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1 Introduction

Welcome to the European Solidarity Corps Placement Administration and Support System (PASS).

This system is designed to make it easier for the representatives of authorised organisations like you
to search for European Solidarity Corps potential participants for their projects, make contact with
them, send offer to them and issue certificates of participations.

Representatives of organisations that have been awarded with a Quality Label (ESC52, or ESC50),
accredited under Erasmus+ Volunteering (KA110) have access to this system to search for potential
participants, contact potential participants and send offers to them and issue certificates of
participations. In addition, representatives of organisations that have successfully applied to one of
the funding programmes that support the European Solidarity Corps will be given access to PASS.

NOTE: Representatives of organisations that have been awarded with a Quality Label or accredited
under Erasmus+ Volunteering (KA110) are the Contact Person and Legal Representative linked to
the accreditation/Quality label of the organisation and not to the project.

The first version of PASS was launched at the beginning of March 2017. A series of upgrades have
been made until now and other are planned during the rest of 2023 to add new features to the tool.

This user manual will be kept up to date with these changes, so please make sure you are using the
most up to date version.

The most up-to-date version of this manual is always available from the IT tool — Organisation Portal
page of the European Solidarity Corps website:_http://europa.eu/youth/solidarity/organisations/it-

tool-organisation-portal _and also in the dashboard of the organisation (PASS):

#  System selection Log out

| £z | An official website of the European Union How do you know? v

FTIME EUROPEAN
MR SOLIDARITY
Lot g CORPS

PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)

Thank you for logging into European Selidarity Corps Placement Administration and Support System (PASS).

This system is designed to let you search for and make contact with European Solidarity Corps registered candidates, and finally offer them solidarity activities.
I & Download the PASS User Guide I

The following are the key steps to follow in the process:

Search for registered candidates, and make contact with them
Use the search screen to find potential participants for your solidarity activities.

Contact individual registered candidates and discuss the activities with them
For privacy protection reasons, you must first use PASS to ask the young person for permission to contact them. After they have given you this permission, you can email them or call them directly, outside of
PASS, to discuss the activities that are available.

Send an offer to the participant and get them to accept or decline it

When you have finished your discussions then you must send the young person an offer via PASS. The young person then has to either accept or decline the offer. The offers expire 15 days after they have be
sent. This step is very important, because once the young person has accepted the offer they will become eligible to access to additional online European Solidarity Corps services. The funding for your projec
may also not become available until the offer is accepted



http://europa.eu/youth/solidarity/organisations/it-tool-organisation-portal
http://europa.eu/youth/solidarity/technical-support-public

Placement Administration and Support System (PASS) - October 2023 (v27)

2 Overview of process

The Placement Administration and Support System is designed to let you search for and make
contact with European Solidarity Corps potential participants, send them offers for various
available activities and finally issue certificates of participation.

After you have logged in, the following are the key steps to follow in the process:

1. Search for participants and make contact with them.
Use the search screen to find potential participants for your project.

2. Contact individual potential participants and discuss the project (activities) with them.
For privacy protection reasons, you must first use PASS to ask the young person for permission to
contact them. After they have given you this permission, you can email them or call them directly,
outside of PASS, to discuss the activity that is available.

3. Send an offer to a potential participant and get them to accept or decline it.
When you have finished your discussions then you must send the young person an offer via PASS.
The young person then must either accept or decline the offer. The offers expire 15 days after they
have been sent. This step is very important, because once the young person has accepted the offer,
they will become eligible to access to additional online European Solidarity Corps services. The
funding for your project may also not become available until the offer is accepted.

4. Generate a certificate of participation.
After the participant has finished the activity, he/she has been involved you can generate a
certificate of participation. Please consult the ‘Generate a certificate of participation’ section, so you
can find out all the business rules for each type of activity.

A series of upgrades are planned during 2023 to add many new features to the tool. This user manual
will be kept up to date with these changes, so please make sure you are using the most up to date
version of this document, available from: http://europa.eu/youth/solidarity/organisations/it-tool-

organisation-portal



http://europa.eu/youth/solidarity/organisations/it-tool-organisation-portal
http://europa.eu/youth/solidarity/technical-support-public
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3 Before you start...

To help make the most out of using PASS, it would be useful to do the following before you first log
in:

* The Contact Person and Legal Representative that are linked to the Erasmus+ Volunteering
accreditation (KA110) or Quality Label (ESC52, or ESC50) are provided with access to PASS
and not the contact person(s)/project managers of the project. To access PASS, you must use
the email address mentioned in the accreditation.

* If you will access PASS for the first time, please note that you must create an EU Login
account (formally known as ECAS) for the email address mentioned in the Quality Label
(ESC52, or ESC50) or Erasmus+ Volunteering accreditation (KA110) of organisation.

* Have a good understanding about the project that you want to fill. In particular, the search
will give you better results if you know the following information:

* The start and end dates of the activity (placement).

*  How long the activity will last (between 2 and 12 months).

* The knowledge and experience that you want participants to have.

* The country where the activity will take place.

* Countries you are specifically searching for potential participants from. This is
particularly relevant if you are trying to find a potential participant for an activity,
and need to ensure they come from countries where you already have a relationship
with “supporting organisations”.

* Beready to give the potential participants that you contact information about the planned
project, and what they will be offered, for instance for accommodation, travel, insurance
cover, training, etc.

Having all this available before you start to use the system will help you to more easily find the
potential participants that are best suited for your volunteering activities (your project deals with).
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4 Logging in

The Placement Administration and Support System (PASS) requires users to authenticate
themselves via the European Commission’s secure EU Login system (formerly called ECAS).

After authentication through EU Login, you can only get access to PASS if the email address linked
with your EU Login account is one of the email addresses officially to your organisation in PASS
(emails linked of the Contact Person and Legal Representative linked to the Quality label or Erasmus
+ Volunteering accreditation).

¢ Organisations holding a Quality Label (ESC52, or ESC50) and the ones accredited under
Erasmus+ Volunteering (KA110): The official email addresses are those of the two persons
detailed in the original application for Quality Label (ESC52, or ESC50) or Erasmus+
Volunteering (KA110, former called EVS) accreditation — the Legal Representative and the
Contact Person. If these need to be updated, for instance because someone leaves and is
replaced, please contact the Erasmus+ National Agency in your country and ask them to
update these contact details in your accreditation. These updates will automatically feed
through to PASS.

* Starting the login process:

Access the European Solidarity Corp portal home page by using one of the options
presented below:

1. Start from the European Youth Portal home page (https://europa.eu/youth/home ), and
click on the button ‘Read more’ associated to the ‘European Solidarity Corps’ card that is
displayed in the section ‘Learn about European Unition initiatives for youth’:

/. Volunteering L Traineeships F=7 working o2 Travelling

There are many ways to volunteer at Discover attractive traineeships Fancy finding a job abroad? All you Curious about other habits and
European and international level programmes at the EU institutions need to know to make it happen is cultures? Preparing for your next
Read about the possibilities offered and at international organisations. collected here. adventure? Check out our tips and
to you. opportunities here.

Read more Read more Read more Read more

—Learn about European Union initiatives for youth =D
EUROPEAN >
m Sotioanry #EuYouth #DiscoverEU [ | [
European Solidarity Corps EU Youth Dialogue DiscoverEU Erasmus+
° The European Solidarity Corps EU Youth Dialogue is a dialogue DiscoverEU is an initiative offering Erasmus+ is a programme to °

programme creates opportunities for mechanism between young people 18 years olds the chance to travel support education, training, youth

young people to engage in solidarity and decision makers taking place in around and discover Europe. Each and sport in Europe. It creates

activities abroad or in their country in the framework of the EU Youth year the European Union awards opportunities for young people to

projects that benefit communities. Strategy. selected young people with a travel study, do trainings, and gain
pass experience abroad

Read more Read more Read more Read more

Or



https://europa.eu/youth/home
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2. Start from the European Youth Portal home page (https://europa.eu/youth/home), click

on the button ‘EU initiatives’ displayed in the main navigation and select option
‘European Solidarity Corps’:

- European Union

Europa >

eusopean fvour | poRTa | E

About Getinvolved + Goabroad ~ News Events Stories EU imtiatwesz EU Youth Strategy ~ Coronavirus

Get informed about the different EU initiatives offering young people funded

WE LCOM E ABOARD opportunities. Explore how you can take part in youth exchanges, volunteer,

study, work, travel or participate in democratic processes in the EU

The European Youth Portal offers young people information on of

H 5553'1‘% #EuYouth #DiscoverEU
Explore initiatives to learn, work and volunteer. coRrs
European Solidarity Corps EU Youth Dialogue DiscoverEU

Find ways to make your voice heard as a European citizen.

EURES
Read more about the Portal - Erasmus+ Erasmus+ q

Erasmus+ Erasmus+ Virlual Exchange Eures

Or
3. Access directly the European Solidarity Corps main page
http://europa.eu/youth/solidarity

Europa > > European Solidarity Corps

ok Biaadlel Lisaiial B i Ry

About  Getinvolved v Go abroad v News  Events  Stories  EU initiatives v EU Youth Strategy ~ Coronavirus v

' EUROPEAY

SOLIDARIY
RPS

EUROPEAN
SOLIDARITY
CORPS

European Solidarity Corps
Helping communities around Europe y r o l 5
{ j {

1 am a young person | am from an organisation

Find more information about how to Find more information about how to

take part, register, and access your . take part and access the Organisation .

personal account - Portal -
Register / Log in Log in

To login to PASS you either
a. click onthe ‘Login’ button in the 1 am from an organisation’ box,


https://europa.eu/youth/home
http://europa.eu/youth/solidarity
http://europa.eu/youth/solidarity
http://europa.eu/youth/solidarity
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Europa > > European Saolidarity Corps

ok Bliadlel Lisaliial ) | Ty

About  Getinvolved v Go abroad v News  Evenis  Stories  EU initiatives v EU Youth Strategy ~ Coronavirus v

' EUROPEAY

SOLIDARIY
IRPS

EUROPEAN
SOLIDARITY
CORPS

European Solidarity Corps

Helping communities around Europe . r — l \
| ’ y

| am a young person | am from an organisation

Find more information about how to Find more information about how to

take part, register, and access your . take part and access the Organisation .

personal account - Portal -
Register / Log in Log in

b. or click on ‘More information’ button in the ‘l am from an organisation’ box and then
click on the ‘Log in’ button.

Europa > > European Solidarity Corps > Organisations

| o]

About Getinvolved » Go abroad v News Events Stories EU initiatives » EU Youth Strategy Coronavirus v

European Solidarity Corps

Helping communities around Europe

General information ‘Young people section Organisations section

The the EU Login authentication screen is displayed (title of the pge ‘ Sign in to continue’). Use the
email address of your existing EU Login (ECAS) account, or if you do not have one, then we
recommend that you use the "Create an account" button — you will be asked to verify your
emailaddress as part of the set up process.
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Sign in to continue

Enter your EU Login username or e-mail address

/

—) I Create an account I
or...

Or

n Sign in with Facebook
B Sign in with Google

After you have completed the EU Login authentication process, you will be automatically redirected
back to the ‘System Selection’ page

5 System selection

After you have authenticated via EU Login, you will be presented with the "System selection"
screen, as shown below.

If you represent an organisation that holds a Quality Label (ESC50 or ESC52) or represent an
organisation that is accredited under Erasmus+ Volunteering (KA110), then you will see only the
option to go to the European Solidarity Corps — Placemen Administration and Support System
(PASS).

M  System selection

System selection

0 You are logged in.

Thank you for logging in. Please choose which system you would like to use from the following options:

EUROPEAN
SOLIDARITY
CORPS

© Placement Administration and Support System (PASS)

Search for participants for your European Solidarity Corps
projects, contact them and offer them placements.

10
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6 Welcome screen

When you enter PASS for the very first time, you will be presented with the Welcome screen
below.

To continue to the rest of PASS, you must tick to confirm that you accept the ‘Mission and Principles
of the European Solidarity Corps’, and various other statements related to the use and protection of
your personal data and that of the young people you find through the system.

You will only be asked to complete this page once. Press the "Continue" button displayed at the
bottom of the screen to move to the next page.

Solidarity

EUROPEAN
SOLIDARITY Placement Administration and Support System (PASS)

CORPS

Welcome to the European Solidarity Corps Placement Administration and Support System (PASS)

Before you continue, please answer the fellowing questions to confirm that you agree with and will uphold the Mission and Principles of the European Sclidarity Corps, plus
accept the terms and conditions related to the use of your personal data and that of European Solidarity Corps participants, and the use of the European Youth Portal in general

European Solidarity Corps Mission and Principles
It is important that all persons involved in the European Solidarity Corps are aware of and agree to uphold the Mission and Principles of the European Solidarity Corps,
Our Mission

The European Solidarity Corps brings together young people to build a more inclusive society, supporting vulnerable people and responding to societal challenges. It offers an
inspirimg and empowering experience for young people who want to help. learn and develop.

Please also view the Principles of the European Solidarity Corps

[] 1 confirm that | agree with and will uphold the Mission and Principles of the European Solidarity Corps whilst operating on behalf of the organisations | represent. *

Protecting the personal data and privacy of you and European Solidarity Corps participants
We are committed to protecting your privacy and that of the participants in the European Sclidarity Corps. Please read the Specific Privacy Statement for the European Youth
Portal, which includes information on how we will use personal data for the European Solidarity Corps. Then please answer the questions below.

[] 1 agree to my personal data being stored and processed for the purposes necessary for the European Solidarity Corps, cutlined in the Specific Privacy Statement. Please note that if you do
not agree to your data being stored and processed for the European Solidarity Corps, then you cannot use this online system. *

["] 1 agree to use the personal data of European Solidarity Corps participants that | obtain from this tool only for legitimate purposes related to the European Solidarity Corps, and within the
terms of the Specific Privacy Statement. Please note that if you do not agree 1o this then you cannol continue 1o use this online system. *

| agree to be contacted in relation to the European Solidarity Corps by the European Commission and by other organisations authorised by the European Commission. Please note that if you
do not agree to be contacted about the European Solidarity Corps, then we cannot keep you informed about developments related to the Corps. ©

Terms and Conditi of use of Europ- Solidarity Corps system on the European Youth Portal
Please read the general Terms and Conditions of use of the European Youth Portal

[] 1 agree 1o the Terms and Conditions of use of the European Youth Portal. *

Continue

11
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7 Organisation selection

After completing the authentication process, and the Welcome screen (for first users only) you
come to the screen where you can start to use the system.

If you are authorised to administer more than one organisation, then you will see all the
organisations listed here.

From here, you can:

Search for potential participants.

Contact them via the Search results screen.

Send potential participants an offer for an activity.

Access the list with offers you have sent and corresponding status.

vk wNE

Issue certificates of participation (Note that you will see this option only if you have sent at
least one offer.)

6. Manage opportunities, e.g., advertise, update, or remove.

7. Access the list with the applications received for the opportunities advertised by you.

8. Access the list with Contact requests you have sent and corresponding status.
You can also:

9. Access the most up-to-date version of this User Guide and details for additional support.

10. Download Quality Label visual materials — it is available for organisations that hold a Quality

Label.

RSt EUROPEAN
L SOLIDARITY PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)
kX CORPS

Thank you for logging into European Corps Placement Administration and Support System (PASS)

This system is designed to let you s d make contact with European Solidarity Corps registered candidates, and finally offer them solidarity activities.
X Download the PASS User Guide

The following are the key steps to follow in the process.

Search for registered candidates, and make contact with them
Use the search screen to find potential participants for your solidarity activities.

Contact individual registered candidates and discuss the activities with them

For privacy protection reasons, you must first use PASS to ask the young person for permission to contact them. After they have given you this permission, you can email them or call them directly, outside of

PASS, to discuss the activities that are available.

Send an offer to the participant and get them to accept or decline it

When you have finished your discussions then you must send the young person an offer via PASS. The young person then has to either accept or decline the offer. The offers expire 15 days after they have been
sent. This step is very important, because once the young person has accepted the offer they will become eligible to access to additional online European Solidarity Corps services. The funding for your project
may also not become available until the offer is accepted

If you are authorised to authorised to manage solidarity activities for more than one organisation, you will see all of the organisations listed below. Follow the three steps for the organisation you want to manage solidarity
activities for.

NAME ACTIONS

Test Organisation Alpha @ @ s:arch and Contact @ send an offer @ offers B Certficates Manage opportunities i= Applications i= Contacts list

JlestozzanisationBeta & qumarerial @) @ search and Contact @ send an offer ©offers B Certficates Manage opportunities i= Applications = Contacts list

12
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8 Search for potential participants

This is where you can start to find potential participants for your activities/projects.

There are two options: either fill in the search criteria using details of the proposed activity, or search
for a specific registered candidate (potential participant) using their unique Participant Reference
Number.

Option 1: Search using details of the proposed activity

To get the best search results, before you start, please check when and where the activity will take
place, and other characteristics of the placement. Once you know this information, complete the
search criteria as follows:

1. Funding Programme

You will see a list with all the funding programmes your organisation receives funds for the projects it
runs. You should then select the funding programme linked to the project you are searching young
people for, e.g., ‘European Solidarity Corps / Volunteering’.

2. Activity type

You must choose whether you are searching for registered candidates who are interested in
volunteering or occupational activities. The activity type list is associated to each funding
programme. Hence, you will have the possibility to search only for a specific strand.

3. Earliest start date / latest end date / duration

When young people register, they are asked to specify when they are available, in terms of the start
date and end date of the period, and the maximum number of months that they are available during
this time. This gives registered candidates (young people registered in European Solidarity Corps
portal) the flexibility to say, for instance, that they are available for a maximum period of three
months during a six-month period.

To provide the best results, try to be as precise as possible with the dates and duration. However, if
this is not certain, then enter the earliest date that the activity will start, the latest date that it will
end, and the maximum length of the project (in months) between these dates.

The search will then show all registered candidate who are available during the period of the activity,
and who have said that they can do a project of the duration. The search results will also show
registered candidates whose availability is just outside the activity start and end dates.

Example: a registered gives a period of availability from 01/07/2021 to 31/12/2021, for a maximum
of 4 months. If the activity is for 3 months from 01/08/2021 to 31/10/2021, then the registered
candidate will be shown in the search results. However, if the activity is for 5 months, between
01/08/2021 and 31/12/2021, then the registered candidate will not be shown, because their
maximum duration is only 4 months.

13
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4. Country where the activity will take place (‘Activity country’ label)
Enter the country where the activity will take place. Only the registered candidates who have
selected that country will appear in the search results.

5. Country of residence

If you need to select registered candidates from a particular country (for instance if you have a
particular "sending" partner organisation) then specify the country here. Only registered candidates
from that country will be shown in the search results.

6. Hasa C.V.
If it is important that registered candidates have a CV, then tick this box.

7. Has volunteering motivation (for the occupational strand, the 'Has occupational motivation’
label will be displayed)
Specify if the registered candidates should have a volunteering/occupational motivation.

8. Activity topics (choose up to 3)

All activities should contribute to at least one of the themes of the European Solidarity Corps. Please
specify which topics your activity/project covers. You can choose whether the results show
registered candidates who have shown an interest in all the activity topics you specify, or
alternatively who have an interest in at least one of them.

9. Knowledge and experience (choose up to 5)

Specify the skills that you require registered candidates to have for your activity. Again, you can
choose whether the results show registered candidates who have all the knowledge and experience
that you have specified, or alternatively who have at least one of them.

10. Languages (choose up to 3)

If it is important that registered candidates can speak a particular language, specify it here. Here you
can also choose whether the results show registered candidates who have all the languages that you
have specified, or alternatively who have at least one of them.

Option 2: Search using the Participant Reference Number (PRN)

11. If you know the unique reference number of the registered candidate, you can enter it here to
directly see the details of that registered candidate.

14
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Search screen:

m EUROPEAN
SOLIDARITY SEARCH FOR PARTICIPANTS
CORPS

© Please enter the details about the activity that you want to fill, or search directly using the Persoanl Reference Number. The more data you provide, the better the matches will be. Press the “Search” button to find potential participants.

