or training activities in your
project?

Mo
Yes

Enter practical arrangement information.
After you selected Yes from the drop-down, you will notice additional fields on the screen.

Firstly, you have a free text field to enter any practical arrangements for the planned activities. Once information is entered, the field is marked gree



A Lis1 of Activities
List of Activities

Do you plan to include transnational leaming. teaching or training activities in your
project?

I'rcs b

‘ Please describe the practical arangements for the planned Leaming. Teaching and Training activities. How will you select, prepare and support the participants, and ensure their
safety?

‘ M

Please describe the practical arrangements for the planned Leaming. Teaching and Train: tivities. How will you select, prepare and Support the participants, and ensure their
safety?

Ledem ipsum dolor sit amet, consectetur ad elit. Aliquam VCms rhoncus. Pellentesque habitant morbi tstique senectus et netus e makesuada
fames ac (rpls egestas. Sed quis torter Donec non ipsum. Maurls condimentum., odic nec poria tristigue, ante neque malesuada massa, in dignissim e7os velit a1 1ellus, Deonac et
risus in ligula eleifend consectetur. Lorem ipsum dolor sit amet, consectetur adiprscing elit. Aliquam fermentum vestibulum est, Cras thoncus. Pellentesgue habitant morbi tristique
SENBCTUS 81 NETUS ef malisunda fames ac Turpis egestas. Sed quis 1onor Donec non ipsum. Maurks condimentum, odio Nec pora STque, ante neque malesuada massa, in
dignissim eros velit at 1efius. Donec et risus in gula eleifend consectetur |

Access the "Activity Details".
To start entering the details for your planned activities, in the table underneath the practical arrangements, you will see an empty row. This is where

Select Details via the menu button from the list of activities table. Alternatively, you can click on the activity ID or the dotted lines under Activity Titl

Piease spacify sach of the planned leaming teaching and training activities in the table belaw

g Starting Ho.of Mo of
D ActhityTile | ading Organission & Activity Type 5 Pericd Paficipants  Acxumpargeg Grand 2
= = = B Persons &
2.00 EUR .
& Dotails
ADD

Provide the required details in the "Activity Details" screen.

The Activity Details screen opens. It consists of the sections Activity Details and Groups of Participants. In the Activity Details section, you will notice
is greyed out and cannot be edited.

~
Learning, Teaching, Trainng Activites A Actrety Detais A Groups of Partiopants.
Activity Details (C1)
I iy gection, you Rre Saked 10 provice detiin about this specific Bctivity. The section contity of two pany. Activlty Detais and Geoups of Participants
12 the 58 pact (Actorty Dataks] you doe #5tad s ecrids information sbout The pekevies je (813 %3 e, s, et | 12 define Ihe A<Tilys Iad Craanaabion, and 1o 531 P ofher paviinating crganiastent. Toa lsd
e et o e o
take B i e sty ASkng b Dartoet ceganisation S e it of

1 the secend part (Geoups of Part 3] you 8 Sk 10 Brovide ome detit 350g e paticieants who wil Lake Dart i s sctivy. The man pupote of T section o & 3t S Sudigel that Ie ropect sl recen for B
DMTCONES Uit INIrOUS SUDDOM 30 O KDt THe DACDants e O/QMSED i /0uS for s CAICUAIN0N EACH Qrou and 1S DUCQet 3 Rrkkd 10 I 305N O/MMINN
ks Actrtty Troe
Aoty Tite
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l v | swet -
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| 1o B | | v
Derscription of the

 Describe the O i ShCO0i0gy and expectsd results of B actvty.

* How is 1 goin e retated B0 O mbegrabed with the normad actrivties of the mvolved schools?

|

3000
Dows this activity combne physical mobilty with virtual exchanges Prough eTwnnng?
How i3 GHBCRAIon in Bus actrvily going 10 benet the rvored Certicipans?
2000 bt

Select the "Activity Type" and provide the "Activity Title".

1. Select the Activity Type. A drop-down provides you with 4 options to choose from.
2. Provide the Activity Title in the free text field.

Once the information is selected/entered, the fields are marked green.


https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=244132365#WebForms:KA229Introduction-ActivitiesforSchoolExchangePartnerships
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Select the "Leading Organisation" and "Participating Organisation(s)".
The Leading Organisation drop-down will provide the list of all organisations added earlier in your application under Participating Organisations.
Select the organisation leading the activity. The lead organisation is typically the one hosting the activity in its premises.

The Participating Organisations have to be selected after that. The drop-down will display again the organisations, with the exception of the organise
organisation.

You can select multiple or all organisations displayed, if needed.

Activity Details (C1)
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Enter "Starting Period" and "Duration (days/months)".
Provide the Starting Period for the activity. A calendar will display when you click in the field. Note: Only the month and year are displayed in the fiel

Enter the duration of your planned activity. Depending on the selection made earlier under Activity Type the duration has to be entered as days or n
information carefully to ensure you enter the correct value.

In our example, we see Duration (months), as the activity type selected was Long-term teaching assignments.

Note: A full month is defined as 30 days.


https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=244132365#WebForms:KA229Introduction-ActivitiesforSchoolExchangePartnerships
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Select "Country of Venue".

The Country of Venue field once more provides a drop-down to select from. You will see the Erasmus Plus Applicant Countries displayed first, then Er.
institutions.

Choose the country in which your activity will take place.
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Provide "Description of the activity".

In the two free text fields (1 & 2) in the Activity Details screen, you have to provide details on topics such as content, methodology and expected res

Read the information on the screen carefully to ensure you enter the correct information.

Provide the answer Yes or No to the question Does this activity physical mobility with virtual exchanges through eTwinning? and also explain how thi:
the expected benefits are (3 & 4).

Once the details are provided, Activity Details in the top navigation is marked with a green check.
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Add the "Groups of participants" for the activity.

Now you have to enter the Groups of participants for your activity. In the Summary of Groups of Participants section you will see the table from whic

details.

Select Details via the menu button. Alternatively, you can click on the ID or the dotted line under Sending Organisation.

Summary of Groups of Participants

roups of participants

g tabie,

Distance Band = Duration (moats) £

Activity Budget
Budget Mo ¢

o recoras found

Total Grant

The Group Details screen opens, consisting of the sections

in this actvity. Partickpants who do nof require funding (for exampie iocal participants) do not need 10 Be $pecified in fis part

Mo, of Participants & NS e e Grant 3
0 o DO0EUR [ ]
@ Detasa

Group and Group of Participants - Budget.

You will notice that the Group is automatically numbered and displays the activity title provided earlier in brackets.



Group 1, Activity (C1 - Activity Title 1)

Group of Participants - Budget a

Individual Support

Exceptional Costs for Expensive Travel
LS ST P p—
Linguistic Support

[pePRTER
I L R

Provide the Group details.
In the Group screen, you provide information for each group of participants related to the specific activity.
Add information on following items:

1. Sending Organisation: Drop-down; it can be selected from the list of organisations added to the activity.

2. The Country of Venue: Read-only; Using the information encoded earlier in the Activity Details > Country of Venue.

3. Number of participants and Accompanying persons: Enter the number of participants and accompanying persons. Please note the difference bet
accompanying persons in the different activity types. Teachers accompanying pupils in activity type "group exchange of pupils" count as accomg

4. The Total No. of Participants and accompanying persons: Automatically calculated.



Group 1, Activity (C1 - Activity Title 1)

To request funds for participants in this group, please complete the information below.

Please note that there are two categories of persons who can be funded: people directly taking part in the planned activity (always referred to as
participants) and accompanying persons. Accompanying persons include teachers or other staff travelling together with pupils, as well as

i supporting parti ts with special needs.
Grant rates for Individual Support are different for participants and accompanying persons. Therefore, you need to specify the requested duration
for Individual Support separately for the two categories of persons. At the same time, grants for travel are the same for participants and
accompanying persens, Therefore, for travel you should add together all persons requiring a grant.
Finally, please be aware that in case later on you decide to modify the information about the activity (e.g. its duration or number of participants), the
madification will not be automatically reflected for the different groups of participants and different budget items. Therefore, please make sure that
all budget requests are comect before submitting your application.

Sending Organisation Country of Venue

No. of Participants No. of A ing Persons (i q Total No. of Partici and pany
| teachers accompanying pupils) persons

A Mumber of Partic s must be greater than zero | =

Group 1, Activity (C1 - Activity Title 1)

To request funds for participants in this group, please complete the information below.