Back

Searching on behalf of: TEST ORG‘HA

for an activity funded by: * European Solidarity Corps / Vomtezrixg ~
Scope = { Earliest start date * Latest end date * Duration (months) \ Activity country * Country of residence
volunteering » - Select - . - None - v [(JHasaCV.
) Has velunteering mosivatian ‘
Activity topics *

Knowledge and experience Languages
Choose up ta 3 Choose up ta 5 Choose up ta 3

- None —

@® Show young people who match all +Add

(O Show young people who match at least one

- None - v - None -

#) Show young peaple who match all +Add

O Shew young people who match at least one

@ Shew young people who mach all

O Shew young people who match at least one

Search

Participant reference number *

Search

Search results

After you press "Search" button you will be presented with a list of registered candidates that match

the criteria you have specified, with the best matches shown at the top of the list. Note that the

search results will not display the registered candidates that have done a long-term Erasmus+

volunteering activity (former known as EVS).

In the example below, you can:

1)

See the total number of registered candidates that match the search criteria (this screenshot
shows that you are viewing participants ranked 1 to 10 out of a total of 111 results).

See the Participant Reference Number of the participants (PRN); the length can be 10- or 16-
digits number.

See their names and click on their name (or View) to see their full user profile.

Make first contact with the registered candidate.

Identify the registered candidate as a "favourite”.

See the contact status and the date when the status has been changed.

See the offer status and the date when the status has been changed.

Change the number of registered candidates shown in one screen.

Move between different pages of results.
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1-10/111 ‘ 0 0 Items per page 10 20 50 100 500 °
ACTIONS CONTACT STATUS QFFER STATUS
@, View ) Contact @ Add to favourites ‘
a @ View £ Contact

< Add to favourite

. s
‘ il QView  Contact © Add to favourites

= AT cm.re My ELIZ00 @ View & Contact @ Add to favourites
@ View @ Contact < Add to favourites

adoai @ View ) Contact < Add to favourites

@, View © Contact < Add to favourites

r @ View [ Contact < Add to favourites

12 @ View @ Contact < Add to favourites

@, View ) Contact D Add 1o favourites

12345b75910|112nex:Ias:»Q

Registered candidate details

Here you can see most of the information that the registered candidate has submitted in their
profile.

To help protect the privacy of the registered candidate, this page does not show their contact details.
If you want to contact them, you must use the ‘Contact’ (1) button displayed in the registered
candidate profile page or the one next to the registered candidate name in the results page (This will
be explained more in the next section.).

If the registered candidate has uploaded their CV, you will be able to download and view it.

Registered candidates are free to enter free text in whichever language they choose. To help you
better understand what they have written, beside each free text field is a "Translate" button (2).
When you click on it, it will open a Google Translate screen pre-filled with the text from the field.
Please specify your language in the Google Translate.

Note: Should you wish, you can download in a .pdf file a registered candidate profile. You can do it
by using the option ‘Print’ available in the internet browser you use.
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Registrant details page:

PARTICIPANT DETAILS

*xx EUROPEAN
LBl SOLIDARITY
o CORPS
Q@ Back

Participant Reference
Number

Gender

Date of birth

Country of residence

MNationality

Preferred contact
language

Summary of education

and employment

experience

Additional information
about yourself

Languages

Availability

Kinds of European
Solidarity Corps

projects interested in

European Voluntary
Service (EVS) experience

Countries | want to

wvolunteer in

Summary of previous

wvolunteering experience

Motivation to volunteer
with the European
Solidarity Corps

Uploaded CV

& Contact
7116823102625485
Participant TEST ACCOUNT
Female
01/01/1996
Estonia
Estonian
English
Ne information
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec malesuada neque et iaculis interdum. Vivamus fringilla molestie T |
ranslate

consectetur. Pellentesque suscipit, massa non eleifend aliquam, justo justo commodo quam, id viverra ante enim nec lacus

LANCUACE LEVEL
French (Frangais) advanced
Estonian (Eesti) native
English advanced

| am available at any time for European Solidarity Corps projects.
* Social challenges

* Reception and integration of refugees and migrants

» Citizenship and democratic participation

Austria, Belgium, Germany, Denmark, Estonia, France

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec malesuada neque et iaculis interdum. Vivamus fringilla molestie
viverra ante enim nec lacus. Phasellus at

consectetur. Pellentesque suscipit, massa non eleifend aliqguam, justo justo commodo quam, i

purus varius, consequat arcu eu, elementum urna

Lorem ipsum delor sit amet, consectetur adipiscing elit. Donec malesuada neque et iaculis interdum. Vivamus fringilla molestie
consectetur. Pellentesque suscipit, massa non eleifend aliquam, justo justo commodo quam, id viverra ante enim nec lacus. Phasellus at

purus varius, consequat arcu eu, elementum urna

View CV

Translate

Translate
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9 Contact registered candidates

When you have reviewed the results, the next step is to make first contact with a registered
candidate. This process is necessary to protect the privacy of the registered candidate.

To make contact, click on the "Contact" button displayed on the registered candidate ‘s profile page
or the button beside the registered candidate in the search results screen. The "Send contact to
Participant [PRN]' page will be displayed:

Send contact to Participant £ 1.0 a0

Aditional information for the participant (optional)

== " € | Source | | Styles = &

B I U

Content limited to 1000 characters.

€ |
’ Preview Send G ° 0 ance

The participant will be contacted in English. Click here to preview the e-mail in English

1. Write additional information (1) for the registered candidate (it will be sent to the registered
candidate together with the generic information from the system) in the ‘Additional
information for the participant’ box.

2. Preview (2) the contact request message. You will see how the email that will be sent to the
registered candidate will look like (it will include the information you added, if any, and the
generic one).

3. Preview the message (email) in the contact language (3) that the registered candidate
specified in his/her profile (e.g., German).

4. Cancel (4) the sending of the contact request, in this case no email will be sent to the part
registered candidate.

5. Send (5) a contact request to the registered candidate by clicking on the "Send" button. You
will then see a pop-up button asking you to confirm that you wish to contact the registered
candidate.
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Contact confirmation %]

Are you sure you want to send this contact?

As soon as you confirm the sending of the contact request (click on ‘Yes’ button) the registered
candidate is notified that you want to get in touch with him/her. Therefore, he/she receives:

- Anemail

- aSMS message (if the registered candidate specified a mobile phone in his/her profile)

- anotification in the European Solidarity Corps mobile app (if the registrant downloaded and
installed it on)

The contact request will be sent in the contact language the registered candidate specified in his/her
profile.

The email with the contact request contains a predefined text, the text/message you wrote to
him/her, information about your organisation and two buttons, "Accept contact" and "Decline
contact". To accept or decline the contact request, the registered candidate must click on one of the
two buttons (‘Accept contact’\’Decline contact’, and login to the European Solidarity Corps profile.

In case the registered candidate clicked on "Accept contact", you will receive an email (in English)
with the registered candidate ‘s contact details (e-mail address and phone number — if it is the case).
You can then use these details to contact the registered candidate directly to discuss the activity and
negotiate the terms of it.

In case the registered candidate declined the contact request (he/she clicked on the "Decline
contact" button), you will receive a notification (in English) but without the registered candidate ‘s
contact details.

'Contact status': After the contact request email is sent to the registered candidate, you will see that
the status and date are updated in the registered candidate ‘s profile (1), in the search results (2) and
in the ‘Contacts list’ (4). This information is updated each time you send a contact request to the
registered candidate via PASS and the registered candidate ‘answers’ to it (accept/decline).
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Registered candidate (Participant) profile - Contact request sent:

PARTICIPANT DETAILS

S EUROPEAN
LN SOLIDARITY
LISM CORPS
o A text message and email has been sent to Participant TEST ACCOUNT. ‘ Q

@ Back & Contact &% Contact sent - 18/02/2021 15:43

Participant Reference
7116823102625465

Number

Name Participant TEST ACCOUNT
Gender Female

Date of birth 01/01/1996

Country of residence Estonia

Nationality Estonian

Preferred contact R
English
language

Summary of education and B B
. No information
employment experience

Search results - Contact request sent:

REF NAME ACTIONS CONTACT STATUS Q OFFER STATUS

7116823102625465 Participant TEST ACCOUNT @, View & Contact W Add to favourites & Contact sent - 18/02/2021 15:43

List with contact requests sent

If vou are authorised to authorised to manage solidarity activities for more than one organisation, you will see all of the organisations listed below. Follow the three steps for the organisatio
want to manage solidarity actvities ror.

NAME ACTIONS

Test Organisation Alpha @ © searchand contact @@ send anoffer @ Offers [ Certificates Manage opportunities i= Applications i= Contacts list

Contact request — SMS notification sent to registered candidates

The example below is in English language; the SMS will also be sent to registered candidates in their
preferred contact language:

Dear Participant, you received
a contact request - Check your
emails! The European Solidarity
Corps team 16:46
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Contact request — notification in the European Solidarity Corps mobile app

This example is for English language; — the notification will also be sent to registered candidates in

their preferred contact language:

&  Notifications i ©

@® European Solidarity Corps 5 minutes
Dear Participant You received a contact request —
Check your emails! The European Solidarity
Corps team

European Solidarity Corps P
Dear Participant You received a contact request —

Check your emails! The European Solidarity
Corps team
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Contact request email sent to registered candidates:

This example is for English language- the actual email will be sent to the registered candidates in

their preferred contact language.

European Solidarity Corps: URGENT - An organisation wishes to contact you!

European Solidarity Corps <automated-notifications@nomail.ec.europa.eu>

I Your Participant Reference Number: 7116823102625465

Dear Participant

We are pleased to let you know that the organisation below is looking for participants for one
of its activity and would like to contact you. Check out the details below.

Please note that this request will expire after 15 days, so do not delay in responding to this. If
the organisation does not hear from you soon, then they may contact someone else from the
Corps.

We do not make your personal contact information, such as your email address, telephone
numbers and physical address, visible to an organisation without your explicit permission.

Therefore, if you would like to speak to this organisation about this opportunity, please click on
the "Accept contact” button below, and we will make your contact details available to them.

Or, if you do not wish to be contacted by the organisation, then please let them know by
clicking on the "Decline contact” button instead.

Good luck! We hope that you and the organisation are able to work something out.

Very best wishes

The European Solidarity Corps

ADDITIONAL INFORMATION FROM THE ORGANISATION

This is a demo - Contact request

ORGANISATION DETAILS

Name: Test Organisation Alpha
Address: Donkstraat 50, 97000udenaarde, Belgium

Website: http:/www.moerashuis.be

Decline contact

o0

You have received this because your email address has been used to register with the European Solidarity Corps.

To stop receiving contact requests or pl; offers from authori ‘ganisati please login to your
European Solidarity Corps profile and either set your profile to be invisible to searching organisations, or change
your contact p issi to stop iving any communicati about the Corps.
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Email sent to organisations when a contact request is accepted:

European Solidarity Corps — contact accepted

European Solidarity Corps <automated-notifications@nomail.ec.e

uropa.eu>
18/02/2021

To: You

RSP EUROPEAN
SEES SOLIDARITY
CORPS

Dear Test Organisation Alpha

We are delighted to inform you that the young person below has accepted your contact through

the European Solidarity Corps portal.
You will find his/her contact information below.

We hope that you will find the suitable participant for your project!

Very best wishes

The European Scolidarity Corps team

PARTICIPANT DETAILS

Full name: Participant TEST ACCOUNT
E-mail: ieera bealil = m

Participant Reference Number: 7116823102625465

o0

European Solidarity

Corps profile
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Email sent to organisations when a contact request is declined:

European Solidarity Corps — contact declined

EUROPEAN
SOLIDARITY
CORPS

Dear Test Organisation Alpha

Ve are sorry to inform you that the young person below has declined your contact through the

European Solidarity Corps portal.

You may wish to contact someone else from the pool of European Solidarity Corps young

registrants.

Very best wishes

The European Solidarity Corps team

PARTICIPANT DETAILS

Full name: | I

Participant Reference Number:

o0
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10 View the list with contact requests and their status

Note that the 'Contacts list' option (1) will be available in the dashboard only if you have sent at least

one contact request to a registered candidate.

want to manage solidarity acuvities Tor.

NAME

Test Organisation Alpha

ACTIONS

@ © scarchand contact @@ send an offer @ Offers B Cerrificates

If vou are authorised to authorised to manage solidarity activities for more than one organisation, you will see all of the organisations listed below. Follow the three steps for the organisatr‘

Manage opportunities 1= Applications = Contacts list

Click on the 'Contacts list' option to view the list with all contact requests sent so far and

corresponding status.

The information is structured:

- Filters section, that allows you to search by PRN (1) and registered candidate (Participant)

last name (2) and filter the information based on the status (3) of contact requests (sent,

accepted, declined).

- Overview of the contact requests sent (4): sent contacts (not answered), accepted contacts,

and declined

contacts.

- Detailed information about each contact request sent (5) section: date contact sent, PRN,

registered candidate (Participant) name, contact status, date contact accepted/declined.

FII EUROPEAN
S SOLIDARITY
(Al CORPS

Q@ Back

Viewing contacts of: TEST ORGANISATION ALPHA

Participant last name !

PRN °

Filter Clear
TYPE
Sent contacts (not answered)
Accepted contacts
Declined Contacts
DATE CONTACT SENT
18/02/2021 16:23 CET
18/02/2021 15:43 CET

06/08/2020 12:34 CEST

PRN

7116823102625465

7116823102625465

7116823102625465

CONTACTS LIST — PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)

- All - v
AMOUNT
38
8
3
PARTICIPANT NAME CONTACT STATUS

Participant TEST ACCOUNT Declined

Participant TEST ACCOUNT Accepted

Participant TEST ACCOUNT Sent

25
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11 Send an offer for an activity

General information

After you have come to an agreement with the registered candidate about the activity, you must
make an offer to them through PASS.

This final step is very important because:
* Itis the mandatory step in the enrolling with insurance process (for ESC11, ESC13, ESC21 and
ESC51 projects, as well as for Volunteering teams ain high priority areas)
* It makes participant data available to be encoded in Mobility Tool (for ESC11, ESC13, ESC21
projects) and Beneficiary Module (for ESC51 projects)
* Itis part of the process to trigger the payment of funds for activities/projects (‘Final Report’)

The send offer form is split in 5 sections and the system will guide you through each of them:

o Registrant and funding programme Project information Offer information Host Organisation

1. Registrant and funding programme:

> specify the PRN of the registered candidate and the funding programme.
» Funding programme:
o For European Solidarity Corps funded projects ESC11, ESC13, ESC21)- choose:
e ‘European Solidarity Corps/ Volunteering, for a Volunteering project (ESC11,
ESC13)’
e ‘European Solidarity Corps/Traineeship, for a Traineeship project (ESC21)’
e ‘European Solidarity Corps/Job, for a Job project (ESC21)’
o For European Solidarity Corps funded projects under the new MFF (ESC51) — choose
‘European Solidarity Corps/ Volunteering-ESC51’.
o For Volunteering Teams in High Priority Areas projects, choose ‘European Solidarity
Corps / Volunteering Teams in High Priority Areas’

2. Project information: select the ‘Action’ and ‘Activity type’.

3. Offer information: enter the start and end dates for the activity, topics, short description of
the activity/project.

NOTE:

1. If the start date of the activity is in the past, a warning message is displayed informing you
that the offer should be sent before the volunteer starts the activity as he/she must be
covered with insurance. However, you will be able to send the offer.
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Message displayed when the activity start date is in the past or it is ‘today/current day’:

start date* End date*
07/01/2023 B mm/dd/yyyy [m]
The start date of the activity is in the past. I this is a cross-border activity, please note that the participant is not insured.

The enrolment to insurance must be done before departure.

FOr ESCo1 projects as soon as I ofer is acaepied. please go o the Benefcary Module (BM).Fetieve the paricipant
data and encode the corresponding participation.

@ ®

2. Maximum duration of a long-term volunteering activity is 1 year. When entering the
activity dates, the system checks if the duration of the volunteering activity exceeds one
year and if it is the case a message ‘A volunteering activity under European Solidarity Corps
cannot have a duration greater than one year’ is displayed inviting you to update the
dates. You will not be able to go to the next steps unless you correct the activity dates, so
the duration is <=1 year.

Start date End date

07/01/2023 B 07/01/2024 m]

(S o

3. Message displayed in the case an offer was already accepted by the (same) participant for
the (same) project you want to send offer:
‘There is a similar offer accepted by the participant for the specific project. Are you sure you
want to send a new offer for a new activity to the participant?’

There is a similar offer already accepted by the participant for the specific project. Are you sure you want to send a new
offer for a new activity to the participant?

Yes || No

Should you click on ‘Yes’, please note that the system will allow you to fill out the fields of the
‘Send offer’ form, however the sending of the offer it will be blocked (so on the ‘Review’
section of the ‘Send offer’ form it will be displayed a message informing you that the offer

cannot be sent).

Note:

For ESC51 projects — the information about the project is retrieved from the Beneficiary
Module (BM), unless the project is not available yet in the tool.

If the project is not yet in the BM, you will still be able to send an offer for it, as the PASS
allows you to manually enter/ type the project code.
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If the project is already in the BM, then please note that the start and end date for the activity
you want to send an offer should be between the start and end date of the project. If the
information in the PASS (start and end date of the project) is not correct, please check if in the
Beneficiary Module is the correct one. In case the information in PASS differs from the one in
BM, please contact your country National Agency so they can report the issue further.

Note:
For ESC 11, ESC13, ESC21 projects the information about projects (including start and end

dates of the projects) is retrieved from Mobility Tool (MT+).

If the information in the PASS (start and end date of the project) is not correct, please check if
in the Mobility Tool is the correct one. In case the information in PASS differs from the one in
MT+, please contact your country National Agency so they can report the issue further.

4. Hosting organisation: search for the host organisation and select it. You will see that the
information, such as city, address, postal code, and country, is automatically filled in and it
cannot be changed.

5. Review and send the offer: review the information you have filled in and send the offer to the
potential participant.

The potential participant will receive an email with details about the activity they have been offered
by you.

The email is sent in the in his/her preferred contact language (it is specified in his/her profile). A copy
of the email (in English) will be sent to you.

To accept or decline the offer, the potential participant must click either, on the "Accept offer"
button to accept it, or on the "Decline offer" button to decline it. The confirmation of the accepting
or declining the offer will be sent to both, potential participant, and you.

NOTE: The offer is technically valid 15 days, after which its status is changed into ‘Expired’ and it
cannot be accepted or declined. Therefore, should you wish, you could resend the offer.

Each offer is linked to a participant, and it cannot be shared with anyone else.

11.1 Send an offer for a ESC11, ESC13, ESC21 project (Volunteering, Traineeship or
Jobs projects funded under the programme 2018-2020)

NOTE: You can send offers only for granted projects and only after the project is available in Mobility
Tool (MT+). The information about the project, such as Project code, Action, Action type, Start and
End date are automatically retrieved (in PASS) from the Mobility Tool+.

Please note that after a registered candidate/potential participant accepts the offer you sent, you
would need to access the Mobility Tool (MT+) and retrieve participant data (and information about
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the offer) by clicking on the ‘retrieve now’ link that is displayed next to the ‘Participants retrieve
from EYP’ label). The next step will be to add the participation data (see ‘Add participation’ button),
tick the checkbox ‘In the case of participants entitled to insurance coverage, please note that this
information will be sent to the insurance company to enrol the participant’ and mark the
participation as ‘Complete’, so the participant data can be automatically sent to the insurance
system.

For more details about MT+, please consult its guideline. For more details about insurance, please
see the chapter ‘17 Insurance’.

Example — Mobility Tool (MT+) — ‘retrieve now’ link:

#home | project list

European Commission

M 0 b | I Ity to OI EAC Directorate-General for Education and Culture
Defals ~ Organisations ~ Cortacts  Locations  Parficpanis  Achiviies  Complementary Activiies  Budget  Reports
Pamcipants Export Parlicipant Repori(s)
i rd Q Young Person | Accomy Parson of tions in Advance Planning Visits | All I-a—um,a:n s refrieved from EYP 21
& — Selection Details
PRN Type Participant First Name Participant Last Name Participant Email " el %
o s o e - e

Send an offer

Click on the ‘Send offer’ (1) link that is available in the dashboard associated to your organisation:

RS EUROPEAN
SN SOLIDARITY PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)
LMl CORPS

Thank you for logging into European Solidarity Corps Placement Administration and Support System (PASS).
This system is designed to let you search for and make contact with European Solidarity Corps registered candidates, and finally offer them solidarity activities.
2. Download the PASS User Guide

The following are the key steps to follow in the process

Search for registered candidates, and make contact with them
Use the search screen to find potential participants for your solidarity activities.

Contact individual registered candidates and discuss the activities with them
For privacy protection reasons, you must first use PASS to ask the young person for permission to contact them. After they have given you this permission, you can email them or call them directly, outside of
PASS, to discuss the activities that are available.

Send an offer to the participant and get them to accept or decline it

When you have finished your discussions then you must send the young person an offer via PASS. The young person then has to either accept or decline the offer. The offers expire 15 days after they have been
sent. This step is very important, because once the young person has accepted the offer they will become eligible to access to additional online European Solidarity Corps services. The funding for your project
may also not become available until the offer is accepted.

If vou are authorised to authorised to manage solidarity activities for more than one organisation, you of the organisations listed below. Follow the three steps for the organisation you want to manage solidarity
activities for.
NAME ACTIONS

Test Organisation Alpha € © s:2r<h and Contact @ send an offer @ Offers [ Certificates Manage opportunities 1= Applications = Contacts list
The send offer form is open allowing you to fill out the details for the activity you will offer to the

potential participant. The form is split in 5 sections and the system will guide you through each of
them:
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o Registrant and funding programme Project information Offer information Host Organisation Review

1. Registrant and funding programme:

NOTE: The system will automatically display a list with all your projects granted and funded under
European Solidarity Corps, as well as European Solidarity Corps projects you are involved.

Create an offer

Test Organisation Alpha ( PIC: 900000001)
<f Donkstraat 50 Oudenaarde [BE] Belgium

& www moerashuis be

o Registrant and funding programme Project information Offer information Host Organisation Review

Personal reference number* ‘
Funding programme * e -

°

- Type the PRN in the ‘Personal reference number’ (1) box and press ‘Search’ button (2) and the basic
information of the registered candidate (such as full name, PRN, country of residence and

nationality) will be displayed.

- Select the funding programme (3) your project:
e European Solidarity Corps/ Volunteering, for a Volunteering project (ESC11,
ESC13)
e European Solidarity Corps/Traineeship, for a Traineeship project (ESC21)
e European Solidarity Corps/Job, for a Job project (ESC21)

- Click on the ‘Next’ (4) button to go to the next step (‘Project information’), or on
- The ‘Cancel’ (5) to cancel the sending of the offer
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Example: Search for a potential participant data and funding programme

Create an offer

Test Organisation Alpha ( PIC: 900000001)

<f Donkstraat 50 Oudenaarde [BE] Belgium

& www moerashuis be

o Registrant and funding programme o Project information e Offer information o Host Organisation o Review

Personal reference number * Click on it! ——3
7116823102625465
Funding programme * -

°

Potential participant data is retrieved:

Create an offer

Test Organisation Alpha ( PIC: 900000001)

<f Donkstraat 50 Cudenaarde [BE] Belgium

& vwww.moerashuis.be

o Registrant and funding programme o Project information e Offer information o Host Organisation o Review

Personal reference number*
7116823102625465
Participant TEST ACCOUNT
# 7116523102625465

< [BE] Belgium
™ French

Funding programme ™ -

°
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Example: potential participant and funding programme
Create an offer

Test Organisation Alpha ( PIC: 900000001)

<« Donkstraat 50 Cudenaarde [BE] Belgium

& www.moerashuis.be

o Reaistrant and funding programme e Project information o Offer information o Host Organisation e Review
Personal reference number *
7116823102625485

Participant TEST ACCOUNT

Funding programme *

European Sclidarity Corps / Volunteering

°

2. Project information:

In this step, you have to the project code, the action and the action type linked to the project.

o Registrant and funding programme o Project information o Offer information o Host Organisation e Review

Project code * ‘
-

Action °
Action type °

- Select a project code from the ‘Project code list’ (1) (note that the list contains only the codes of
approved projects)

- The system will automatically provide the associated Action (2) and Action type (3)

- Click on the ‘Next’ (6) button to go to the next step (‘Offer information’), or on

- The ‘Back’ (4) to go to the previous section (‘Registrant and funding programme’), or on

- The ‘Cancel’ (5) to cancel the sending of the offer
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Example: Project code selected, and the Action and Action type fields filled in with information

° Registrant and funding programme o Project information Offer information Host Organisation Review

Project code *

2020-3-AT02-ESC11-002848 -

@ ©

3. Offer information:

In this step you should specify the activity type (e.g., Individual Volunteering), the topics, activity
name and some more details that will help the potential participant to understand the scope of the
activity he/she will take part.

° Registrant and funding programme o Project information o Offer information Host Organisation Review

Activity type ™

Topics ™ e -

Activity name *

Description 0

Start date *
mm/dd/yyyy

End date*
8 mm/dd/yyyy m]

- Activity type (1): select the type of the activity (e.g. Individual Volunteering)
- Topics (2): you must select at least one topic (maximum 3) for the activity

- Activity name (3): provide a title for the offer

- Description (4): we recommend you provide more information about the project/activity the
potential participant is will be involved

- Start date & End date (5 & 6): specify the start date and end date for the activity

- Click on the ‘Next’ (9) button, to go to the next section (‘Location’), or on

- The ‘Back’ (7), to go to the previous section (‘Project information’), or on

- The ‘Cancel’ (8), to cancel the sending of the offer
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Example: offer information (Activity type, Topics, Activity name, Description, Start & End date)

° Registrant and funding programme ° Project information o Offer information o Host Crganisation e Review

Activity type *

Individual Volunteering -
Topics *
Culture Inclusion Youthwork -

Activity name *

Demo - write the title for this offer

Description

Demo - provide more details about activity/project

Start date * End date*

08/01/2022 0 11/30/2022 D

= ©

4. Host organisation:

In this section, you must provide the information about the place where the activity will take place,
therefore you must specify which is the host organisation.
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Q Registrant and funding programme o Project information Q Offer information o Host Crganisation o Review
In this step you have fo specify which is the hosting organisaj g=rch for it
Search for a hosting organisation.
Search for a org either by PIC, OID, name orf country code
Organisation name Organisation street”
Organisation city Organisation zip code
Country

- Search for a hosting organisation (1): please type either, the OID of the organisation or its name.
The system searches in the database with accredited organisations and in case the organisation is
found, the information about it, such as organisation name, street, city, postal code, country, is
automatically displayed.

If the organisation you are looking for is not in the database, please contact your country National
Agency (you can find their contact details here
https://youth.europa.eu/solidarity/organisations/contact-national-agencies _en).

- Click on the ‘Next’ (4), button to go to the next step (‘Review’), or on

- The ‘Back’ (2,) to go to the previous section (‘Offer information’), or on
- The ‘Cancel’ (3), to cancel the sending of the offer

Example:

Test Organisation Alpha ( PIC: 900000001)

«f Dor Oud [BE] Belgium
& www.moerashuis be
° Registrant and funding programme o Project information ° Offer information o Host Organisation @ Review
In this step you ha eh
Search for a hos

Test Organisation Beta

0o ©
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5. Review (the information) and send the offer:

In this step, you can review the information you have filled in and in case you have missed

something, and you want to update you can do it by clicking on ‘Previous’ button.

- If all the information is correct (1), you can send the offer to the potential participant by clicking on

the ‘Send’ (4) button.

- Click on the ‘Cancel’ (3) button to close the current page and no offer will be sent

- Click on the ‘Previous’ (2) button to close to go to the previous section (‘Host organisation’)

Create an offer

Test Organisation Alpha ( PIC: 900000001)

< Donkstraat 50 Oudenaarde [BE] Belgium
& www moerashuis be

° Registrant and funding programme ° Project information

Registrant

Participant TEST ACCOUNT
T 7116823102625465

< [BE] Belgium
™ French

@ orerinformation @ riost Organisation

o Review

Funding programme
Project

Project code

Action

Action type
Activity

Activity type

Topics

Activity name

Description

Starting
Ending
Location
Name
Street
Postal Code
City
Country

European Solidarity Corps / Volunteering

2020-3-AT0O2-ESC11-002848
Volunteering

Wolunteering Projects

Individual Volunteering

Culture
Inclusion

Youthwork
Demo - write the title for this offer
Demo - provide more details about activity/project

2022-08-01

2022-11-30

Test Organisation Beta
Parnu mnt. 123a-21

11313
Tallinn

[EE] Estonia

°
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Offer is created and added in the list with offers:

@  Offer created successfully.

O Back

Viewing offer(s) of: TEST ORGANISATION ALPHA

© Select an accepted offer to generate a certificate

By PRN By participant last name Offer status Project code
-All - -
Filter Reset
OFFER
OFFER w | OFFER

OFFER | acTviTy NAME PROJECT CODE PARTICIPANT  PRN SENTIRESENT | EXPIRATION o o ACCEETED ACTIONS
D A i STATUS DECLINED

DATE

Participant 01-08-2022 16-08-2022 4 Resend
68118 Demo - write the title for this offer  2020-3-AT02-ESC11-002848 TEST 7116823102625465 4. o 16:55 D Withdraw offer
ACCOUNT @ View details

Example: a project is not granted yet, a project is granted but not added in MT+, or the project is in
MT+ tool but the organisation to the project:

o Registrant and funding programme e Project information

Personal reference number*

None

European Solidarity Corps / Volunteering

¥}
A
[N
[o]
==
[
(]
ks
[*7)
[&5)
]
L]
[19]
i
oy

European 5

European Solidarity
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11.2 Send an offer for a ESC51 project

Before sending an offer, please read the ‘General information’ section available at the beginning of

this chapter.

The information about projects is retrieved from the Beneficiary Module (BM), unless the project is

not available yet in the tool.

If the project is not yet in the BM, you will still be able to send an offer for it, as the PASS allows you
to manually enter/ type the project code (so you will not have to select it from a list).

Send an offer:

- Login to PASS

RSW EUROPEAN
"3 SOLIDARITY
Kk CORPS

Thank you for logging into European Solidarity Corps Placement Administration and Support System (PASS)

PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)

This system is designed to let you search for and make contact with European Solidarity Corps registered candidates, and finally offer them solidarity activities.

& Download the PASS User Guide
The following are the key steps to follow in the process

Search for registered candidates, and make contact with them
Use the search screen to find potential participants for your solidarity activities.

Contact individual registered candidates and discuss the activities with them
For privacy protection reasons, you must first use PASS to ask the young person for permission to contact them. After they have given you this permission, you can email them or call them directly, outside of

PASS, to discuss the activities that are available.

Send an offer to the participant and get them to accept or decline it

When you have finished your discussions then you must send the young person an offer via PASS. The young person then has to either accept or decline the offer. The offers expire 15 days after they have been
sent. This step is very important, because once the young person has accepted the offer they will become eligible to access to additional online European Solidarity Corps services. The funding for your project
may also not become available until the offer is accepted.

activities for.

If vou are authorised to authorised to manage solidarity activities for more than one organisation, you of the organisations listed below. Follow the three steps for the organisation you want to manage solidarity
NAME ACTIONS

Test Organisation Alpha @ @ 5carch and Contact @ 5cnd an offer @ Offers [ Certificates Manage opportunities = Applications IS Contacts list

- Click on the ‘Send offer’ (1) link that is available in the dashboard associated to your organisation.

The send offer form is open allowing you to fill out the details for the activity you will offer to the
potential participant. The form is split in 5 sections and the system will guide you through each of
them:

o Registrant and funding programme Project information Offer information Host Organisation Review
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1. Registrant and funding programme:

Create an offer

Test Organisation Alpha ( PIC: 900000001)
<«f Donkstraat 50 Oudenaarde [BE] Belgium

& www moerashuis be

o Registrant and funding programme o Project information e Offer information o Host Organisation o Review

Personal reference number* ‘ ‘ e
Funding programme * ° -

- Type the PRN in the ‘Personal reference number’ (1) box and press ‘Search’ button (2) and the basic

information of the registered candidate (such as full name, PRN, country of residence and
nationality) will be displayed.

- Select the funding programme (3): ‘European Solidarity Corps/ Volunteering - ESC51’
- Click on the ‘Next’ (4) button to go to the next step (‘Project information’), or on
- The ‘Cancel’ (5) to cancel the sending of the offer
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Example: Search for a potential participant data and funding programme

Create an offer

Test Organisation Alpha ( PIC: 900000001)

<f Donkstraat 50 Oudenaarde [BE] Belgium

& www moerashuis be

o Registrant and funding programme o Project information e Offer information o Host Organisation o Review

Personal reference number * Click on it! ——3
7116823102625465
Funding programme * -

°

Potential participant data is retrieved:

Create an offer

Test Organisation Alpha ( PIC: 900000001)

<f Donkstraat 50 Cudenaarde [BE] Belgium

& vwww.moerashuis.be

o Registrant and funding programme o Project information e Offer information o Host Organisation o Review

Personal reference number*
7116823102625465
Participant TEST ACCOUNT
# 7116523102625465

< [BE] Belgium
™ French

Funding programme ™ -

°
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Example: potential participant and funding programme
Create an offer
Test Organisation Alpha ( PIC: 900000001)

< Donkstraat 50 Qudenaarde [BE] Belgium

& www.moerashuis.be

o Registrant and funding programme Project information Offer information Host Organisation Review

Personal reference number™
7116823102625465
Participant TEST ACCOUNT
i 7116823102625465

< [BE] Belgium
™ French

Funding programme *

European Solidarity Corps / Volunteering - ESC51 -

°

2. Project information:

In this step, you must specify the project code for which you want to send the offer, the action and
the action type linked to the project.

NOTE: If the project is not yet in the Beneficiary Module (BM), then you would need to manually

type/enter the project code. Project code format is YYYY-Call-NAOX-ESC51-VTJ-XXXXXXXXX. The
system will also inform you that there is no project in the BM linked to your organisation.
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Create an offer

Test Organisation Alpha ( PIC; 900000001)

< Donkstraat 50 Oudenaarde [BE] Belgium

& www.moerashuis_be

° Registrant and funding programme o Project information Offer information Host Organisation

There are not any approved projects in EAC Beneficiary Module, linked with the organisation sending the offer.
You can still type the project code you want to send an offer for.

! Please be aware option to type the project code will still be available for a limited time. !
Project code

Start typing a project code.

° a < ’

NOTE: If at least one project code is in BM and linked to your organisation, then a message is
displayed above the ‘Project code’ field informing you about the existence of a project code.

Test Organisation Alpha ( PIC: 900000001)

<f Donkstraat 50 Oudenaarde [BE] Belgium

& www.moerashuis.be

° Registrant and funding pregramme o Project information Offer information Host Organisation

You have already approved projects in EAC Beneficiary Module.
Please, start typing the project code, and the approved projects will appear in a list to select from.
If the project you are looking for is not in the list, you can still manually type its code

! Please be aware tha tion to type the project code will still be available for a limited time. !
Project code

Start typing a project code.

- In the ‘Project code’ field (1):

e if the project is not yet in the Beneficiary Module, then there will appear a message
informing you about this and you will be invited to type the project code.

Project code format : 2021-1-NAOX-ESC51-VTJ-XXXXXXXXX

e In case the project is already in the Beneficiary Module (BM), then would only have
to select it from the ‘Project code’ list. Please activate the list by placing the cursor in
the ‘Project code’ filed and start typing in it, so the list with project codes will be

displayed.
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- Click on the ‘Next’ (2) button to go to the next step (‘Offer information’), or on

- The ‘Back’ (4) to go to the previous section (‘Registrant and funding programme’), or on
- The ‘Cancel’ (3) to cancel the sending of the offer

Example:

Create an offer

Test Organisation Alpha ( PIC: 900000001)
- Donkstraat 50 Oudenaarde [BE] Belgium
(9 www moerashuis be

o Registrant and funding programme o Project information Cffer information Host Crganisation Review

You have already approved projects in EAC Beneficiary Module.
Please, start typing the project code, and the approved projects will appear in a list to select from.
If the project you are looking for is not in the list, you can still manually type its code

! Please be aware that the option to type the project code will still be available for a limited time. !
Project code

2021-1-EE01-ESC51-VTJ-000037254

Start typing a project code

= &
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3. Offer information:

In this step you should specify the activity type (e.g., Volunteering), the topics, activity name and
some more details that will help the potential participant to understand the scope of the activity

he/she will take part.

° Registrant and funding programme ° Project information e Offer information Host Organisation Review

Activity type ™

Topics ™ ’ -

Activity name *

Description

Start date End date*
mm/dd/yyyy 8 mm/dd/yyyy ]

- Activity type (1): select the type of the activity (e.g., Volunteering)
- Topics (2): you must select at least one topic (maximum 3) for the activity

- Activity name (3): provide a title for the offer

- Description (4): we recommend you provide more information about the project/activity the
potential participant will be involved

- Start date & End date (5 & 6): specify the start date and end date for the activity

- Click on the ‘Next’ (9) button, to go to the next section (‘Location’), or on

- The ‘Back’ (7), to go to the previous section (‘Project information’), or on

- The ‘Cancel’ (8), to cancel the sending of the offer

If the project is already in the BM, then please note that the start and end date for the activity you
want to send an offer should be between the start and end date of the project. If the information in
the PASS (start and end date of the project) is not correct, please check if in the Beneficiary Module is
the correct one. In case the information in PASS differs from the one in BM, please contact your
country National Agency so they can report the issue further.
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Example:

Create an offer

Test Organisation Alpha ( PIC: 900000001)

Donkstraat 50 Oudenaarde [BE] Belgium
(ﬁj www.moerashuis_be
@ registrant and funding programme @ Froject mformation © orer nomation Host Organisation Review

Activity type*

Topics *

Citizenship and democratic participation Creativity and culture -

Activity name *

Demo -send an offer for a ESC 51 project

Description

This is the description: Demo -send an offer for a ESC 51 project

Start date * End date*
10/01/2021 0O 12731/l )

[ =

4. Host organisation:

In this section, you must provide the information about the place where the activity will take place,
such as organisation host name and address (country, city, country) as well as the full name, e-mail,
and phone number of a contact person from the host organisation.

The contact details of a person from the host organisation will receive a notification when the
participant will be enrolled in the insurance system.
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Create an offer

Test Organisation Alpha ( PIC: 900000001)

4 Donkstraat 50 Cudenaarde [BE] Belgium
& www.moerashuis.be
o Registrant and funding programme ° Project information o Offer information o Host Crganisation Review
In this step you have to specify which is the hosting organisation. S:al"
Search for a hosting organisation.
Search for & org either by PIC, OID, name or country code

Organisation contact person™ ’ Organisation contact mail *

Max length: 40 characters Max length: 50 characters

Organisation contact phone ™

Max length: 20 characters

O O=—= o

- Type the organisation name or its OID in the ‘Search for a host organisation’ (1) field and press
‘Enter’ key.

If the organisation is already in the database with organisations holding a quality label ESC50 or
ESC52, then the system will automatically fill in the fields: organisation name, organisation street,
organisation city, organisation zip code, county. Please note that you cannot update any of those
fields.

If the organisation you are looking for is not in the database, please contact your country National
Agency, so they will report the issue further via de dedicated channels.

- Type/ provide the contact details of the contact person from the host organisation (2) (contact
person name, email address and phone number). This information is sent to the insurance system, so
a notification will be sent to the inbox of the email address when a person is enrolled in the
insurance system.

- Click on the ‘Next’ (3) button to go to the next step (‘Review’), or on
- The ‘Back’ (5) to go to the previous section (‘Offer information’), or on
- The ‘Cancel’ (6), to cancel the sending of the offer

46



Placement Administration and Support System (PASS) - October 2023 (v27)

Example:

Create an offer

Test Organisation Alpha ( PIC: 900000001)

<«f Donkstraat 50 Cudenaarde [BE] Belgium

& www.moerashuis.be

° Registrant and funding programme o Project information ° Offer information ° Host Organisation e Review

In this step you have to specify which is the hosting organisation. Search for it

Search for a hosting organisation.
Test Organisation Beta

Search for a org either by PIC, OID, name or country code
Crganisation name Organisation street

Test Organisation Beta Parnu mnt. 123a-21

Organisation contact person * Organisation contact mail *
Account One c@gmail.com
Max length: 40 characters Max length: 50 characters

Organisation contact phone *

Max length: 20 characters

@ o

5. Review (the information) and send the offer:

In this step, you can review the information you have filled in and in case you have missed
something, and you want to update you can do it by clicking on ‘Previous’ button.

- If all the information is correct (1), you can send the offer to the potential participant by clicking on
the ‘Send’ (4) button.

- Click on the ‘Cancel’ (3) button to close the current page and no offer will be sent.