Please note that there are two categories of persons who can be funded: people directly taking part in the planned activity (always referred to as
participants) and accompanying persons, Acce ing persons include teachers or other staff travelling together with pupils, as well as
assistants supporting participants with special needs.

Grant rates for Individual Support are different for participants and accompanying persons. Therefore, you need to specify the requested duration
for Individual Support for the two gories of persons. At the same time, grants for travel are the same for participants and
accompanying persons. Therefore, for travel you should add together all persons requiring a grant.

Finally, please be aware that in case later on you decide to modify the information about the activity (e.q. its duration or number of participants), the
modification will not be automatically reflected for the different groups of participants and different budget items. Therefore, please make sure that
all budget requests are correct before submitting your application

g Org i Country of Venue

| LICEO SCIENTIFICO STATALE "E.MAJORANA® (947712990) / italy |~ France

Total No. of Par and

teachers accompanying pupils) persons

| slai
| 1%

No. of Participants No. of Accompanying Persons (
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Update the "Group Budget".

The next part of the Group details is the Group of Participants - Budget. This part of your application consists of the sections Individual Support, Tra\
Expensive Travel and Linguistic Support.

Enter "Individual Support" details.
In the Individual Support section, you can update or enter the No. of Participants, Duration and No. of Accompanying persons.

The fields are pre-filled (once you click in the fields) with the No. of Participants of the Group, the value of the Duration per Participant of the activity
Accompanying Persons of the Group, but they can be updated.
The value of the Duration per Accompanying Person is pre-filled with "0" and needs to be entered if needed.

Note: The values for those fields cannot be higher than the data entered in the group/activity details. For the duration up to two extra days for travel

The respective Grant and Total fields displayed in this section will be auto-calculated. The screenshot here shows the fields for a Long-term study mo
for participants has to be entered in months.

Individual Support
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The screenshot here shows the fields for Activity Type Short-term exchanges of groups of pupils. Here you see that the duration has to be entered in



Individual Supporn
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Provide "Travel" details.

To calculate the travel grant for the group of participants, you have to select the Distance Band from the available drop-down. Enter the number of p
funding, including accompanying person.

Once you click in this field, it is automatically updated with the Total No. of Persons and accompanying persons of the group. You can reduce the nun

Once you enter the details, the Grant per Participant and Total Travel Grant are calculated and displayed.

Travel

Enter "Exceptional Cost for Expensive Travel" (if applicable).
By default, the check box under Request Exceptional Cost for expensive travel is not ticked. Should you require such funding, tick the checkbox.

Once done, additional fields become available. Provide the No. of Participants that need additional funding together with the Description and Justific
you want to request.

Important
If Exceptional costs for expensive travel are requested, the Travel grant and number of participants for Travel grant will be greyed out.

Details on this cost item are available in the funding rules in the Erasmus Programme Guide.

Exceptional Costs for Expensive Travel

Travel lL

Exceptional Costs for Expensive Travel

R R



https://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en

Provide information for Linguistic Support (if applicable).
The Linguistic Support section is only available for activities lasting between 2 and 12 months.
Here you can add or update the No. of Participants requiring such support. The field is pre-filled with the value entered under No. of Participants in tt

Note: The linguistic support cannot be requested for accompanying persons. The Grant per participants and Total Linguistic Support Grant fields are i

Linguistic Support

Linguistic Support @

et @ T e — Poanl Lngrsste Scpent Stard

50 | EUR ape | EUR

Navigate back to "Activity Details".

If all sections for the group are entered, the sections in the top navigation are marked with a green check. To navigate back to the Activity Details, cli
top menu.

Learning, Teaching, Training Activities | Activity Details

Group 1, Activity (C1 - Activity Title 1)

Group 1 Group of Participants - Budget

You will notice that all details are now marked green/with a green check. At the bottom of the page, under Activity Budget you see the overview of tt
activity.

Activity Details (C1)

2 1 eapeeten beneits pe
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Add additional Groups of Participants to the activity (if applicable).

If needed, you can add additional groups of participants to the activity. Under the Summary of Groups of Participants table, click the ADD button and
available.

Select Details from the menu button and provide the details for this new group in the same manner as just explained for the first group.