- Click on the ‘Previous’ (2) button to close to go to the previous section (‘Host organisation’).
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Create an offer

Test Organisation Alpha ( PIC: 900000001)
<f Donkstraat 50

& w

enaarde [BE] Belgium

w.moerashuis. be

o Registrant and funding programme ° Project information ° Offer information o Host Organisation o Review
Registrant
Participant TEST ACCOUNT
7 71168 5455
um

Funding programme European Solidarity Corps / Volunteering - ESC51

Project

Project code 2021-1-EEQ1-ESC51-VT)-000037254

Activity

Activity type Velunteering

Topics
Citizenship and democratic participation
Creativity and culture

Activity name Demo -send an offer for a ESC 51 project

Description
This is the description: Demo -send an offer for a ESC 31 project

Starting 2021-10-01

Ending 2021-12-31

Location

Name Test Organisation Beta

Street Parnu mnt 123a-21

Postal Code 11313

City Tallinn

Country [EE] Estonia

Person Account One

Mail c@gmail.com

Phone L]

Offer created and added in the list with offers:
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LA EUROPEAN
SOLIDARITY OFFERS — PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)
Aak CORPS

@ offer created successfully.

@ Back

Viewing offer(s) of: TEST ORGANISATION ALFHA

O select an accepted offer to generate a certificate

By PRN By participant last name Offer status Project code

-All- ~ Filter Reset

OFFER OFFER SENT/RESENT ¥ OFFER EXPIRATION OFFER ACCEPTED / DECLINED
ACTIVITY NAME PROJECT CODE PARTICIPANT PRN OFFER STATUS ACTIONS
D DATE DATE DATE
A Resend
5 2021-1-EE01-ESC51-VT)- Participant TEST
89461 Demo - send an offer for a ESC 51 project 7116823102625465  12/10/2021 11:33 27/10/2021 11:33 O Withdraw offer
000037254 ACCOUNT © View dersil
iew details

11.3 Send an offer for a Volunteering Teams in High Priority Areas project

Please note that it is quite important to specify the correct information on the offer you send to the
participants as it the source of data for the coverage with insurance.

Before sending an offer, please read the ‘General information’ section available at the beginning of
this chapter.

Send an offer:

- Log in to PASS:

RS EUROPEAN
FEIl SOLIDARITY PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)
sl CORPS

Thank you for logging inte European Solidarity Corps Placement Administration and Support System (PASS).
This system is designed to let you search for and make contact with European Solidarity Corps registered candidates, and finally offer them solidarity activities.

& Download the PASS User Guide

The following are the key steps to follow in the process

Search for registered candidates, and make contact with them
Use the search screen to find potential participants for your solidarity activities.

Contact individual registered candidates and discuss the activities with them
For privacy protection reasons, you must first use PASS to ask the young person for permission to contact them. After they have given you this permission, you can email them or call them directly, outside of
PASS, to discuss the activities that are available.

Send an offer to the participant and get them to accept or decline it

When you have finished your discussions then you must send the young person an offer via PASS. The young person then has to either accept or decline the offer. The offers expire 15 days after they have been
sent. This step is very important, because once the young person has accepted the offer they will become eligible to access to additional online European Solidarity Corps services. The funding for your project
may also not become available until the offer is accepted.

If you are authorised to authorised to manage solidarity activities for more than one organisation, you of the organisations listed below. Follow the three steps for the organisation you want to manage solidarity
activities for.
NAME ACTIONS

Manage opportunities

Test Organisation Alpha oo search and Contact B send an offer @ Offers @ certificates Applications £= Contacts list

- Click on the ‘Send offer’ (1) link that is available in the dashboard associated to your organisation.
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The send offer form is open allowing you to provide the details for the activity you will offer to the
potential participant. The form is split in 4 sections and the system will guide you through each of

them:
o Registrant and funding programme Project information Offer information Host Organisation Review

1. Registrant and funding programme: specify the PRN of the potential participant and the
funding programme.

2. Offer information: specify the dates of the of the activity, topics, short description of the
activity/project.

3. Location: specify the organisation, country, city (including the address) where the activity will

take place
4. Review and send the offer: review the information you have filled in and send the offer to the

potential participant.

1. Registrant and funding programme:

- Type the PRN in the ‘Personal reference number’ (1) box and press ‘Search’ button (2) and the basic
information of the registered candidate (such as full name, PRN, country of residence and
nationality) will be displayed

- Select the funding programme (3) under which the project runs:
e ‘European Solidarity Corps/ Volunteering Teams in High Priority Areas’, for the projects
funded during 2018-2020 (also called ‘old generation projects’)
or
e ‘European Solidarity Corps/ Volunteering Teams in High Priority Areas 2021-2027’, for the
projects funded during 2021- 2027.
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Create an offer

Test Organisation Alpha ( PIC: 900000001)

<«f Donkstraat 50 Oudenaarde [BE] Belgium

& www moerashuis be

o Registrant and funding programme o Project information o Offer information o Host Organisation o Review

Personal reference number* ‘ ‘ e
Funding programme * ‘ -

Example: Search for a potential participant data and funding programme

Create an offer

Test Organisation Alpha ( PIC: 900000001)

<f Donkstraat 50 Oudenaarde [BE] Belgium

& www moerashuis be

o Registrant and funding programme o Project information o Offer information o Host Organisation o Review

Personal reference number * Click on it! ——3
7116823102625465
Funding programme * -

°
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Potential participant data is retrieved:

Create an offer

Test Organisation Alpha ( PIC: 900000001)

<f Donkstraat 50 Oudenaarde [BE] Belgium

& vwww moerashuis be

o Registrant and funding programme o Project information o Offer information o Host Organisation e Review

Personal reference number* o
7116823102625465

Participant TEST ACCOUNT

# 7116523102625465

< [BE] Belgium
™ French

Funding programme ™ -

°

- Click on the ‘Next’ button (4) to go to the next step (‘Offer information’), or on
- The ‘Cancel’ (5) to cancel the sending of the offer
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Example: funding programme is ‘European Solidarity Corps/ Volunteering Teams in High Priority
Areas 2021-2027’

Create an offer

Test Organisation Alpha ( PIC: 900000001)

<4 Donkstraat 50 Qu

a
o

naarde [BE] Belgium

& vww.moerashuis.be
o Registrant and funding programme e Project information e Offer information o Host Organisation e Review
Click on it!
Personal reference number* ¢
7116823102625465
Participant TEST ACCOUNT
i 7116823102625465

Funding programme *

European Solidarity Corps / Volunteering Teams in High Priority Areas - 2021-2027 -

°

- Click on the ‘Next’ button (5) to go to the next step (‘Offer information’), or
- Click on the ‘Cancel’ (4) to cancel the sending of the offer

2. Project information
- Type the project code in the ‘Project code’ field (1). Please note that here you should enter the

correct project code.

Create an offer

Test Organisation Alpha ( PIC: 900000001)

< Donkstraat 50 Oudenaarde [BE] Belgium

(9 www.moerashuis.be

o Registrant and funding programme e Project information e Offer information o Host Organisation e Review
Project code * Q
Only letters, digits, dashes and spaces are allowed
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Create an offer

Test Organisation Alpha ( PIC: 900000001)

< Donkstraat 50 Oud

arde [BE] Belgium

& www moerashuis be

9 Registrant and funding programme o Project infarmation Offer information Host Organisation Review

Project code *

101000009

Only letters, digits, dashes and spaces are allowed

= o

- Click on the ‘Next’ button (3) to go to the next step (‘Offer information’), or
- Click on the ‘Cancel’ (2) to cancel the sending of the offer
- Click on the ‘Back’ (4) to go to the previous section (‘Registrant and funding programme)

3. Offer information:

In this step you should specify information about the activity, such as the activity type (e.g.,
‘Volunteering’), topics and more information that will help the potential participant to understand
the scope of the activity he/she is offered.
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@ Registrant and funding programme @ Froject information © orer mrormation © Host organisation © reviev

Activity type *

Topics ™ Q -

Activity name ™

Description l

Start date® ° End date™

mm/dd/yyyy 8  mm/dd/yyyy [}
00 O Ex3 00

- Activity type (1): select the type of the activity (e.g., ‘Volunteering’)

- Topics (2): you must select at least one topic (maximum 3) for the activity you send the offer

- Activity name (3): provide a title for the offer you will send

- Description (4): we recommend you provide more information about the project/activity

- Start date & End date (5 & 6): select the start date and end date for the activity the participant will
take part

- Click on the ‘Next’ button (7) to go to the next section (‘Host organisation’), or

- Click on the ‘Back’ (8) to go to the previous section (‘Project information’), or

- Click on the ‘Cancel’ (9) to cancel the sending of the offer
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Example: offer information (Activity type, Topics, Activity name, Description, Start/End date) —
volunteering projects in high priority areas
Create an offer

Test Organisation Alpha ( PIC: 900000001)

< Donkstraat 50 Oudenaarde [BE] Belgium

& www.moerashuis.be

o Registrant and funding programme o Froject information o Offer information o Host Organisation e Review

Activity type *
Volunteering

Topics *

Creativity and culture Health and wellbeing Environment and natural protection

Activity name *
Write here the fitle of the activity - This is a demo

Description

Demo - here you have to provide information about the volunteering activity

Start date * End date*

09/15/2023 0 [E14/2023

(e O
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4. Host organisation:

In this section, you must provide the information about the place where the activity will take place,
such as organisation host name and address (country, city, country) as well as the full name, e-mail,
and phone number of a contact person from the host organisation.

The contact details of a person from the host organisation will receive a notification when the
participant will be enrolled in the insurance system.

Create an offer

Test Organisation Alpha ( PIC: 900000001)

< Donkstraat 50 Oudenaarde [BE] Belgium
& www moerashuis.be
o Registrant and funding programme ° Project information o Offer information o Host Organisation Review
In this step you have to specify which is the hosting organisation. E‘eal"
Search for a hosting organisation.
Search for a org either by PIC, QID, name or country code

Organisation contact person ™ ‘

Organisation contact mail *

Mazx length: 40 characters Max length: 50 characters

Oc=xa

Organisation contact phone ™

Max length: 20 characters

- Type the organisation name or its OID in the ‘Search for a host organisation’ (1) field and press
‘Enter’ key.

If the organisation is already in the database with organisations holding a quality label ESC50 or
ESC52, then the system will automatically fill in the fields: organisation name, organisation street,
organisation city, organisation zip code, county. Please note that you cannot update any of those
fields.

If the organisation you are looking for is not in the database, please contact your country National
Agency, so they will report the issue further via de dedicated channels.

- Type/ provide the contact details of the contact person from the host organisation (2) (contact
person name, email address and phone number). This information is sent to the insurance system, so
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a notification will be sent to the inbox of the email address when a person is enrolled in the
insurance system.

- Click on the ‘Next’ (3) button to go to the next step (‘Review’), or on
- The ‘Back’ (5) to go to the previous section (‘Offer information’), or on
- The ‘Cancel’ (6), to cancel the sending of the offer

Example:

Create an offer

Test Organisation Alpha ( PIC: 900000001)

< Donkstraat 50 Oudenaarde [BE] Belgium
& www moerashuis be
@ Registrant and funding programme @ Project information @ orer information © Host organisation Review

1

search for it

In this step you have to specify which is the hosting o

Search for a hosting omﬁnisatiom

i

Test Organisation Beta

Search for & org either by PIC, OID, name or country code

Test Organisation Beta

Organisation contact person * Organisation contact mail ©

Account One ci@gmail.com

Max length: 40 characters Max length: 50 characters

Organisation contact phone *

Max length: 20 characters

@ o

5. Review (the information) and send the offer:

In this step, you can review the information you have filled in and in case you have missed
something, and you want to update you can do it by clicking on ‘Previous’ button.

- If all the information is correct (1), you can send the offer to the potential participant by clicking on
the ‘Send’ (4) button.

- Click on the ‘Cancel’ (3) button to close the current page and no offer will be sent

- Click on the ‘Previous’ (2) button to close to go to the previous section (‘Host organisation’)
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Example: Review page — an offer for a Volunteering Teams in High Priority Areas project
Create an offer

Test Organisation Alpha ( PIC: 900000001)
<f Donkstraat 50 Oudenaarde [BE] Belgium

&

v.moerashuis.be

° Registrant and funding programme o Project information o Offer information ° Host Crganisation o Review

Registrant

Participant TEST ACCOUNT
2310 55

Funding programme European Solidarity Corps / Volunteering Teams in High Priority Areas - 2021-
2027

Project

Project code 101000009

Activity

Activity type Volunteering

Topics

Creativity and culture
Health and wellbeing
Environment and natural protection

Activity name ‘Write here the title of the activity - This is a demo

Description
Demo - here you have to provide information about the volunteering activity

Starting 2023-09-15
Ending 2023-11-14
Location

Name Mtu Together Estonia
Street Parnu mnt. 123a-21
Postal Code 11313

City Tallinn

Country [EE] Estonia

Person Account One

Mail c&gmail.com
Phone +40 745 513 471

o= V
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Example: list with offers sent

OFFER OFFER ACCEPTED
f:)FFER ACTIVITY NAME PROJECT CODE STRAND PARTICIPANT PRN EXPIRATION [F)Ii:f'llzi / DECLINED ACTIONS
DATE DATE
‘Write here the title of the Participant 16/09/2023 A Resend
131556 L . 101000009 Volunteering 7116823102625465 01/09/2023 19:25 e *D Withdraw offer
activity - This is a demo TEST ACCOUNT 19:25 @ View details
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Emails sent to participants and organisations

Email with offer sent to a participant (a copy of it (in English) is sent to the organisation)

EUROPEAN
SOLIDARITY
CORPS

Your Participant Reference Number: (S

Dear I

We are delighted to let you know that you have been offered an activity through the
European Solidarity Corps portall

Details of the activity are listed below — please take some time to fully consider them
Hopefully you have already been in discussions with the organisation about this offer,
but if you would like more information, then contact the erganisation directly via the
email address below.

It is up to you whether you wish to accept or decline this offer — your decision will not
affect your ability o receive other European Solidarity Corps offers in the future.

If you want to go on the activity, you must accept it by clicking on the "Accept offer”
button below. Later, you will probably be asked to sign a more formal agreement setting

out the precise terms and conditions.

If you are not interested in this activity, please tell the organisation by clicking on the
"Decline offer" button below.

Whatever you decide, the organisation will be immediately informed

Please do not delay too long before accepting or declining this offer. If the organisation
does not hear from you soon, then they may contact someone else from the pool of
European Solidarity Corps young people.

Also, please note that this offer will expire after 15 days from the date of this email, and

the buttons below will no longer function.

We hope that you are able to accept this offer, and that you have a great experience
through the European Solidarity Corpsl

Very best wishes

The European Solidarity Corps team

ORGANISATION DETAILS

Name: 'y '] " !

Address: Faou & ¥ |
Website: g

Contact person for this activity: Doretiye TORDE

Contact email address:

HOST ORGANISATION DETAILS / ORGANISATION WHERE THE ACTIVITY WILL

TAKE PLACE

Name: E a, L5

Address: Fegrcmemmaat | 1D B, TR

ACTIVITY DETAILS

Funding programme: European Saolidarity Corps / Volunteering - ESC51
Activity name: Volunteering at Kindergarden

Project code:

Description: Volunteering at Kindergarden

Activity type: Volunteering

From: 01/11/2023 To: 31/10/2024

Topic(s): Education and training, Social challenges, Creativity and culture

Accept offer Decline offer
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Confirmation email sent to the participants when h/she accepts an offer

CORPS |
EUROPEEN
DE SOLIDARITE

Congratulations - = fes =l

You accepted the offer for the activity Mission deux mois en «&a & that will take place
between 04/11/2023 and 22/12/2023, in ® B I, Cw=w sent by the organisation

2

" N o
A . -

The organisation will contact you shortly for more details about the activity's
arrangements.

Very best wishes
European Solidarity Corps

Ifit wa

[%:]

not you who accepted the offer, then please email eu-solidarity-

ec.europa.eu

e

COrpsy

Confirmation email sent to the participants when h/she decline an offer

RSIW EUROPEAN
S SOLIDARITY
Sl CORPS

Dear

We are sorry to hear that you have declined the offer for the activity A CULTURAL
ODYSSEY that will take place between 17/10/2023 and 31/10/2023, in £ &b, Lavwma,
sent by the organisation " i in B o

We hope that you will be able to find an activity that is suitable for you.
Very best wishes
European Solidarity Corps

If it was not you who decfined the offer, then please email eu-solidarity-
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Email sent to the participant when an offer has been withdrawn

EUROPEAN
SOLIDARITY
CORPS

Dear St

The offer you received on 18/10/2023 for the activity 'The Power of Good Will 2.0" that
will take place between 19/10/2023 and 31/05/2024, in B Lt (o By Seombilc
has been withdrawn by the organisation "I'=" & + . 1." for the following reason:

change of dates
Viery best wishes
European Solidarity Corps

For clanfications or questions please email eu-solidanty-corps@ec. europa.eu.

=
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Email sent to the organisation when an offer is accepted

EUROPEAN
SOLIDARITY
CORPS

Offer accepted

Dear / L

We are delighted to inform you that the young registrant below has accepted your offer.
Please contact the young person directly to finalise arrangements.

We hope that you and the participant have a great experience through the European
Solidarity Corpsl

Very best wishes

The European Solidarity Corps team

PARTICIPANT DETAILS

Name:
Participant number: FICERSRBLA TALE

Email address: qu= nEmm

ACTIVITY DETAILS

Activity name: SOLIDARITY ACTIONS FOR KIDS 1l
From: 15/11/2023 To: 13/11/2024

Address: L

DUCURECD || }OMmEna

Topic(s): Health and wellbeing, Education and training, Creativity and culture
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Email sent to the organisation when an offer is declined

EUROPEAN
SOLIDARITY
CORPS

Offer declined

Dear |

We are sorry to inform you that the young registrant below has declined your offer.

If you wish you can get in touch with the young person again and afterwards send them
a new offer.

Or you may wish to contact someone else from the pool of European Solidarity Corps

young people.

We hope that you will find the suitable participant for your projectl

Very best wishes

The European Solidarity Corps team

PARTICIPANT DETAILS

Name: L]
Participant number: ]

Email address: & i

ACTIVITY DETAILS

Activity name: work and live along, natural building and crafts on permaculture farm
From: 04/11/2023 To: 26/11/2023
Address: = . 1

Topic(s): Environment and natural protection, Creativity and culture, Nutrition and

subsistence agriculture
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Email sent to the organisation when an offer is withdrawn

RSIMM EUROPEAN
SN SOLIDARITY
SRl CORPS

Offer withdrawn

Dear & L] < n

We would like to inform you that the offer to the participant below has been withdrawn

for the following reason:

For some reason the offer is duplicated. We do have Lousia Freund as a volunteer at
Keszthely, but she is in the system twice, hence I'd like to withdraw the offer PN 131918

Kind regards

European Solidarity Corps

PARTICIPANT DETAILS

Name:
Participant number:

Email address: i ca B0 d =

ACTIVITY DETAILS

Activity name: Fogyatekkal élok tamogatasa Keszthelyen.
From: 04/09/2023 To: 31/07/2024
Address: = y n=

Topic(s): Social challenges
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12 View the list with offers sent and their status

Note that the 'Offers’ link (1) will be displayed in the table on the homepage of PASS (dashboard) only
if you have sent at least one offer to a participant.

If you are authorised to manage placements for more than one organisation, you will see all of the organisations listed below. Follow the three steps for the organisation you

want to manage placements for,
NAME ACTIONS

Test Organisation Alpha o eq Search and Contact e # Send an offer ) Offers B Certificates = Contacts list

Click on the 'Offers' (1) link to view the list with all offers sent so far and corresponding status.

The information is structured in:

- Filter section, that allows you to search by PRN (1) and Participant last name (2) and filter the
information based on the status of offers (sent, accepted, declined) section (3), project code (4)

- Detailed information about each offer sent (5) section: Placement name, Participant (name), PRN,
Offer sent date, offer expiration date, offer status, offer accepted/declined date, available ‘Actions’
(5). The options displayed in the ‘Actions’ column depend on the offer status:

‘View details’ option is available for all offers sent.
‘Resend’ option is available for offers with the status ‘Sent’, ‘Sent (expired)’, and ‘Resend’.
‘Withdraw offer’ option is available for offers with the status: ‘Sent’, ‘Accepted’, and
‘Resend’.
o 'Generate certificate' option is available for each accepted offer, so you can issue a European
Solidarity Corps certificate from this section too.

Viewing offer(s) of: TEST ORGANISATION ALPHA

@ Select an accepted offer to generate a certificate ’ a °
By PRN By participant last name Offer status Project code
AN ~ Filter Reset
OFFERSENT/RESENT  w  OFFER EXPIRATION OFFER ACCEPTED ; DECLINED
i ACTIONS

OFFER
ACTIVITY NAME PROJECT CODE STRAND PARTICIPANT PRN OFFER STATUS
] DATE DATE DATE

< Resend
2021-2-RO01-ESCS1 - 18/10/202310:44  02/11/2023 10:44 ) withdraw

134345 AUMPUblicEvents 2022 VTI-000044780 Volunteering  7p466c64 F8450708 . L
offer
® View details
2021-2-RO01-£5C51- !
134205 Activities Volunteering : v = 16/10/2023 10:34 31/10/202310°34  Withdrawn 16/10/2023 12:07 @ View details

VTJ-0000447580

2022-1-EL02-ESCS1-VT)- B1633bak o
118211 Support in Kindergarten Activities ctoansa Volunseering 12/04/2023 09:44 27/04/2023 09:44 + Accepted 12/04/202213:18
9 ACOFBIE =

2021-1-EL02-ESC51-VT)
7404 ling Warkshs Volunteeri
9; OCC Cyeling Workshop S folunteering

12/04/2022 13 46 27/04/2022 1346 Withdrawn 12/04/2022 1536

3 3 e 2021-1-FROZ-ESCS1-VTj- %
20621 Actins to minor migrants in Orldars o Volunteering 758

664 FA450708 7 il 26/10/2021 17:37 1071172021 17:37 27/10/2021 12:51

Language Courses for Adults and 2022-1-ELO2-ESC51-VT)- -
110936 Votur ek 04/11/2022 20.30 19/11/2022 20:30 @ View details
Minors 000080439
37019 Make THE difference s Volunteering s 18/09/2019 2112 03/10/2019 21:12 m 21/09/2019 08:44 @ view details
ESC11-062956
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13 View the details of an offer

To see the information about an offer you sent to a participant, you either search in your inbox for

the email you sent with the offer, or you can just access the list with offers (‘Offers’) and click on the
‘View details’ (column ‘Actions’) link (1).

List with offers:

Viewing offer(s) of. TEST ORGANISATION ALPHA

© Select an accepted offer to generate a certificate

By PRN By participant last name
OFFER
ACTIVITY NAME
[
134345 AUMPublicEvents 2022
134205 Activities
118311 Supportin Kindergarten Activities
97404 OCC Cycling Workshop
90621 Actions to minor migrants in Orléans
Language Courses for Aduns and
110936
Minors
37019 Make THE difference

PROJECT CODE

2021-2-RO01-ESC51-
VT)-000044780

2021-2-RO01-ESC51-
VTI-000044780

2022-1-ELO2-ESCS1-VT)-
000080439

2021-1-EL02-ESC51-VT)-
000037385

2021-1-FROZ-ESCS1-VT)-
000037173

2022-1-EL02-ESCS1-VT)-
000080439
2015-1-R001-
ESC11-062956

STRAND

Valunteering

Volunteering

Volunteering

Volunteering

Voluntearing

Valunteering

Velunteering

Offer status  Project code
Al ~
OFFER SENT/RESENT
PARTICIPANT pan S
Ewaa  18/10/2023 10:44

Tha66c64 FA450708

FOdea00d
9DDIFFE7

816338a8
7TACDFE9E

4933bb68
2C804AE1

7babEcEd FEAS0708

FOgeanod
9DDOFFE?

81633ba8
7ACDFRSE

FRTE PR B 16/10/2023 10:34

- 12/04/2023 09:44
-y wr—

12/04/2022 1346

26/10/2021 17:37

il 04/11/2022 20:30

B TEEE 18/09/2019 21112

68

-

Filter Reset
OFFER EXPIRATION

< OFFER STATUS.
DATE DATE

02/11/2023 10:44

31/10/2023 10:34  Withdrawn 16/10/2023 12:07

27/04/2023 Da:a4 12/04/2023 1318

27/04/2022 13:46 Withdrawn 12/04/2022 1536

1041172021 1737 27/10/202112:51

19/11/2022 20:30

03/10/2019 21112

(OFFER ACCEPTED | DECLINED

21/09/2019 08:44

ACTIONS

<4 Resend

'D withdraw
affer

@ View details

@ View details

@ tdit
@ View details

@ View details

B Generate
centificate

D Withdraw offer
Edit

@ View details

@ view derails

@ view details
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‘View offer details’ page:

It shows the information about start and end date of the activity, the host country, city and
organisation, topics, the contact person from the host organisation, Insurance log, etc:

FSI EUROPEAN
MR SOLIDARITY
Kk CORPS

® Back

Activity name:
Resent:

Dates:

Participant:
Expiration date

Date offer sent:

State:

Date accepted/declined/withdrawn
Street

City:

Postal code:

Country:

Topic(s) of activity:
Organisation
Funding programme:
Project code:
Organisation location
Type

Description

Hosting organisation contact email

Hosting organisation contact person:

Hosting organisation phone:

Insurance logs

OFFER DETAIL PAGE

Support in Kindergarten Activities

No

17/04/2023 to 17/07/2023
Participant TEST ACCOUNT (PRN 7116823102625465)
27/04/2023 - 09:44

12/04/2023 09:44

accepted

12/04/202313:18

Narva maantee 25

Tallinn

11020

[EE] Estonia

Social challenges, Reception and integration of refugees and migrants, Education and training
Test Organisation Beta

European Solidarity Corps / Velunteering - ESCS1
2022-1-ET02-ESC51-VT)-000080009

Test Organisation Beta

Volunteering

Support in Kindergarten Activities

PROVIDER SOURCE ACTIVITY PERIOD FILENAME
Henner Beneficiary Module 17/04/2023 - 17/07/2023 HENNER_20230811_2207 txt
Henner Offer 17/04/2023 - 17/07/2023 HENNER_20230804_2214 txt
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14 Resend an offer

You can Resend an offer that has the status ‘Sent’, ‘Sent (Expired), ‘Resent’ (1). The offer you resend
(2) will contain the same information as the initial one and it will be sent to the same registered

candidate.

An email with the offer is sent to the potential participant and a copy of it is sent to your email inbox.
The ‘Offer sent/resent date’ will show the date and time when the offer has been resent, the ‘Offer
expiration date’ will be the Resent date ‘+’ 15 days, and the ‘offer status’ will be changed into
‘Resent’ (3).

@ Back

Viewing offer(s) of. TEST ORGANISATION ALPHA

O Select an accepted offer to generate a certificate

By PRN By participant last name Offer status ~ Project code
Al - Filter Reset
OFFER - | OFFER
OFFER  acTivimy name PROJECT CODE PARTICIPANT PRN SENT/RESENT EXPIRATION oree CFFER ACCERTED ACTIONS
= s e STATUS DECLINED DATE
2017-2-EE01- Participant TEST N 22/06/2021 % Declined
mo - type the title of offer her - 7116823102625465  07/06/2021 17:39
80953  Demo - type the title of offer here KAT05-000001 ACCOUNT 17:39
1
80951  Demo - provide a title for this activity 7116823102625465  07/06/2021 17:31 f; ;716 2
2020-2-DEC4- % y
4 03/06/2020 16:55 18/08/2020
68118 Demo - write the title for this offer ESC11-019677 7116823102625465 1055
TES & Sent Y
: 7116823102625465  12/04/2018 15:23 27/04/2018 @ ) \ e
58406 Test offer status - production env - e (expired) W aw offe
sE7le Ad TEST 71l6s231026254065  DS/03/2020 1520 24/03/2020 OYPIN 5/03/2020 15:57 Bi Generata certificate
15:20 ) Withdraw offe
@ View details
50918 A5 Participant TEST 7116823102625465  26/01/2021 15:14 1‘:&2 zoz1 Withdrawn  26/01/2021 15:18 @ View details

ACCOUNT

To resend and offer, you have just to click on the ‘Resend’ (1) link and then in the next page to
confirm the resending by clicking on the ‘Resend’ (2) button.
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Are you sure you want to resend offer 75880 (Demo - specify a title for this activity)?

This action cannot be undone.

Resend Cancel

Mail preview

From: European Solidarity Corps <automated-notifications@nomail ec europa.eu=

To: Fwm = I 1
Subject: European Solidarity Corps — offer of an activity

EUROPEAN
SOLIDARITY
CORPS

Your Participant Reference Number: (7116823102625465

Dear Participant

We are delighted to let you know that you have been offered an activity through the
European Solidarity Corps portal!

Details of the activity are listed below — please take some time to fully consider them.
Hopefully you have already been in discussions with the organisation about this offer,
but if you would like more information, then contact the organisation directly via the
email address below.

It is up to you whether you wish to accept or decline this offer — your decision will not
affect your ability to receive other European Solidarity Corps offers in the future.

List with offers:

Viewing offer(s) of: TEST ORGANISATION ALPHA

© select an accepted offer to generate a certificate

By PRN By participant last name Offer status  Project code
- All- v Fliter Reset
OFFER OFFERSENT/RESENT  w  OFFER EXPIRATION y (OFFER ACCEPTED | DECLINED
TVIT L L = FF TAT
o ACTIVITY NAME ROJECT CODE STRAND ARTICIPANT PRN ey it OFFERSTATUS | ACTIONS
 Resend
2021-2-RO01-ESCS 1~ ; ’
. Swaqr 18/10/202310:44  02/11/2023 10:44 i
134345 AUMPublicEvents 2022 VTJ-000024780 NOWNEnND  7hagcs4 F450708 ‘ :?ffer =
@ View details
2021-2-RO01-E5C51- F042200d
134205 Activities Veluntesring Famew pmmmaEs  16/10/2023 10:34 31/10/202310:34  Withdrawn  16/10/202312:07 ® view details
VTI-000044780 9DD9FFET
118311 Supportin Kindergaran Activiies Sty T P - 12/04/2023 09.44 27082023 00,00 [RUSR 12/08/2023 13:18 PRk HaN
000080439 ACDF69E B can
@ View deails
97404 0CC Cycling Worksh 2L ol X Volunts Aot " 12/04/2022 13:46 27/04/2022 13:46 Withds 12/04/2022 15:36 @ View detail
veling Workshop sty e /04 1 : ftndrawn ew details
B Generate
certificate
2021-1-FRO2-£SCS 1-VT)- -
90621 Actions to minor migrants in Orléans s 4 Volumeering 7babbc6d FR4SO70R N EESELETREE 26/10/2021 17:37 10/11/2021 17:37 27/10/2021 12:51 ) Withdraw offer
Edn
@ View details
|1ogss  Lanauags Courses for Aduls sna 2022-1-ELO2-ESCS1-VT}- otune F0422000 e E——— . -
Minors. 000080432 OlNtEErnD  gpnofrez ! : x il
- 1-RO01- 81633ba8
57019 Make THE difference B T RODY Voluneering " R UREEECTEE 15/09/2019 21112 03/10/20192112  [ESEMNSINE 21/09/2019 0844 @ View details
ESC11-062956 P

You can resend an offer as many times as you need.
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15 Withdraw an offer

You can withdraw an offer when:
e you sent an offer with wrong details about the activity/project.
e you sent more than one offer to the same participant, but for the same volunteering activity
(same project, same activity starts and ends date, or activity dates overlap).
e the registered candidate accepted the offer, but he/she couldn’t join.
e the activity (or project) has been cancelled or postponed.

The ‘Withdraw offer’ option is available for the offers with status ‘Sent’, ‘Resent’, or ‘Accepted’.
If a certificate of participation has been issued for an offer, please note that the offer cannot be
withdrawn. In this case you would have to contact your country National Agency, so they could
request the deletion of the certificate via the dedicated channel (NAIT ticket).

In case you want to withdraw an offer sent for a ESC 11/or ESC13/or ESC21 project, please note the
withdrawing involves the communication with the Mobility Tool (MT+).

In case you want to withdraw an offer sent for a ESC51 project, please note the withdrawing involves
the communication with the Beneficiary Module (BM).

In case you want to withdraw an offer sent for a Volunteering team in high priority area project, no
checks/restrictions are applied.

a) Offer status is ‘Send’ or ‘Resent’.
The withdrawing can be done without any issue.

b) Offer status is ‘Accepted’:
If the offer status is accepted, then several checks will be made by both systems, PASS and
Mobility Too (MT+)/ Beneficiary Module (BM)

Possible scenarios:

b.1 If the offer status is ‘accepted’, and the participant is not retrieved in MT+ / BM yet, then
you can withdraw the offer.

b.2 If the offer status is ‘accepted’, and participant retrieved in MT+/BM, but the participation
data is not added, then you will be able to withdraw the offer in PASS without performing any
extra steps. After withdrawing the offer, you would have to access MT+/BM and click on the
‘retrieve now’ link so the list with participants is refreshed (‘Participants’ tab).

b.3 If the offer status is ‘accepted’, the participant is retrieved in MT+/BM and the participation
data is added (linked to an activity), then:

- remove the participation/ unlinked the participant from the activity (in MT+/BM)

- withdraw the offer in the PASS

- click on the ‘retrieve now’ link so the list with participants is refreshed (‘Participants’ tab in
MT+/BM)
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Example: In the case you want to withdraw an offer sent for a ESC11/ESC13/ESC21 or ESC51
projects, for which a participation is added in the MT+/BM.

Message displayed when you cannot withdraw an offer:

Withdraw Offer

The offer cannot be withdrawn because the participant has already been added to an activity.

b.4 If an offer with status ‘Accepted’ is sent for a Volunteering team in high priority area project,
no additional check is performed.

b.5 If the offer status is ‘Accepted’ (ESC11/ESC13/ESC21 or EC51 project), participant’ data
retrieved in MT+/BM, the participation data added, and a Certificate of participation has been
issued, then the withdrawing of offer is not available.

b.6 If an offer with status ‘Accepted’ is sent for a Volunteering team in high priority area project,
and a Certificate of participation has been issued, then the withdrawing of offer is not available.

c) Offer status is ‘Sent (expired)’: the ‘withdraw offer’ option is not available, because the offer is
expired from the technical point of view, and it does not have any financial impact on the
project.

d) Offer status: 'Declined’.
The ‘withdraw offer’ option is not available, because the offer has been declined and it does
not have any financial impact on the project.

To withdraw an offer, you have to access the ‘Offers’ list and:
1. Click on the ‘Withdraw offer’ link associated to the offer you want to withdraw (see ‘Actions’
column) (1)
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Q Back

Viewing offer(s) of: TEST ORGANISATION ALPHA

O Select an accepted offer to generate a certificate
By PRN By participant last name Offer status ~ Project code
Al - Filter Reset
) OFFER w  OFFER N
OFFER | scTiviTy NAME PROJECT CODE PARTICIPANT PRN SENT/RESENT EXPIRATION SOFER OFFER ACCERTED. ACTIONS
D o o STATUS DECLINED DATE

2017-2-EE01- Participant TEST . . 22/06/2021 @ view detalls
10 - type the title of offer h _ 7116823102625465  07/06/2021 17:39 ew de
80953  Demo - type the title of offer here KAT05-000001 ACOOUNT 1738
A Resend
participant TEST ~ 22/06/2021
80951  Demo - provide a title for this activity e 7116823102625465  07/06/2021 17:31 i

2020-2-DE04- Participant TEST 03/08/2020 16:55 16/08/2020
68118 Demo - write the title for this offer ESC11-019677 NCOOUNT FliesaIl0z62saEs 16:55

Participant TEST 8 Sent 4 Resend
q 2 7116823102625465  12/04/2018 15:23 27/04/2018 (expired) 0 f
58406 Test offer status - production env e Eem (expired) 3 withdraw offer
@ View details
I Participant TEST 7116823102625465  05/03/2020 15:20 24/03/2020 QY PRI 05/03/2020 15:57 B Cenerate certificate
ACCOUNT 1520 9 Withdraw offer
@ View details

Participant TEST 7116823102625465  26/01/2021 15:14 10/02/2021 Withdrawn 26/01/2021 15:18 @ View details
1514

50818 AS
ACCOUNT

2. In the ‘Withdraw offer page, you must specify the reason for withdrawing the offer. Please
note that this text will be sent by email to the registered candidate (young person).

3. Confirm the withdrawn by clicking on the ‘Withdraw offer’ button (2), or cancel the action by
clicking on the ‘Cancel’ button (3) (in this case the withdrawn will not take place).

Withdraw Offer

You are about to withdraw the offer for the activity 'Demo’ which was sent {0 mmsss = § s, PRN D ERB0E S Loy |

Please specify the reason for withdrawing the offer: *

o Cancel Withdraw offer 0

After confirming the withdrawing, an email is sent to the young person (registered candidate) and a

copy of it to you.

A confirmation message (1) is displayed at the top of the page, the Offer status is changed into
‘Withdrawn’ (2) and only ‘view details’ action remains available (3).
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0 The offer was withdrawn successfully.

@ Back

Viewing offer(s) of. TEST ORGANISATION ALPHA

O Select an accepted offer to generate a certificate

By PRN By participant last name Offer status  Project code
-All- - Filter Reset
OFFER. ¥ orreR
OFFER | pctrvamy Mame PROJECT CODE PARTICIPANT RN SENT/RESENT EXPRATION onEn SREER IR, ACTIONS
D e STATUS DECLINED DATE
DATE DATE
i 2017-2-EE01- Participant TEST . 22/06/2021 @ View details
80953 Demo = type the title of offer here iy i ACCIOUNT 7116823102625465  07/06/2021 17:39 i
Participant TEST & : ;
80951  Demo - provide a title for this actity e 7116823102625465  07/06/2021 17:31 22/06/2021 20211523 @ View details
ACCOUNT Vi
2020-2-DE04- Participant TEST 03/08/2020 16:55 18/08/2020 o Ramod
68118 Demo - write the title for this offer ESC11-019677 i 7116823102625465 16:55 ) Withdraw offer
@ View datails
Partcipant TEST o Resend
» 7116823102625465  12/04/2018 1523 27.04/2018
58406 Test offer status - production env ACCOUNT i 1523 "D Withdraw offer
@ View details
IETIE A4 Participant TEST 7116823102625965  09/03/202015:20  24/03/2020 o Accepted  [EUERERFORERYS
ACCOUNT 1520
50918 A3 Participant TEST 7I16823102625465  26/01/2021 15:14 1010212021 Withdrawn  26/01/2021 15:18 @ View detalls
ACCOUNT 15:14
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Example — email sent to the registered candidate and organisation:

European Solidarity Corps — offer withdrawn

European Solidarity Corps <automated-notifications@nomail.ec.
europa.eu>

EUROPEAN
SOLIDARITY
CORPS

Offer withdrawn

Dear Participant,

The offer you received on 21/06/2021 for the activity 'Demo - write the title for this offer’ that
will take place between 18/09/2020 and 31/07/2021, in Tallinn, Estonia, has been withdrawn
by the organisation "Test Organisation Alpha" for the following reason:

test
Very best wishes
European Solidarity Corps

For clarifications or questions please email eu-solidarity-corps@ec.europa.eu.
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16 Edit activity dates on an offer (available only for ESC51 and Volunteering
teams in high priority area projects)

The editing (modifying) of the activity dates (start and/or end date) on an offer feature is available
only for the offers with status ‘Accepted’ sent for the ESC51 projects that are not linked to a
participation (activity) in the Beneficiary Module (BM), and for offers sent for volunteering teams in
high priority area projects (VHTPA).

1. Access the list with offers (‘Offers’).
2. Locate the offer on which you want to modify the activity dates.
3. Click on the ‘Edit’ option (1) available in the ‘Actions’ column.

EXPIRATION

1D NAME STATUS S PARTICIPANT PRN ORGANISATION ORC. PIC ORC. OID PROJECT CODE CREATED UPDATED w ACTIONS
@ View
2021-2-BEOS-
N 25/08/2022 Participant TEST 10/08/2022 10/08/2022 = View
105586 Demo offer for an activity Accepted 7116823102625465 Test Organisation Alph. 900000001 ESCS1-VT)-
15:41 ACCOUNT 15:41 15:44 revisions
000010001
Edit
4. The ‘Edit offer # [offerID] — [activity name]’(2) is opened displaying the ‘Start date’ and ‘End 6
date’ fields.