Summary of Groups of Participants
In the fotiowing tadle, Dlaase define h groups of participants wie will reguite fundng fo DATTCIDESE In This Rctivily. Particinants who 00 not requine funding (1or sxample local Baricipants]) 80 aot ieed 10 De Spacifed in this pan
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Distance Band & ) ¢ Mo of Participants £ — Grant %
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2000 - 2¥9 M & w 2 121,864 00 FUR =

ADD

Edit or Delete a Group.

To edit an already encoded Group, select Details from the menu button next to the group you want to modify. The Group details screen will open age
required adjustments.

To delete an already encoded Group, select Delete from the menu button next to the Group to remove from the activity and confirm deletion.

Summary of Groups of Participants
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Navigate back to "Learning, Teaching, Training Activities ".

If all information for your activity is entered, navigate back to Learning, Teaching, Training Activities via the top navigation.



Learning, Teaching, Training Activities Activity Details Groups of Participants

Activity Details (C1)

A green check indicates that all details for the activity are completed.

G List of Activities

List of Activities

Do you plan o inclode ransnational saming, Seacking o training activities in your project?
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Add additional activities (if applicable).

To add additional Activities, click ADD underneath the Activities table. A new row will open. Select Details from the menu button and start providing t
the first activity.

o b . of e
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e 2 o Parsons &
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Edit or Delete an Activity.

To edit an already encoded activity, select Details from the menu button next to the activity you want to modify. The activity details screen for this a
can make the required adjustments.

To delete an already encoded activity, select Delete from the menu button next to the activity you want to remove.
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Related articles

® Application process for Web Forms

® Forms - Index - KA229 School Exchange Partnerships
® How to use the Distance Band Calculator

® Web Application Forms Guidelines

® Web Forms Add applicant organisation

® Web Forms Add associated persons to organisations
® Web Forms Add participating organisation(s)

® Web Forms Annexes

® Web Forms Budget Summary KA2

® Web Forms Checklist



Web Forms Context

Web Forms Home screen

Web Forms How to complete the form
Web Forms Introduction to KA2 Projects
Web Forms KA229 Learning, Teaching, Training
Web Forms Participating Organisations
Web Forms Pre Checks

Web Forms Print PDF functionality

Web Forms Sharing an application

Web Forms Special Costs

Web Forms Start the application

Web Forms Submitting an application
Web Forms: Follow Up

Web Forms: KA229 Introduction

Web Forms: KA229 Management



Web Forms: KA229 Timetable

Relevant for...

2018/ 2019 KA2 - Cooperation for innovation and the exchange of good practices KA229 - School Exchange Partnerships

In this section of the application you have to list the different activities in your project with a short description and an estimated timing. Learning,
Teaching and Training activities are included automatically.

Take note

Please note that questions or fields may vary depending on the key action of your application.

Quick steps

1 Access "Timetable" via the side navigation.
2 Add Project Activities.
3 Select "Details" via the menu button.
4 Provide "Starting Period" and "Description".
5 Navigate back to Timetable.
5.1 Add additional project activities. (if applicable)
6 Edit or Delete a project activity.

Detailed steps

Steps

Access "Timetable" via the side navigation.

Click on Timetable in the side navigation to access this part of your application. The timetable screen is displayed.
If you encoded Learning, Teaching and Training Activities in your application, they will be displayed here.

If you did not encode such activities, the displayed list is empty.

Note: The Timetable section in the side navigation automatically displays a green check, even if no information is displayed or added here.
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Add Project Activities.
To add (additional) project activities, click on the ADD button.
Note: If already encoded activities are displayed, selecting Details via the menu button will open the respective Learning, Teaching and Training
Activities details screen.
Timetable

Please list all project activities (meenings, events, e1c ) and Indicate an approximate timing when they will star. Note that Leaming. Teaching and Training activities will be
listed in this table automatically once you have créated them in the dedicated section of the form: Leaming, Teaching, Training ACtivities

(L o Activity Type % Starting Period * Description =

(i} B Long-term study mobility of pupils 11-2018 Long-term study mobility of pup .

- & Details

Select "Details" via the menu button.

In the new empty row displayed, select Details via the menu button to provide details.