Edit offer # 105586 - Demo offer for an activity

DATES °

Start date *
11/09/2023

End date * a

09/03/2024

Save 0

5. Type the new activity dates (start and/or end) for the volunteering activity (3).
6. Click on the ‘Save’ (4) button.
7. The new activity dates are visible on the ‘Offer details’ page.

Please note that no email will be sent to the participant or inbox of your organisation when the
activity dates are modified.
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17 Insurance

As of June 2021, enrolment of cross-border eligible participants in decentralised projects to the
insurance scheme is done automatically on weekly basis:

- through PASS and Beneficiary Module for ESC51 projects

- through the Mobility Tool+ for ESC11, ESC13 and ESC21 projects

ESC51 projects:
Participants that take part in cross-border volunteering activities that start after 08.02.2023

(included) are covered with insurance by Henner.

As of February 2023, enrolment of participants in centralised projects (Volunteering team in high
priority area and Humanitarian Aid) to the insurance scheme is done automatically on weekly basis
through PASS. The participants are covered with insurance by Henner.

It is crucial that granted projects are transferred and beneficiaries input the information on the
activities in the relevant tools (please see above) in due time prior to the departure (minimum 2
weeks) of the participants from their sending country.

‘Insurance Log’ section available on the ‘Offer details’ page (PASS) provides useful information, such
as:
- if the participant data was sent to the insurance system
- if the information was sent, then it shows the date the data was sent, to which insurance
provider, which tool is the source of the data (Beneficiary Module, or Mobility Tool, or the
offer in PASS), activity dates.

If in the ‘Insurance log’ section appears that the data was sent to the insurance provider, but the
welcome emails and notifications were not received (on Wednesday — Henner, Fridays - CIGNA), then
please contact the Insurance provider’s helpdesk team.

If no information appears in the ‘Insurance log’ section even though the offer was accepted before
the weekly file transfer was sent to the insurance provider (Fridays night — to Henner, Thursdays
morning — to CIGNA), then it may be that the PASS /European Youth Portal interprets the activity as
an in-country volunteering activity.

In this case, please check on the offer if the name of the host organisation is correct (see also the
name of the host country) and check also if the country of residence mentioned in the participant
profile is correct.

NOTE: ‘Insurance Log’ do not show if the participant was enrolled in the insurance system. It helps
you to check if the data was sent to the insurance providers, to which insurance provider, and for
which period the insurance provider is asked to cover the participant with insurance (the formula for
coverage will be applied in the insurance system based on the activity dates from the PASS/BM).
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Example: Insurance provider is Henner and

- Volunteering activity starts on 26/08 /2023 (please see the column ‘Activity period’)

- The first sending of data to the insurance provider: 30/06 /2023 (column ‘Date’), source of
information was the offer in PASS.

- The second sending of data to the insurance provider: 07/07/2023 (column ‘Date’), source of
information was the participation added in the Beneficiary Module (BM).

Note:

- There is an update in the end date of the second sending, as the end date of the activity has been
updated in the Beneficiary Module (BM). The data from BM has priority since there is a participation
created in Beneficiary Module (BM), for this activity.

Postal code: 43-230

Country: [PL] Poland

Topic(s) of activity: Education and training, Creativity and culture, Soclal challenges

Organisation: FUNDACJA ROZWOJU SPOLECZENSTWA PRZEDSIEBIORCZEGO

Funding programme: European Solidarity Corps / Volunteering - ESC51

Project code: 2022-1-PLO1-ESC51-VT)-000080275

Organisation location: Fundacja Edukacja + Terapia

Type: Volunteering

Description: The mobility planned for 2 volunteers in NZPE Montessori School in Pszczyna, Silesia region in Poland. Thetarget group is
kinderagrten and primary schools kids as well as hisgh school students. As part of cooperation with avolunteer, we will entrust him with the following tasks: -
supporting teachers in working with children at a younger school age of 4-6 years old duringsports, creative andlanguage activities, -acting as an additional

supportive guardian during trips, outings and integration events, -supporting students with difficulties and special educational needs in learning a foreignlanguage, -
conducting extracurricular activities promoting the language, country of origin and culture of thecountry where thevolunteer comes from for children aged 6 to 15, -
participating in holiday activities developing students’ interests, -help in organizing a charity picnic in June, -organizing creative and sports activities in free time
from lessons in the school common room, -getting involved in the activities of the School Volunteer Club, -preparing posts and videos promoting international
volunteering and rationing the volunteer’sstay in our facility, -Own volunteer's ideas, -promoting European Solidarity Corps Programme

Hosting organisation contact email: na
Hosting erganisation contact person: MNa
Hosting organisation phone: pe

Insurance logs

PROVIDER SOURCE ACTIVITY PERIOD FILENAME DATE
Henner Beneficiary Module 26/08/2023 - 30/04,2024 HENNER_20230707_2211.txt 07/07/2023 22211
Henner Offer 26/08/2023 - 29/02/2024 HENNER_20230630_2212.txt 30/06/2023 22:12
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Example: Insurance provider is Henner and

- Activity to start on 25/06/2023 (please see the column ‘Activity period’)
- The first sending of data to the insurance provider (Henner, in this case): 07/07/2023
(column ‘Date’), source of information the offer in PASS.

-
Date accepted/declined /withdrawn: 06/07/2023 13:35

Street: Selale Mahallesi 7388 Sokak Beyazevler Sitesi No: 8 Varsak Kepez |/ Antalya /| TURKIYE

City: Antalya

Postal code: 07210

Country [TR] Tarkiye

Topicis) of activity: Education and training, Social challenges, Citizenship and democratic participation

Organisation: Engelli Egitim Kultur Saglik Spor Vakfi Antalya Subesi

Funding programme: European Solidarity Corps | Volunteering - ESC51

Project code 2022-1-TRO1-ES5C51-VT)-000080412

Organisation location engelli Egitim Kultur Saglik Spor vakfi Antalya Subesi

Type: Volunteering

Description: In order to improve the awareness of the disabled in the society, skills development activities, European identity and

values activities, employment and entrepreneurship activities, citizenship and participation in the democratic process activities, community awareness development,
cultural activitles, health and peace activities, Inclusion activities in social life, activities with disabled individuals. education and sports activities, acceptance of third
country nationals and integration into society will be carried out.

Hosting organisation contact email: ent
Hosting organisation contact person: KA
Hosting organisation phone: +G

Insurance logs
PROVIDER SOURCE ACTIVITY PERIOD FILENAME DATE

Henner Offer 25/06/2023 - 21/10/2023 HENNER_20230707_2211 txt 07/07/2023 22:11

17.1 For the ESC 11, ESC13 and ESC 21 projects

The participants that take part in volunteering activities run under ESC 11, ESC13 and ESC 21
projects are covered with insurance by CIGNA.

The automatic enrolment with insurance is now in place. Here are the steps to follow:

e Send an offer to a participant via PASS (see chapter ‘11.1 Send offer for European Solidarity
Corps funded projects (Volunteering, Traineeship or Jobs) — projects ESC11, ESC13, ESC21’)

e After the offer is accepted by a participant, access Mobility Tool (MT+) and in the tab
‘Participants’ click on link ‘retrieve now’ that it is displayed next to the ‘Participants retrieved
from EYP’ (displayed at the top right side of the page).

e For each participant: add participation (see ‘Add participation’ button) data, and once all
information is complete, tick the checkbox ‘In the case of participants entitled to insurance
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coverage, please note that this information will be sent to the insurance company to enrol
the participant’ and mark the participation as ‘Complete’.

e Please note that if participation is in status 'Draft’ then the information about a participant
will not be sent to the insurance, therefore the participant will not be insured.

o Please note that the information will be sent to the insurance once per week (on
Thursdays, but the preparation of the weekly files starts every Wednesday at 10:00
PM), therefore please encode the participants in MT+ at least 2 weeks prior to their
departure.

o The participants enrolled in the insurance system receive a welcome email that
contains practical information on the insurance plan and guidance about how to
download electronic membership card and the insurance certificate.

o Notification sent to supporting and host organisations: participant name, PRN,
project code, start and end date of the activity.

The welcome emails and notifications are sent out on Fridays (on Monday in exceptional
cases).

e Please note that you should keep the participation data updated in the MT+.
NOTE: After a participant is enrolled in the insurance system (receives the welcome email),
please do not untick the checkbox for insurance. The updated information will be sent to the
insurance system and the insurance will be cancelled.

17.2 For the ESC51 projects

As of end of beginning of June 2022, enrolment of cross-border eligible participants in ESC51 projects
(decentralised projects) to insurance scheme is done automatically:
- through PASS, for the participants that are not encoded yet in the Beneficiary Module
(BM).
- through Beneficiary Module (BM), for the participants that are encoded in the tool and for
which a participation is added, the flag for insurance is ticked and the participation has
status ‘Complete’.

Participants that take part in cross-border volunteering activities that start after 08.02.2023
(included) are covered with insurance by Henner.

Participant that started their volunteering activities before 08.02.2023 are covered with insurance by
CIGNA.

e Send an offer to a participant via PASS (see chapter 11.2 Send an offer for a European
Solidarity Corps funded project - ESC51 projects.)
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o After the offer is accepted by a participant, and ONLY if the project is already in the
Beneficiary Module (BM):

o inthe tab ‘Participants’ click on link ‘retrieve now’ that it is displayed next to the
‘Participants retrieved from EYP’ (displayed at the top right side of the page);

o For each participant: add participation (see ‘Add participation’ button) data, and
once all information is complete, tick the checkbox ‘In the case of participants
entitled to insurance coverage, please note that this information will be sent to the
insurance company to enrol the participant’ and mark the participation as
‘Complete’.

o Please note that if participation is in status ‘Draft’ then the information about a
participant will not be sent to the insurance, therefore the participant will not be
insured.

e Please note that the information will be sent to the insurance once per week (on Thursdays,
but the preparation of the weekly files starts every Wednesday at 10:00 PM), therefore
please encode the participants in the PASS and Beneficiary Module at least 2 weeks prior to
their departure.

o The participants enrolled in the insurance system receive a welcome email that
contains practical information on the insurance plan and guidance about how to
download electronic membership card and the insurance certificate.

o Notification sent to supporting and host organisations: participant name, PRN,
project code, start and end date of the activity.

e Please note that you should keep the participation data updated in the PASS and
Beneficiary Module (BM).

NOTE: After a participant is enrolled in the insurance system (receives the welcome email),
and participation is added in the BM, please do not untick the checkbox for insurance, or
change the status of the participation back to ‘Draft’, as the updated information will be sent
to the insurance system and the insurance will be cancelled.

17.3 For Volunteering teams in high priority area

Participants that stat their volunteering activities after 08.02.2023 (included) are covered with
insurance by Henner.

The offer accepted by the participant (with status ‘accepted’) is the source information for the
insurance system.

82



Placement Administration and Support System (PASS) - October 2023 (v27)

17.4 Extend a coverage period

A ‘request’ for extending of an insurance coverage is done via the process of automatic sending of

data to the insurance system.

Therefore:

For a ESC 51 project:

- If the participation data is encoded in the Beneficiary Module (BM), then modify/change
the activity dates on the participation added in the Beneficiary Module (please note that
the flag for insurance should be ticked and the participation status should be
‘Complete’).

- If the participant data is not encoded in the Beneficiary Module (BM) yet, then please
access PASS and edit the activity dates on the offer sent to the participant (offers status
should be ‘Accepted’.

The updated information will be included in the weekly file transfer that is automatically sent
to the insurance system.

For a ESC 11/13/21 project

Access the Mobility Tool (MT+) and modify/change the activity dates on the participation
added for the participant (please note that the flag for insurance should be ticked and the
participation status should be ‘Complete’).

The updated information will be included in the weekly file transfer that is automatically sent
to the insurance system.

For a Volunteering teams in high priority area project
Access PASS and edit the activity dates on the offer sent to the participant (offers status
should be ‘Accepted’.

17.5 Cancel an insurance coverage

The ‘request’ for cancelation of an insurance coverage is done via the process of automatic sending
of data to the insurance system.

Therefore:

For a ESC 51 project:
- If the participation data is encoded in the Beneficiary Module (BM):
o Remove participation from the list with organisations that were awarded with
ESC50in 2022 and
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o Withdraw the offer from PASS.

Note: Please note that the PASS is still the source of data for the weekly file transfer.
PASS verifies if there is a participation added in the Beneficiary Module for that offer
and if it cannot find, then the information from the offer is included in the weekly file
transfer that it will be automatically sent to the insurance system!

The information about cancellation will be automatically sent to the insurance system.

- If the participant data is not encoded in the Beneficiary Module (BM) yet, then withdraw
the offer from PASS as otherwise the information from the offer will be sent to the
insurance system.

The information about cancellation will be automatically sent to the insurance system.

e ForaESC11/13/21 project:
In the Mobility Tool (MT+), please remove the participation added for the participant. It will
be good if will also withdraw the offer sent via PASS, so the participant will receive the
notification about withdrawing of the offer for the activity.
The information about cancellation will be automatically sent to the insurance system.

e For a Volunteering team in high priority area project:
Please withdraw the offer from PASS, so the information about cancellation will be
automatically sent to the insurance system.
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18 Generate a certificate of participation

You can issue a European Solidarity Corps certificate of participation for a participant that finalises
his/her volunteering activity.

18.1 For ESC11, ESC13, and ESC21 projects

Please note that for of the projects funded under European Solidarity Corps programme (ESC11,
ESC13, and ESC21), the issuing of the certificate of participation is possible only if the participant
submitted the ‘Participant report’. It means that:

- in Mobility Tool (MT+), the participant’s data is retrieved from European Youth Portal (see
‘Retrieve from EYP’ link), and

- aparticipation is added (see ‘Activities’ or ‘Participations’ tab) and

- ‘Participant report’ is ‘submitted’ (in ‘Activities’ tab, select a participant data and check the
‘Participant report’ section).

In PASS, it is checked only if the ‘Participant report’ has been submitted and not its quality.

For ESC11, ESC13, and ESC21 projects, the information about activity dates (Start date and End date
of the activity) and Location (where the activity took place), are automatically retrieved from
Mobility Tool (MT+) and it cannot be changed (the accurate data is available in MT+).

Steps to issue a certificate of participation for projects funded under European Solidarity Corps

programme:
The system checks
Is Participant .
Yes Report Yes Cickc:rr:iﬁG;::'rate Preview certificate
submitted?
The system
checks NO
Click on Click on ‘Generate Search foran Click on ‘Generate :CITP::;ZF: dn;elz Message displayed:
‘Certificates’ certificate’ accepted offer certificate” You cannot issue

to an ‘Activity’? certificate of

participation +
Reason
No

Message displayed:
You cannot issue
certificate of
participation +
Reason
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18.2 For ESC 51 projects and Volunteering teams in high priority area projects

For the ESC 51 and Volunteering teams in high priority area projects, an accepted offer is the source
of information for issuing a certificate of participation.

So, the information about activity dates and location (where the activity took place) is taken from the

offer you sent to the participant.

Steps for issuing a certificate of participation — ESC51 and Volunteering teams in high priority area

projects
Click on Click on ‘Generate Search for an Click on ‘Generate Click on ‘Generate preview certificate Generate & notify
‘Certificates’ certificate’ accepted offer certificate’ certificate’ participant

Steps — for all project types

Before trying to generate a certificate, please read the introductions above (including the diagrams).
Step 1 — Access the 'Certificates’ list, by clicking on the 'Certificates' option (1).

Note that the 'Certificates' link (1) will be visible in the table on the homepage of PASS only if you
have sent via PASS at least one offer.

If vou are authorised to authorised to manage solidarity activities for more than one organisation, you will see all of the organisations lis ollow the three steps for the organisation you want to manage solidarity
activities for.
NAME ACTIONS

Test Organisation Alpha @ @ s¢arch and Contact @ 5end an offer ©offers B Certificates DS ST i= Applications  #= Contacts list

Step 2 — In the 'Certificates' list (1), you will see the information about the certificates issued so far:

e List with certificates provides the following information: ‘Offer ID’, Activity name',
'Participant’, 'PRN', ‘Activity start date', Activity end date', Activity city', Activity country’,
‘Creation date’, and 'Actions’.

* Search for a certificate: ‘By PRN’, ‘By participant last name’, or ‘Project code.
'No results' message appears when no certificate has been issued so far.

* 'Back' button (2): opens the homepage of PASS.
* 'Generate certificate' button (3): allows you to effectively start the creation of the certificate
and opens the 'offers' list. Click on this button!
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EUROPEAN
m SOLIDARITY ‘ CERTIFICATES — PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)

CORPS
0 @ Back B Generate certificate
Viewing certificates of: TEST ORGANISATION ALPHA

By PRN By participant last name Project code

Filter Reset

OFFER ID ACTIVITY NAME PARTICIPANT PRN ACTIVITY START DATE ACTIVITY END DATE ACTIVITY CITY ACTIVITY COUNTRY CREATION DATE ACTIONS

Step 3 — The 'Offers' list provides you with information about all offers you have sent to
participants. From there you can:

e Search for the participant you want to issue the certificate for: 'By PRN' (1), or 'By participant
last name' (2), or ‘Project code’ (4)

*  Filter the information by 'Offer status' (3)

¢ See the information about offers (5): ‘Offer ID’, 'Activity name', ‘Project code’, 'Participant’,
'PRN', 'Offer sent date', 'Offer expiration date', 'Offer status' (6), 'Offer accepted/declined
date’, 'Actions' (7)

The 'Generate certificate' link is available in the 'Actions' column only for offers with status
‘accepted’.

*  Once you found the participant and if he/she has accepted an offer, click on the 'Generate
certificate' (7) option available in the 'Actions' column.
EUROPEAN

SOLIDARITY
CORPS

OFFERS — PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)

@ Back

Viewing offer(s) of: TEST ORGANISATION ALPHA

© Select an accepted offer to generate a certificate 0 a °
‘ -

By pagisigant last name Offer status Project code
Accepted v Filter Reset
OFFER § OFFER SENT/RESENT w  OFFER EXPIRATION OFFER OFFER ACCEPTED / DECLINED
ACTIVITY NAME PROJECT CODE

PARTICIPANT PRN ACTIONS
1D DATE DATE STATUS DATE

NOTE: Please note that in the case of the ESC11, ESC13, and ESC21 projects, the issuing of the

certificate of participation is possible only if the young person (participant) has submitted the
‘Participant report’.

The following message is displayed when trying to generate a certificate, but the participant’s data is
not encoded in Mobility Tool (MT+),

‘You cannot start this process because either the participant [Participant name (PRN)] has not been
added in the Mobility Tool to the project [project code] or his/her participation data is not complete.

In case all the criteria are complete, please contact the Helpdesk (email address eu-solidarity-
corps@ec.europa.eu)’.
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EUROPEAN
m SOLIDARITY | CERTIFICATE CREATION — PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)
CORPS

You cannot start this process because either the participant ( . PRN 3) has not been added in the Mobility Tool to the project or his/her
participation data is not complete. In case all the criteria are complete, please contact the Helpdesk (email address eu-solidarity-corps@ec.europa.eu).

The following message is displayed when the participant’s data has been encoded in Mobility Tool
(MT+)and the corresponding participation data added, but the ‘Participant report’ is not received yet:
‘You cannot start this process because the Participant Report of [Participant name (PRN)], that took
part in the project [project code] has not been received.’

FSI EUROPEAN
SOLIDARITY | CERTIFICATE CREATION — PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)
A CORPS

You cannot start this process because the Participant Report of i | (PRN , that took part in the project has not been received yet.

Step 4 — The ‘Certificate creation’ form is displayed.

The ‘certificate creation form’ is already filled with information from the offer (participation added in
the MT+, in the case of the ESC11, ESC13, ESC21 projects), however there are still fields that require
your input:

e 'Participant' section (1): 'Name' and 'PRN' — are filled in with participant’s name and PRN; the
information cannot be modified.
* 'Placement’ section:

- 'Placement dates' (2): the 'Start date' and 'End date' are automatically filled in with the
activity dates from the offer, or from the participation added in the MT+ - in the case of the
ESC11, ESC13, and ESC21. These fields are mandatory and can be modified for the ESC51
projects, volunteering teams in high priority area projects.

For the ESC11, ESC13, and ESC21 projects, the information is retrieved from the MT+ and it
cannot be modified.

- 'City' (3): it is automatically filled in with the information from the offer for the ESC51
projects, volunteering teams in high priority area projects, and with the one from
participation added in the MT+ for the ESC11, ESC13 and ESC21 projects.

The field is mandatory, and it can be modified, for the ESC51 and volunteering teams in high
priority area projects.

It cannot be modified for the ESC11, ESC13, and ESC21 projects, as the information is
retrieved from the MT+.

- 'Country' (4): the information is retrieved from the offer —in the case of the ESC51
projects, and volunteering teams in high priority area project, and information from
participation added in the MT+ for the ESC11, ESC13, and ESC21 projects, as the information
The information cannot be modified.

- 'Strand' (5) and 'Activity type' (6) cannot be modified; (however, it can be modified only
for occupational activities e.g. traineeship, work experience or apprenticeship); Please note
that the filed is linked to the funding programme you selected when you sent the offer to the
participant.

e 'Organisation(s)' section:
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- 'Name of the organisation hosting the participant’ (where the activity takes places) (7) is
mandatory and can be modified (the system helps you to find the correct organisations'
name (by using the search in the database with accredited organisations)

- 'Name of the organisation issuing the certificate' (8): it cannot be modified

- 'Type of the organisation issuing the certificate' (9), please select the right option from
the list (receiving organisation, sending organisation, coordinating organisation):

v' Receiving organisation: in charge of hosting the volunteer(s), developing a
programme of activities, providing support to participants during all the phases of
the project.

v' Sending organisation: In charge of sending volunteer(s), (this includes organising
practical arrangements; preparing participants before departure; providing
support to participants during all the phases of the project.)

v" Coordinating organisation: applying for the whole project on behalf of all the
partner organisations and responsible for the overall management of the project.

- 'City of Organisation issuing the certificate' (10) is mandatory and it can be modified.
- 'Name of the person issuing the certificate' (11) is mandatory and it can be modified.
- 'Role in the organisation' (12), please select the appropriate role.
- 'Signing date' (13) is mandatory and it can be modified (by default it is the current date
that will be displayed).
* 'Cancel' button (14) closes the current page and displays back the 'Offers list'. No certificate
will be created.

* 'Preview' button (15), gives you the possibility to see how the certificate will look like. Please
note that clicking on 'Preview' will not issue the certificate. You can preview the certificate,
review, and modify the information until you consider that the certificate is ready to be
issued (this is the last step in the process). Click on 'Preview' button!
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Create certificate of participation form:

YR EUROPEAN
SOLIDARITY CERTIFICATE CREATION — PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)
CORPS

PARTICIPANT

PRN

7116823102625465
Name ’

Louise DUPONT
PLACEMENT

PLACEMENT DATES *

Start date: *
30/01/2021
End date: * 0
31/05/2021
Placement City *
Tallinn
Country
Estonia

Strand
Volunteering

Activily type *
Volunteering activity

ORGANISATION(S)

Name of organisation hosting the participant *
Test Organisation Alpha (46921)

Name of organisation issuing the certificate *

Test Organisation Alpha (46921)

Type of organisation issuing the certificar
Receiving organisation

City of organisation issuing the certificate *
Oudenaarde

Name of the person signing the certificate *

Jelena Magl

Role in the orgamsatlcm *
Director

SIGNING DATE *

21 /06/2021

Cancel Preview

Step 5 — Preview the certificate, verify and modify the information until you consider that it is the
final version

A 'Draft' watermark is displayed in the background to warn you that this is the draft version.
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* 'Cancel' button (1) opens back the certificate creation page. Use this button whenever you
need to modify the information.

* 'Generate and notify participant' button (2), creates/generates the certificate and at the
same time sends a notification to the participant informing him/her that a European
Solidarity Corps certificate of participation has been issued for him/her.

Please click on the 'Generate and notify participant' button only once you have double-checked that
the information displayed on the certificate is correct.

EUROPEAN
- SOLIDARITY CERTIFICATE CREATION — PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)
CORPS

CERTIFICATE

EUROPEAN
SOLIDARITY
CORPS

Europeans serving in our new European Solifarity Corps. They @e bringing European solidarity to life.

President of the European Commission 2014-2015, Jean-Claude Juncker

has completed a European Solidarity Corps volunteering activity in the organisation Test Organisation Alpha, in Tallinn,
Estonia, from 30/01/2021 to 31/05/2021

Jelena Magi
Director, Test Organisation Alpha, Receiving organisation
Oudenaarde, 21/06/2021

A\ ®y dicking on "Cenesate and notify participant” button, the Centificate will be created and the participant will be notified by e-mail_ You will not be able to edit the certificte anymore.

‘ Cancel Generate and notify participant °

Step 6 — Final generation of the certificate and notification to the participant

Once the information is correct, the certificate can be issued by clicking on the 'Generate and notify
participant' button.

This is the final step in the European Solidarity Corps certificate of participation generation process.

The participant will be notified via email — in his/her preferred contact language — with details about
how he/she can access the certificate. The certificate will be displayed in the European Solidarity
Corps participant's dashboard and the participant will be able to download it from there in the
language of his/her choice.
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Example of email notification the participant receives:

EUROPEAN
SOLIDARITY
CORPS

Your Participant Reference Number: | 6017109238

Dear

We are delighted to let you know that your European Solidarity Corps certificate of
participation is now available in your participant profile!

You can download it directly from there in the language of your choice.

We hope that your European Solidarity Corps experience has reached your
expectations and that you will keep being involved and active in the promotion of
solidarity!

Very best wishes

European Solidarity Corps

o0

Information about the certificate will be displayed in the 'Certificates' list.

You can also print the certificate at any time. For this you can download (1) it from the certificates'
list (please see 'Actions' column) in the language you want (2).
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CERTIFICATES — PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)

EUROPEAN
SOLIDARITY
CORPS

@  cCenificate created for Louise DUPONT (7115823102625465).

@ Back

[ Generate certificate

Viswing certificatas of: TEST ORGANISATION ALPHA

By PRN By participant last name Project code
CFFER ID ACTIVITY NAME PARTICIPANT PRN ACTIVITY START DATE ACTIVITY END DATE
43528 Test o c— 07/11/2019 27/02/2020
2379 Test alpha il — = m 05/03/2020 30/11/2020
51809 Deme - typs the tile of the offer here  Louise DUPONT 7116623102625465 301012021 31/05/2021

Filter

ACTIVITY CITY

Rome

Brussels

Tallinn

Reset

ACTIVITY COUNTRY
Tealy
Belgium

Estonia

CREATION DATE

06/12/201910:22

04/02/2021 18:35

21/06/2021 14554

ACTIONS
& Dovload for printing
& Dovnload for printing

€ Dovmioad far printing

To download certificate, you have just cu click on desired language label and the certificate of

participation translated in the corresponding language will be downloaded on your PC local drive.

EUROPEAN
SOLIDARITY
CORPS

@  Centificate created for Louise DUPDNT (7115823 102625455).

@ Back

Viewing centificates of. TEST ORGANISATION ALPHA

B Generate certificate

CERTIFICATES — PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)

By PRN By participant last name Project code
COFFER ID ACTIVITY NAME PARTICIPANT PAN ACTIVITY START DATE ACTIVITY END DATE
43528 Test e c— o7/11/203 27/02/2020
2379 Testalpha ] — =m 05/03/2020 30/11/2020
51809 Deme - typs the tile of the offer hers  Louise DUPONT 7116623102625465  30/01/2021 31/05/2021
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ACTIVITY CITY.

Rome

Brussels

Tallinn

Reset

ACTVITY COUNTRY
Itaky
galgium

Estonia

CREATION DATE

06/12/2019 10:22

04/02/2021 1535

21/06/2021 14:54

ACTIONS
€ Dovnload for printing
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Example - Final version of the certificate of participation the participant receives electronically (in the
dashboard associated to his/her profile):

CERTIFICATE

EUROPEAN
SOLIDARITY
CORPS

‘I am particularly proud of the young Europeans serving in our new European Solidarity Corps. They are bringing European solidarity to life.”

President of the European Commission 2014-2019, Jean-Claude Juncker

has completed a European Solidarity Corps volunteering activity in the organisation Test Organisation Alpha, in Tallinn,

Estonia, from 30/01/2021 to 31/05/2021

Jelena Magi

Director, Test Organisation Alpha, Receiving organisation
Oudenaarde, 21/06/2021

Il validate the suthenticity of this certificate, scan this QR Code o visit:
il . Becoptance.se.eurspa.suidieac eyp/acceptancelsal idarity validate and enter tis cose: The European Solidarity Corps brings together young people to build & more inclusive socety, supparting vdnerable people and responding to sacletal chalienges. R
012856 ffers an inspiring and empowerirs expesience for young pespie who want b help, leam and develop.

Please note that for an accepted offer you can generate only one certificate. If you encounter issues,
for example if you have issued a certificate with wrong information, then please contact your country
National Agency, so they ca report the issue further (via the dedicated channels).

You can find the contact details of your country National Agency on this page:
https://youth.europa.eu/solidarity/organisations/contact-national-agencies en
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19 Advertise an opportunity for a project

Please note that the 'Manage opportunities' option is visible in PASS for all organisations that:
a. Hold avalid Quality label ESC50, or ESC52
b. Have avalid Erasmus + Volunteering accreditation (KA110)

You can advertise opportunities for a:
- volunteering, traineeship, and jobs project (ESC51, ESC11/ESC13/ESC21)

- volunteering teams in high priority area project

Please note that you can advertise opportunities as soon as you are awarded with a quality label, so
even if your grant agreement is not approved yet.

How to advertise/create an opportunity

1. Access PASS
2. Click on the '"Manage opportunities' link (1)

EUROPEAN
SOLIDARITY PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)
CORPS

Thank you for logging into European Solidarity Corps Placement Administration and Support System (PASS)
This system is designed to let you search for and make contact with European Solidarity Corps registered candidates, and finally offer them solidarity activities.
& Download the PASS User Guide

The following are the key steps to follow in the process

Search for registered candidates, and make contact with them
Use the search screen to find potential participants for your solidarity activities.

Contact individual registered candidates and discuss the activities with them
For privacy protection reasons, you must first use PASS to ask the young person for permission to contact them. After they have given you this permission, you can email them or call them directly, outside of
PASS, to discuss the activities that are available.

Send an offer to the participant and get them to accept or decline it

‘When you have finished your discussions then you must send the young person an offer via PASS. The young person then has to either accept or decline the offer. The offers expire 15 days after they have been
sent. This step is very important, because once the young person has accepted the offer they will become eligible to access to additional online European Solidarity Corps services. The funding for your project
may also not become available until the offer is accepted.

If vou are authorised to authorised to manage solidarity activities for more than one organisation, you will see all of the organisations listed below. Follow the tl r the organisation you want to manage solidarity
activities for.
NAME ACTIONS
Test Organisation Alpha @ © 5coch and Contact @ 5end an offer ©offers B Certificates oo onbounities i= Applications 1= Contacts st
=Stosensetiontt: & OLMarerial (@) @ Search and Contact @ 5end an offer ©offers B Certificates I G Ui i= Applications 1= Contacrs it
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3. In the next page, click on the 'Add opportunity’ button (2) and the ' Creating an opportunity for
[your organisation name]' page is displayed.

Volunteering Opportunities Database: Organisations and opportunities manager

» FILTERS
Filter Reset

Test Organisation Alpha

PIC 900000001 OUDENAARDE, BELGIUM EDIT ORGANISATION

D OPPORTUNITY TITLE Town/cITY COUNTRY APPLICATION DEADLINE STATUS ACTIONS

6712 Test placement Brussels Belgium No deadline closed # Edit @ Delete

Welcome to the Volunteering Opportunities database in the European Youth Portal!

The above table shows the organisation(s) that you are currently authorised to administer within the European Youth Portals’ Volunteering Opportunities database.
At present, only organisations which have been accredited for European Voluntary Service under the new Erasmus + programme (since January 2014) are able to add opportunities to this system.

If you believe you should be allowed to administer the g for another org , please have the responsible person for that organisation contact their EVS National Agency and request that either the "Contact Person” or “Legal Representative” email address is
amended to be exactly the same as your ECAS email address.
If you represent an organisation which wants to advertise for volunteers for your EVS projects, click here for more information.

Please note that it can take up to 24 hours for amendments to EVS records to be transferred to the European Youth Portal
We apologise for this inconvenience, but hope you appreciate that these measures are required to ensure the security of the system
Help and Support: for step-by-step instructions on how to use the Volunteering Opportunities Database, as well as who to contact if you need additional help, please click here.

Section 1: Project type

Here you must specify which is the funding programme for which you advertise the projects, as well
as the type of the activity and the topics that describe the volunteering activity.

1. ‘Funding programme’ list:

- ‘European Solidarity Corps/Volunteering - 51’: for the volunteering activities advertised for
the ESC51 projects (projects funded under programme 2021 — 2027)

- ‘European Solidarity Corps/ Volunteering ‘: for the volunteering activities advertised for the
ESC11/ and ESC13 projects (projects funded under previous programme 2018 — 2020)

- ‘European Solidarity Corps/ Jobs’, or ‘European Solidarity Corps/Traineeship’: for the
volunteering activities advertised for ESC21 projects (projects funded under previous
programme 2018 — 2020)

- ‘European Solidarity Corps/Volunteering Teams in High Priority Areas’: for volunteering
teams in high priority areas projects (funded under both programmes, 2018 — 2020 and 2021
—-2027)

PROJECT TYPE

EUROPEAN
SOLIDARITY

[[] Tick this box if you want your volunteering opportunity to be also displayed on the European Solidarity Corps portal m CORPS

This will enable young people registered in the European Solidarity Corps to search and apply for your placement opportunity through the system

Funding programme *
- Select the funding programme - ~

Type of volunteering activities *
- Select - v

As soon as you select the funding programme (2), the 'Tick this box if you want your volunteering
opportunity to be also displayed on the European Solidarity Corps portal' checkbox (1) is
automatically ticked (so the young people registered on the European Solidarity Corps portal can
search and apply for your opportunity through the system) and the ‘European Solidarity Corps topics’
(3) list become visible.
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Select the topics that describe the project/volunteering activity you want to advertise and specify the
type of the volunteering activity, ‘Individual volunteering or ‘Teams volunteering’, by selecting it
option from the ‘Type of volunteering activities’ list.

Example:

PROJECT TYPE

EUROPEAN
SOLIDARITY

Tick this box if you want your volunteering opportunity to be also displayed on the European Solidarity Corps portal H CORPS

This will enable young people registered in the European Solidarity Corps to search and apply for your placement opportunity through the system

European Solidarity Corps topics *

Social challenges % | | Employment and entrepreneurship x

Funding programme *

European Solidarity Corps / Volunteering - ESC51 v

Type of volunteering activities 2
- Select - v

Individual volunteering
Teams volunteering

Section 2: European Solidarity Corps opportunity

OPPORTUNITY DETAILS

IMPORTANT - the information entered about this opportunity must be in accordance with the tasks, themes and responsibilities for which the
opportunity partner organisations have received their European Voluntary Service accreditation.
Failure to do so may leave organisations liable to have their EVS accreditation reviewed or even removed.

Title: *

haracters remaining.
f the opportunity or project (70 char. max.).

Description: *

g
000 characters remaining.

Brief derails abour the opportunity or praject thar are of inrerest ro porential volunteers, for instance the purpose of the praoject, the anticipared tasks, daily routine,
etc. This is not the place to give information about the different projects partners. In ENGLISH language (1000 char. max_).

Accommodation, food and transport arrangements:

600 characters remaining.
Brief details about the arrangements for accommodation, food and transport during the project. ln ENGLISH language (600 char. max.)

Training during the opportunity:

600 characters remaining.
Brief details about the training that will be provided for the volunteer during the project. In ENGLISH language (600 char. max.).
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1. Title

Give your opportunity a short title — something that is interesting! (mandatory field — max 70
characters)

2. Description

Here you can give a description of the project, its aims and objectives and the type of tasks the
volunteers will be asked to carry out.

Do not use this field to talk about the skills or qualities you are looking for in the volunteers or to
provide information about accommodation, training, procedures to apply, etc. — there are other
fields for this information. (mandatory field — maximum 1,000 characters)

Section 3: European Solidarity Corps Opportunity address

OPPORTUNITY ADDRESS

This information will be used to pinpoint the location of the opportunity on the map, and will be displayed to the public. Please enter at least the town/city and
the country where the opportunity will take place.

‘Organisation name

200 characters remaining.

The address organisation name (200 char. max).

Street and house number

200 characters remaining.

Street focation of the opportunity (200 char. max).

Town/city *

160 characters remaining.
Town / city of where the opportunity will take place (160 char. max).

Postal code

128 characters remaining.
Postal code of the focation of the epportunity (128 char. max).

Country *
-- Select country -- v

Country where the opportunity will take place

1. Organisation name

In this filed you can specify the name of the organisation. (non-mandatory field — maxim 200
characters)

2. Street and house number

In this field, you can specify the street name and the house number. (non-mandatory field — maxim
200 characters)

3. Town/city

Specify the town / city of where the opportunity will take place. (mandatory field — maxim 160
characters)

4. Postal code

In this field, you can specify the street name and the house number. (non-mandatory field — maxim
128 characters
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5. Country
Specify the country where the placement will take place. (mandatory field — maxim 160 characters)

Section 4: European Solidarity Corps opportunity dates

OPPORTUNITY DATES

(* Precise dates: Start End:

Number of weeks:
(" Flexible dates:

Between... Srart. and End-

The dates that this apportunity will take place. Either precise dates, or a more flexible number of weeks between two months.

You have the choice whether to enter 'Precise dates’ (1) or ‘Flexible dates’ (2), depending on the
nature of your project. Potential volunteers will be able to search for projects based on these dates.

It is not mandatory to add these dates. If you do not enter dates, then your opportunity will be listed
below opportunities that do have dates.

1. Precise dates
Use this field if you know the dates that your project is going to start and finish. (format dd/mm/yyyy
— the end date must be later than the start date)

2. Flexible dates

Use this field if you are not sure, when the project will start, or if there is some flexibility on when
volunteers could start and end. Specify the number of weeks that the volunteering activity will last,
and indicate the earliest month/year it could start plus the latest month/year that it could finish, e.g.,
‘10 weeks between January 2023 and April 2023’ (The number of weeks must not exceed the total
number of full weeks available between the 1st day of the Start month and the 30th/31st of the End
month).

Section 5: Volunteer details section

Specify the profile the young people (1) should have and countries from where they will be selected

(2).

Note: For ‘Countries volunteers will be recruited’, the system interprets the ‘Any country’ option as
the list with all the countries that are part of the specific programme (see the funding programme
selected at the ‘Section 1’. This mean that if you select ‘Any country’, you should not mentioned
other countries.
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VOLUMTEER DETAILS

Volunteer profile: *

g
Content limited to 800 characters, remaining: 600

Information about the kind of volunteers you are looking for, including any special skills or intersets they should have. In ENCLISH language (600 char. max.).

Countries volunteers will be recruited from *

- Select 8 Counfry - v

Specify which countries you want te recruit volunteers from. Please note that volunteers have to be from the country of their Sending organisation.

Section 6: Application details

Here you can provide the additional details about the application:

APPLICATION DETAILS
‘ Application requires a CV.
This opportunity requires a CV from the applicant.

Application requires a Motivation Statement.

This opportunity requires a Motivation Statement from the applicant.
Either tick "Application with no deadline” or enter a date into the "Application Deadline™ box.

Application without a deadline_

This opportunity application will have no deadline.

‘ Application Deadline:
Closing date for young people to apply for this opportunity. The opportunity will be removed from the list of available

apportunities at 23:59 on this date. Contact information {emaif, contact name and telephone) will aslo be removed
from Iloubf’.r'c view ar this time.

Contact person name:

Content limited to 30 characters, remaining: 30

A person who can be contacted for more information about this opportunity (30 char. max.).

Contact email address: *

Content limited to 50 characters, remaining: 50

The email address that young people will use to contact you about this opportunity (50 char. max.).

1. Application requires a CV (1): if you want the volunteer to have a CV uploaded to his/her profile
when applying for this opportunity.

2. Application requires a Motivation Statement (2): if you want the volunteer to write a short
motivation statement when applying for this opportunity. You will see the information displayed in
‘Applications’ list (in PASS).