Timetable

Please list all project activities {(meetings, events. etc.) and indicate an approximate timing when they will start. Mote that Leaming, Teaching and Training activities will be
listed in this table automatically once you have created them in the dedicated section of the form: Learning, Teaching, Training Activities

[ o Activity Type = Starting Periad 2 Description 2

e B Longterm study mobility of puplls 112018 Leng-term study mobility of pupdls =

Pl a =
& Deails

ADD @ Delete

Provide "Starting Period" and "Description”.
In the Project Event and Task screen section, you have to select a starting period and provide a description in the free text field.

Note: The starting period only displays the month and year, even if you select a specific date from the calendar pop-up.



Timejable A Project Event and Task

Project Event and Task (P1)

Starting Period

| 092018

Deseription

Timetabie Project Event and Task

Project Event and Task (P1)

Starting Period

| 112018

Description

Description of Event / Task here

Navigate back to Timetable.

Once the information is entered, navigate back to the Timetable main page; either via the top navigation or the side menu.

Timetable ' 4 Project Event and Task

Project Event and Task (P1)

Your encoded activity is now displayed in the table. The green check indicates that all required information is provided.

Add additional project activities. (if applicable)

Click the ADD button to encode additional project activities or events.

Timetable

Please list all project activities (meetings, events, etc ) and indicate an approximate timing when they will start. Note that Leaming. Teaching and Training activities will be
listed in this 1able automatically once you have created them in the dedicated section of the form: Leaming Teaching, Training Activities

o = » Activity Type 5 Staning Peried = Description 5
c1 Long-term study mobility of pupils 1208 Long-term study mobility of pupils -
P -] 12018 Description of Event / Task here =

As before, select Details from the menu button to provide details.

Timetable

Flease list all project activities (meetings, events, e1c.) and indicate an approximate timing when they will s1art. Note that Learming, Teaching and Training activities will be
listed in this table automarically once you have created them in the dedicated saction of the form: Learning, Teaching, Training Activities

D% o Actvity Type = Starting Pericd = Dazcription =

¢l B  Long-1arm study mobility of pupiis 11-2018 Long-1erm study mobility of pupils =
M ] 112018 Description of Event / Task here =
P A =

# Detalls
ADD @ Delete




Edit or Delete a project activity.
To edit an already entered project activity / event, select Details via the menu button.

To delete a project activity / event, select Delete via the menu button.

Timetable

Please list all project activities (meetings, events, etc.) and indicate an appreximate timing when they will start. Mote that Learning, Teaching and Training activities will be
Nisted in this table automatically once you have created them in the dedicated section of the form: Learning, Teaching, Training Activities

[ o Actvity Type = Starting Pericd = Dascription =

(s & Long-term study mobility of pupils 112018 Long-1erm study mobility of pupils =

M ] 112018 Description of Event / Task here =

P a B
& Detalls

ADD @ Delete
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Web Application Forms FAQs

Select your language

If your language is not available, please refer to the English documentation.

® DE_Online-Antragsformular FAQs

® EL HAekTpovikég Altrioelg - FAQs

® HU Online Palyéazati Urlapok: GYIK

® PL Whnioski online: Czesto zadawane pytania (FAQs)

® S| Spletni obrazci: Pogosta vprasanja o spletnih prijavnih obrazcih

® General Questions
® Pparticipating Organisation Specific Questions
® Key Action Specific Questions

General Questions

How can | save the text of my application? Can | resume it later?

The text you add is automatically saved every 2 seconds and can be resumed later. Additional information is available here.

How many users can view simultaneously on the same web form?

There is no restriction on the amount of viewers.

Is there a time limit to be working on the same web form?

No, there is no time limit. You can edit the application as many times as you want before the deadline, even after you submitted it already.

If | delete text can I retrieve it?

No, you cannot retrieve the text after you delete it.

If | delete text will there be two applications?

No, you will continue working on the same application.

What languages and respective levels are available in Online Linguistic Support (OLS)?

Follow the link here to see all information related to the Online Linguistic Support (OLS): Erasmus+ OLS.

How can | add a person responsible for the OLS management?

Information on the OLS Contact in the application form is available here.


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/DE_Online-Antragsformular+FAQs
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=305145801
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=305149161
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=420748077
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=420748620
https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Web+Forms+How+to+complete+the+form#WebFormsHowtocompletetheform-AutoSaving&Draft.
https://erasmusplusols.eu/en/

Is there an alternative way of submitting the application form after the official deadline?