3. and 4. ‘Application with no deadline’ or ‘Application with a deadline’:

You should indicate if there is or not a deadline for the application. Either indicate date (4) you want
people to apply before or tick the 'Application without a deadline' box (3). If you specify a deadline
date, your opportunity will stop being displayed in the list of available opportunities the day after this
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date. "Full" and "Closed" applications can still be seen in the pages of linked organisations after the
deadline date. (Application deadline — format dd/mm/yyyy)

5. Contact person name
If you wish, you can give the name of the person that potential volunteers can contact. This is not a
mandatory field — you can leave it blank. (non-mandatory field — max 30 characters)

6. Contact email address
Specify the email address that potential volunteers must use to contact the people coordinating this
project. (mandatory field — max 50 characters)

7. Organisation logo

You should add the Logo picture of the organisation to your opportunity, which will be displayed at
the top of the opportunity detail page.

Organisation logo
’ Choose File | Mo file chosen Upload

Width: 400psx / Height: 200px
Files must be less than 8 MB.
Allowed file types: jpg jpeg gif png bmp.

"Choose File" (1) —click on here to select the logo picture, then...
"Upload" (2) — click this button to add the organisation's logo picture (non-mandatory field —
picture size limited to 8mb — file formats are limited to: .jpg .jpeg .gif .png .bmp)

If you do not add a Logo picture, a generic default picture will be added instead:

EUROPEAN
SOLIDARITY
CORPS

8. The Final Part...

In this final section, you control when your opportunity is visible to the public.

THE FINAL PART...
Opportunity status
Draft |Z|

To make this opportunity visible to the public, change the status to "Open” and click "Save changes” button. If you need to stop this opportunity being shown to

‘n‘:e public, change the status to "Closed” and the Save Opportunity” button.
Save Opportunity Cancel

Opportunity status

You can change the status of your opportunity to four different statuses:

Draft — this is the default status when you enter a new opportunity. It is not visible to the public
when it has this status.

Open — after you have finished entering all of the relevant information and you are ready to start
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accepting applications or enquiries from potential participants, then change the status to ‘Open’. It
will remain visible until the day after the Application Deadline Date, or until you change the status
back to ‘Draft’, or to ‘Closed’ or ‘Full’.

20 Receive a young person’s interest for an opportunity

The young people registered in European Solidarity Corps portal have the possibility to search and
express their interest for a European Solidarity Corps opportunity advertised by your organisation
(‘Manage opportunity’ link in the organisation dashboard).

Whenever a young person expresses his/her interest for an opportunity you will receive an email (in
English) (1) and you will see the information in the 'Applications' list (2).

The email contains the registered candidate name (linked to his/her profile) (1), his/her Participant
Reference Number, opportunity name, and (if it is the case) the motivation statement.

Should you wish to ask the registered candidate for a Motivation Statement (min 500 characters and
maximum 1000 characters) or/and CV, then you must tick one or both options (checkboxes) available
on the ‘Advertise opportunity’ form (see ‘Manage opportunities’ option).

By clicking on the link associated to the participant's name, you will see the young person profile,
including his/her email address.

Example — email application for an opportunity for which is not requested a motivation statement
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Example — email application for an opportunity for which a motivation statement is required:

Dear !

We are pleased to inform you that ( ) expressed his/her interest in the

opportunity test 2 - mobile app through the European Solidarity Corps portal.

The registrant has also specified a motivation statement for the specific opportunity:

@ N\

Nl - J

You will find more information about the young person by clicking on the link above.

We hope that you will find the suitable participant for your project!

Very best wishes

The European Solidarity Corps team

Please note that if you reply directly to the email you received, the message will not reach out the
young person's mailbox, but instead it will be sent to the European Solidarity Corps functional

mailbox.

View the list with applications

Note that the 'Applications’ option (1) will be displayed in the table on the homepage of PASS only if
at least one participant has expressed his/her interest for a placement you advertised.
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RSP EUROPEAN
MRS SOLIDARITY PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)
Ll CORPS

Thank you for logging into European Solidarity Corps Placement Administration and Support System (PASS).
This system is designed to let you search for and make contact with European Solidarity Corps registered candidates, and finally offer them solidarity activities.
& Download the PASS User Guide

The following are the key steps to follow in the process

Search for registered candidates, and make contact with them
Use the search screen to find potential participants for your solidarity activities.

Contact individual registered candidates and discuss the activities with them
For privacy protection reasons, you must first use PASS to ask the young person for permission to contact them. After they have given you this permission, you can email them or call them directly, outside of
PASS, to discuss the activities that are available

Send an offer to the participant and get them to accept or decline it

When you have finished your discussions then you must send the young person an offer via PASS. The young person then has to either accept or decline the offer. The offers expire 15 days after they have been
sent. This step is very important, because once the young person has accepted the offer they will become eligible to access to additional online European Solidarity Corps services. The funding for your project
may also not become available until the offer is accepted

If vou ar’efauthorised to authorised to manage solidarity activities for more than one organisation, you will see all of the organisations listed below. Follow the three steps for the organisation y to manage solidarity
activities for.

NAME ACTIONS

Test Organisation Alpha © © s¢ar<h and Contact @ send an offer @ offers B Certificates Manage opportunities 1= Applications

Click on the 'Applications' (1) option to view the list with all registered candidates (2) that expressed
their interest for the opportunity you advertised.

You can filter the applications received so far by 'PRN' (3) and 'Placement name' (4), and you can

access the registered candidate profile and get in touch with him/her by sending an email. Please
note that the email address is visible at this stage, thus you can email him/her without sending a

contact request first.

List of applications received:

T —
REI EUROPEAN
I SOLIDARITY APPLICATIONS
Il CORPS

® Back

PRN Placement - None - ¥ Filter Clear

Number of applications: 277

PARTICIPANT cv PRN PLACEMENT MOTIVATION STATEMENT CREATED v
Yes - L Cre-acting Yourself » = - - — = o - L] = = - B = =g = 08/03/2020 21:39
b Yes " ] ] Cre-acting Yourself v i’ Salieg, e iy 9 i el By gl g e nn g ¥ v wgmiplm gl g ope e oy : 08/03/2020 16:38
Yes (F | i Cre-acting Yourself » Ty T P [ &8 2 T el S s L s S L . .. 07/03/2020 11:42

. 05
Yes . B Cre-acting Yourself » e | T Y aE, B = WY AT PSR ELE EETEE 6 06/03/2020 00:44
Yes B Cre-acting Yourself » - — e g - - " vl - iy B L 28/02/2020 09:57
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21 Edit your organisation contact details

All the data that is visible to the public through the European Youth Portal about your organisation is
automatically retrieved from the tools that manages the information about organisations and quality
labels.

To change the other information about the organisation, such as address, website URL, role,
description, etc. you must contact your country National Agency so they could guide with through
the steps (process).

You can find the contact details of your country National Agency here:
https://youth.europa.eu/solidarity/organisations/contact-national-agencies en
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22 Quality Label Visuals

Are you a quality labelled organisation? Show it to others! Use this visual to upload on your websites,
social media accounts or print on your materials to show that you are a part of the European
Solidarity Corps family! Ask your National Agency for the stickers you can use on the walls or
windows of your premises!

If you are authorised to authorised to manage solidarity activities for more than one organisation, you will see all of the organisations listed below. Follow the three steps for the organisation you want to manage solidarity
activities for.

NAME ACTIONS
Test Organisation Alpha © © seoch and conuact @ send an offer @ Offers [ Certificates Manage opportunities i= Applications 1= Contacts list
Test Organisation Beta & aL Material @) @) Search and Contact @ 5end an offer ©offers B certficates Manage opportunities i applications £ Contacts lst

Access the ‘Quality Label visuals’ page by clicking on the ‘QL Material’ link. On the page, you find and
download the Quality Labels stickers in the format of .png, .pdf and .zip (.png & .pdf) file. They are
available in 25 languages.

Example:

Quality Label visual

Are you a quality labelled organisation? Show it to others! Use this visual to upload on your websites, social media accounts or print on your materials to show that you are a part of the

European Solidarity Corps family! Ask your National Agency for the stickers you can use on the walls or windows of your premises!

BG cs DA

RNg pr

A Download bg_esc-label_karbon.pdf (406.65 KB) [@Download cs_esc-label_karbon.pdf (395.36 KB) @ Download da_esc-lahel_karbon.pdf (382.22 KB)
[ Download bg.zip (385.16 KB) [FDownload cs.zip (373.23 KB) [ Download da.zip (360.32 KB)

DE EL EN

[@Download de_esc-label_karbon.pdf (407.9 KB) [4|Download el_esc-label_karbon.pdf (399.13 KB) i]Download en_esc-label_karbon.pdf (380.81 KB)
[fDownload de.zip (386.38 KB) [f1Download el.zip (375.64 KB) [F)Download en.zip (593.88 KB)

23 General Online Training

The access to the General Online Training (GOT) platform is provided to the organisations have
access to PASS (email addresses linked to a valid Quality Label, or Erasmus + Volunteering
accreditation KA110).

How to access the GOT platform:

- Login to the PASS
- Click on the ‘Access to General Online Training” button that is displayed at the top of the
dashboard (table) of the organisation
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EUROPEAN
X SOLIDARITY PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)
hkied CORPS

Thank you for logging into the European Solidarity Corps Placement Administration and Support System (PASS).

This system is designed to let you search for and make contact with European Solidarity Corps registered candidates, and finally offer them solidarity activities.
& Download the PASS User Guide

The following are the key steps to follow in the process

-1 search for registered candidates, and make contact with them
Use the search screen to find potential participants for your solidarity activities.

1) Contact individual registered candidates and discuss the activities with them
For privacy protection reasons, you must first use PASS to ask the young person for permission to contact them. After they have given you this permission, you can email them or call them directly, outside of PASS, to discuss the activities that are available.

) Send an offer to the participant and get them to accept or decline it
When you have finished your discussions then you must send the young person an offer via PASS. The young person then has to either accept or decline the offer. The offers expire 15 days after they have been sent. This step is very important, because once
the young person has accepted the offer they will become eligible to access to additional online European Solidarity Corps services. The funding for your project may also not become available until the offer is accepted.

If you are authorised to autherised to mana ties for more than one organisation, you will see all of the organisations listed below. Follow the three steps for the organisation you want to manage solidarity activities for.
Access to General Online Training
NAME ACTIONS

Test Organisation Alpha @ © seerch and Contact @ send an offer ©offers B Cenificates PELELCLIEETESS i= Contats list

If you access the online training for the first time, then you will be asked to read and agree the
‘General Online Training data protection terms (2).

|
S EUROPEAN
(AN SOLIDARITY GENERAL ONLINE TRAINING
bl dad CORPS

Welcome to the online training section for the European Solidarity Corps.

The General Online Training for European Solidarity Corps is now hosted in EU Academy platform. Follow the steps below, if it is the first time you are accessing it or just click on the "Go to EU Academy” link, to
access the training materiall

(]! have read and | agree with the General Online Training data protection terms.

Continue Cancel

- Tick the ‘I have read and agree with the ‘General Online Training data protection terms’
checkbox and click on the ‘Continue’ button:

|
R EUROPEAN
LA SOLIDARITY GENERAL ONLINE TRAINING
ol CORPS

Welcome to the online training section for the European Solidarity Corps.

The General Online Trainin? for European Solidarity Corps is now hosted in EU Academy platform. Follow the steps below, if it is the first time you are accessing it or just click on the "Go to EU Academy” link, to
access the training materiall

I have read and | agree with the General Online Training data protection terms. *

Continue Cancel

- Onthe next page appears the time you agreed with the GOT terms and now it is displayed
the ‘Go to EU Academy’ link.

ST EUROPEAN
LN SOLIDARITY GENERAL ONLINE TRAINING
Sl CORPS

Welcome to the online training section for the European Solidarity Corps.

The General Online Training for European Solidarity Corps is now hosted in EU Academy platform. Follow the steps below, if it is the first time you are accessing it or just click on the "Go to EU Academy” link, to
access the training materiall

Terms accepted at: 29/08/2023 17:15

Go to EU Academy
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The EU Academy’ User policies and agreements’ page is displayed, therefore please read and agree

with all polices (e.g. Use of Cookies,

statement).

Disclaimer, Privacy Statement, Code of Conduct, Accessibility

CcC 0 @ academy.europa.eu/admin/tool/policy/view.php?versionid=158&returnurl=https%3A%2F%2Facademy.europa.eu%2Fadmin%2Ftool%2Fpolicy%2.. & Yr % O &

An official website of the European Union = How do you know? v

[0}

eu | academy Explore by topic w What would you like to learn today? o} A EACEYPA.. v En v

Site Home > Policies And Agreements >

User policies and agreements

Use of Cookies
Disclaimer
Privacy Statement
Code of Conduct

Accessibility statement

E Download pdf

Explanation of how cookies are used on the EU Academy platform.

To make Commission websites work properly, we sometimes place small data files called cookies on

your device.

What are cookies?

A cookie is a small text file that a website stores on your computer or mobile device when you visit the
site.

« First party cookies are cookies set by the website you're visiting. Only that website can read them.
In addition, a website might potentially use external services, which also set their own cookies,

To agree, you would have to click on the ‘Agree and continue’ button that it is displayed at the

bottom right side of each page:

Cc 0O @ academy.europa.eu/admin/tool/policy/view.php?versionid=15&returnurl=https%3A%2F%2Facademy.europa.eu%2Fadmin%2Ftool%2Fpolicy%2... |2 Y& M

An official website of the European Union = How do you know? v

(c) 2023, eu | academy

Be aware though that you may also lose some saved information (e.g. saved login details, site
preferences).

Managing site-specific cookies

For more detailed control over site-specific cookies, check the privacy and cookie settings in your
preferred browser

Blocking cookies

You can set most modern browsers to prevent any cookies being placed on your device, but you may
then have to manually adjust some preferences every time you visit a site/page. And some services
and functionalities may not work properly at all (e.g. profile logging-in).

Managing our analytics cookies

You can manage your preferences concerning cookies from Europa Analytics on the dedicated Europa
Analytics page.

Follow us: W Twitter in Linkedin €@ Facebook Help Centre Privacy notice Accessibility Statement

After you agree with all ‘user policies and agreements’ the ‘My dashboard’ associated to your

account in the GOT is displayed:
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< C ¢ & academy.europa.eu/my/ 2 Y% N 0O &
An official website of the European Union = How do you know? v
eu I academy Explore by topic v What would you like to learn today? Q Q D 9\ EACEYPA... v En v
Site Home
My dashboard A v =i

Courses, events and media

[n]

H onaneAN, Upcoming events
CORPS

European Solidarity Corps - General Online Training .

There are no upcoming events
Resume % %k ok (29) vet.
Go to calendar >

]

Youth Talks, European Solidarity Corps — General Online Training
Resume *kok ok ke (46) My files

You have no files yet

Add new file >

My achievements

24 Further help, support, and feedback

As mentioned previously, it is planned that this Placement Administration and Support System will be
continuously improved, with enhancements and new features being released every few weeks.

This User Guide will be regularly updated to reflect the changes to the system — download the latest
version from https://europa.eu/youth/solidarity/organisations/it-tool-organisation-portal _en.

If you have problems using the tool, please contact your country National Agency so they can inform
us as soon as possible. You can find there contact details on this page
https://youth.europa.eu/solidarity/organisations/contact-national-agencies_en.
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ANNEX

Registrant’s dashboard

In this Annex you can see how a registrant dashboard looks like.

After a young person registered to the European Solidarity Corps portal, a dashboard is associated to
his/her profile. From this dashboard the registered candidate can manage his/her profile, search and
apply for opportunities, access the General Online Training, participate in various contests and much
more:

Example of a dashboard home page:

Europa > M > European Solidarity Corps » Dashboard

EUROPEAN | YOUTH | PORTAL Search.. Questions?
e v o

About Getinvolved ¥  Goabroad ¥ News Events Stories EUinitiatives »  EU Youth Strategy Coronavirus ~

EUROPEAN Py o [ ®
SOLIDARITY ﬁ . E . - E
CORPS Home Online training Opportunities My profile Contests Log out

Thank you for joining the European Solidarity Corps!

‘You are logged in. x

Thank you for registering for the European Solidarity Corps, and for logging in to your account. This will be the main area through which you can manage your Corps experience.

For information regarding Coronavirus, please check the Coronavirus: Consequences for Erasmus+ and European Solidarity Corps maobility activities page

@

LATEST OPPORTUNITIES

Your Parficipant Reference Number:

T116823102625465

Participant TESTACCOUNT
Estonia

Certificates

E i From 01/09/2021 to 31/08/2022 il From 05/10/2021 to 31/08/2022
QD

No certificale issued yet. © 13.min 48 sec ago © 13 min 48 sec ago

Example for ‘Opportunities’ section:

By default there are displayed only the opportunities for which the registrant profile is eligible (
where the eligibility criteria are birthdate, a previous Erasmus+ volunteering activity, and country of
residence).
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About Getinvolved ¥ Goabroad v News Events Stories EU initiatives v  EU Youth Strategy Coronavirus »

EUROPEAN
SOLIDARITY E s o E
CORPS Home Online training ortunities My profile Contests

Search for available European Solidarity Corps opportunities

431 opportunities found ‘ SORTLISTBY: @ Mostrecently entered () Application deadiine (O Start date

Show only opportunities | can Q :‘ . - 4 b ™ -

RO ¥ & cctana ®
Activity country @ o, 3 ) e
: Rusia
- Any country - = y e
b "y
Ielard  §Necherlands @ e
i ¢ Germany
Activity topics © . ot W e E

Kazakhstan
Hungary _ Moldova
Fomania g

A ﬂ
- Any Topic - - P
culgafia
o = Georgla .
5 L ovor it sia WSl ekistan  Kyrayzstan
L7 a0 A il (i R
Poriugal Greeced Tojistan
¢ Malty rn )
Starts after @ >

Tran Afghanistan

_ Moroceo. 3 H“
Algeria A
o g earean :
fepen
i et i
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Example for ‘My profile’ section

About Getinvolved - Go abroad « News Events Stories EU initiatives « EU Youtnh Strategy Coronavirus «

EUROPEAN &
SOLIDARITY (o a

-
CORPS Home Online training Opportunities My profile Contests

9 Thank you for joining the European Solidarity Corps!

Thank you for registering for the European Solidarity Corps, and for logging into your account.

Itis important that you complete your profile and keep it up-to-date, because organisations authorised to run European Solidarity Corps projects will use this when they are
selecting the people who are best suited to join their projecis.

Your profile is split into the different sections below, and each section indicates whether it is complete or not.
Please take the time to complete your profile, and update it when your circumstances change

Al the bottom of the screen you also have the option 1o stop receiving communications from us. hide your profile from organisations or delete your account completely.

Protecting your personal data and privacy

Delete my account

If you wish, you can delete your European Solidarity Corps account completely by clicking on the button below. If you do delete your account you can register
again, but you will have to re-enter all of your details. Deleting your account will not affect the "EU Login" account you created during the initial registration process

That account will remain active and you will be still be able to use it to login to other European Commission services.

Delete my accou
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Accepting an offer — Confirmation page

When accepting an offer, the participant is asked to confirm the information (personal data)
currently in his/her profile.

Should the information is not correct (e.g. date of birth) then they should update it and only after
click on the ‘Confirm data and Accept offer’ button.

Please note that:

- Inthe European Solidarity Corps profile should appears the information as in the ID card or
Passport (e.g. name, birthdate, country of residence)

- Once the offer is accepted, the participant cannot update the fields: ‘First name’,” Last
name’, ‘Country of residence’, ‘What is your date of birth?’ and he/she should either contact
the country National Agency or send an email via ‘Questions’ form
(https://youth.europa.eu/ask-a-question en ) available in the European Youth Portal &

European Solidarity Corps portal

Are you sure?

Before accepting the offer, please check and update, if necessary, the fields below. Please write down your name in latin characters, as it appears in your Travel Document (ID or Passport). This will
help the authentication in next steps of the process
First name *

Participant
Only latin characters are allowed
Last name *
TEST ACCOUNT
Only latin characters are allowed
Country of residence *
[BE] Belgium ~
What is your date of birth? *
27/12/1999
Format: 18/10/2023

‘You are about to accept an offer from Test Organisation Alpha for an activity in Bucharest, Romania, from 23/10/2023 to 30/11/2023

1 have read and understood the terms of the offer.

Confirm data and Accept offer JEe=QE]
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