If you cannot submit your application online you can still do it by sending an email to your National Agency within 2 hours after the official
deadline. The email must contain the complete electronic form and any file attachments you wish to send. You must also attach a snapshot
of the section "Submission Summary" indicating that the electronic form could not be submitted online. Your National Agency will analyse
your situation and provide you with further instructions.

Additional information is available here.

Why can't | edit the form?
There are 4 possible reasons why you can't edit a form:

1. Aform can be edited up until the deadline of submission. Check the submission deadline. If the submission deadline has passed you no
longer have rights to edit. If you believe you should be entitled to an extension please check this page.

2. You have already submitted the form. If you have submitted the form and the deadline has not passed, you can reopen the form. If the
deadline has passed it is no longer possible to edit the submitted form unless reopened by your National Agency.

3. The form has been shared with you in order to edit but you can not edit the form. In this case please wait 10 minutes. The form is only
editable 10 minutes after the initial sharing of the form.

4. The form is shared with another colleague who is currently editing the form. See how to view who is editing the form. After the colleague
has stopped editing the form, there is a delay of 10 minutes before you will be able to edit the form.

If none of the above reasons apply, please contact your National Agency indicating the form ID and request technical assistance.
Which browsers are supported?
Web Application Forms are built on the latest standards of the web platform. The forms support all of modern browsers. The forms have been

successfully tested on following browsers:

® Microsoft Edge 41
® Firefox 52.9.0
® Chrome 76

Please note that Internet Explorer is no longer supported as it is frozen by Microsoft since 2015.

My form shows: Form edit session expired. What do | do?

The message Form edit session expired displays due to inactivity in the form for at least 10 minutes. Click on the Go to home page button. T
he Web Applications home screen opens.

Access the My applications tab, find the relevant application form, select edit from the menu and continue filling it in. All information entered
previously will be available.
What can | do if the system is not providing the correct calculations in the form or if | am not able to submit an applications due to errors?

Please refresh the Web Application page (by pressing the F5 key on your keyboard when using a computer). If it still does not work, clear
your browser cache and reopen the Web Application forms.

This way you are sure you are using the latest version of the web application forms. (Alternative: Press Shift + F5 to force your web browser
to ignore its cached contents and retrieve a fresh copy of the web page).

If you work on a tablet, clear your browser cache and reload the web application form page.

If none of the above solutions work, please contact your National Agency indicating the Form ID and request technical assistance.

| am unable to enter a decimal value in a field. What can | do?

Decimal numbers can sometimes be added in the Web Form, for instance, to provide duration of an activity. If allowed (this is usually
indicated under a field) and needed, please enter the value using a dot instead of a comma to provide the value. For example: Type "90.5"
instead of "90,5".

See additional information under Web Forms How to complete the form.

What is the the maximum total file size of uploaded documents?


https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Web+Forms+Submitting+an+application#WebFormsSubmittinganapplication-Latesubmissionoftheapplication.
https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Web+Forms+Submitting+an+application#WebFormsSubmittinganapplication-late
https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Web+Forms+Home+screen#WebFormsHomescreen-reopen
https://ec.europa.eu/programmes/erasmus-plus/contact/national-agencies_en
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=319947369#Erasmus+WebFormsSharinganapplication-EditSharing.
https://ec.europa.eu/programmes/erasmus-plus/contact/national-agencies_en
https://ec.europa.eu/programmes/erasmus-plus/contact/national-agencies_en
https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Web+Forms+How+to+complete+the+form#WebFormsHowtocompletetheform-DecimalnumbersintheWebForms.

The maximum total file size can be up to 100 MB, but not for all action types.

See the Technical guidelines for Annexes.

Why can't | see the submit button?

If you can not see the submit button, it's possible that you have shared the application form and your colleague is still working on the form.
Please ask your colleague to complete their tasks in the form and close the browser. Once this is done you should see the submit button.

Participating Organisation Specific Questions

How can | add information about a Host Organisation that does not have an Organisation ID?
Please check the information on Hosting Partner Organisations.

Details under Web Forms Hosting Partner Organisation.

Key Action Specific Questions

{D There are currently no FAQs for specific key actions available.



https://webgate.ec.europa.eu/fpfis/wikis/display/NAITDOC/Web+Forms+Annexes#WebFormsAnnexes-TechnicalguidelinesforAnnexes.
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=319947369
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