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/I\ DISCLAIMER

1) This User's Guide is updated on a regular basis. Please ensure you have the latest
version by downloading it from the Help menu of the Erasmus IT Management Tool.

2) We have tried to make it as complete as possible but we cannot guarantee that it is free
of errors or omissions. If you encounter inaccuracies, errors or omissions, please let us
know by contacting the Support Office at support@erasmus-entrepreneurs.eu. Thank you.
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Erasmus for Young Entrepreneurs IT Management Tool

Overview

Erasmus for Young Entrepreneurs is a project initiated by the EU under the
Competitiveness and Innovation Programme. It aims at helping new
entrepreneurs to acquire relevant skills for managing a small or medium-sized
enterprise by spending time in an enterprise in another EU country. It contributes
to improving their know-how and fosters cross-border transfers of knowledge
and experience between entrepreneurs.

The specific objectives of the programme are:

e On-the-job-training for new entrepreneurs in small and medium-sized
enterprises (SMESs) elsewhere in the EU in order to facilitate a successful
start and development of their business ideas;

o Exchanges of experience and information between entrepreneurs on
obstacles and challenges to starting up and developing their businesses;

e« To enhance market access and identification of potential partners for new
and established businesses in other EU countries;

o Networking by building on knowledge and experience from other European

countries.
Parties Involved
The main actors involved The ultimate goal of the Erasmus for Young New Entrepreneurs programme is to
include: help New Entrepreneurs (NEs)* build a relationship with interested Host
o New Entrepreneurs Entrepreneurs (HES)Z. The initiation of such relationship is to be facilitated by
(NEs) Intermediary Organisations (I0s) in each country, whose main task is to offer
e Host Entrepreneurs services linked to the matchmaking (such as promotion, information, induction,
(HEs) validation of applications, arranging contracts, logistical support etc.). IOs are
e Intermediary Organisations organised in European Partnerships (EPs), which bring together 10s from
(10s) ' different EU Member States. A European level Support Office (SO) is designated
° *(EE”FF)ZF)’ea” Partnerships to provide guidance and support to EPs/IOs, contribute to promoting networking

_ amongst 10s, and ensure coherence and consistency in their work.
e Support Office

0 SN,

Gassdic Raropean Parinership (EP) Bountry B

Intermediary Intermediary
organisation (10) organisation (10)
'-\._ - f__.«"' P
™S New ¥ v

entrepreneur !
[NE]‘ Relationship

Host
B entrepreneur
B> (HE)

! New entrepreneurs are entrepreneurs who are firmly planning to set up their own business or have already started their own business
within the last three years.
Host entrepreneurs are experienced and successful entrepreneurs who own or manage an SME in the EU.
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Erasmus for Young Entrepreneurs IT Management Tool

Detailed Process

The process to identify, validate, implement and evaluate stays abroad
comprises four phases:

Phase 1 — Application

Interested NEs and HEs apply to the Erasmus for Young Entrepreneurs
programme via the programme website and specify the 10 that they want to
establish contact with. The 10s responsible screen the entries and, once
completed, accept them.

Phase 2 — Matching

The I0s facilitate contacts between accepted NEs and HEs and seek to
make matches. Interested NEs and HEs can also search the database for
appropriate partners and make suggestions to the 10 that they have
chosen.

Phase 3 — Building

The parties involved (NE, HE, IOs responsible) reach agreement on the
commitment to quality, business/work/learning plan, tasks, responsibilities,
deliverables, financial conditions, legal implications, etc. and sign the
necessary agreements. The European Commission gives the final approval
of the match. NEs and HEs patrticipate in preparatory activities organised
by the 10s responsible.

Phase 4 — Execution

NEs and HEs complete the stay abroad — in accordance with their needs —
in one or more phases and report on them. The 10s responsible monitor
the quality of the activity and evaluate the results.
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Getting Started

Prerequisites

Prerequisite 1

To be able to use the Erasmus for Young Entrepreneurs IT Management tool,
you must:

i) have a valid 'ECAS' account.
ECAS (European Commission Authentication Service) is the new standard
authentication method used by IT systems offered by the European
Commission

i) apply to the Erasmus for Young Entrepreneurs programme by completing
your registration form, submitting it and then confirming it

Have a valid ECAS account

Entrepreneurs wishing to apply to the Erasmus for Young Entrepreneurs
programme need to have a valid ECAS account prior to completing the
registration form.

Maybe you have an ECAS acount already?

An ECAS account is automatically created for people who registered to Erasmus
for Young Entrepreneurs in the past or who subscribed to a newsletter or to any
other application offered on the Enterprise e-Services Portal. These people must
have received the details of their ECAS account by email and followed the
instructions therein to set a password in order to initialize their account.

If not, follow the steps below to create your ECAS account and initialize your
password:
Getting an ECAS account
Registering occurs in 3 steps:
1- create an ECAS account
2 — initialize your ECAS account

3 - complete and submit your registration form

These 3 steps will be successively described in the following pages.
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1)

1.1

1.2
1.3
1.4

Erasmus for Young Entrepreneurs IT Management Tool

Create your ECAS account:

Open the Erasmus for Young Entrepreneurs registration page at:
http://www.erasmus-entrepreneurs.eu/

Click Apply now.
Click the Register (or modify your registration) button.
Click the Sign Up button (or the Not registered yet hyperlink):

Contact | Privacy Statement English (en) -

EUROPEAN COMMISSION AUTHENTICATION SERVICE

European
Commission

External

EUROPA » Authentication Service > Login

New password:
LO dJ in Not registered yet

# - 1s the selected domain cdnec't? 7 i 7
___/&z' -~ External Change it e

st

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

Password

Enterprise e-service portal
requires you to authenticate _

P More options...
Lost vour passward?
= Required fields

Last update: 24/07/2012 (3.1.1-m) | @ ms | & ToD

Figure 1 — ECAS Sign Up and 'Not registered yet' buttons

Result:  The Sign Up page opens:

EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

Ei
External

EUROPA » Authentication Service > Sign Up

2. login  New password EIWMVsM Help
1 Is the selected domain correct? External Change it
Sign Up

Help for external users

Choose a username

First name =

E-mail =

Last name * |

Confirm e-mail =

E-mail language * English (en) -

Enter the code = | |

[[] Privacy statement: by checking this box, you
acknowledge that you have read and
understood the privacy statement =

“ Required fields

Last update: 24/07/2012 (3.1.1-m) | 9 ms | & Top

Figure 2 — ECAS Sign Up page
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Erasmus for Young Entrepreneurs IT Management Tool

1.5 Complete the Sign Up page as follows:

— enter a username of your choice in the first box,

l Please note that the username is optional. A default username will be
generated based on the first characters of your name and first name if you
do not specify one here.

— enter your first name and last name,

— enter your email address in the 4™ box, and then repeat it for confirmation
in the 5" box,

— select your language,
— read the Privacy Statement and accept by selecting the check box,
— enter the text displayed in the security image,
— click Sign up.
Result:  You are informed that an email will be sent to you. You will
receive it in a few minutes, at the email address that you specified

in the previous step. It will contain a link to set a password in
order to initialize your ECAS account (see below).

2) Initialize your ECAS account:

2.1 Open the Inbox associated to the email account with which you signed up to
ECAS, and open the email message that was sent to you by European
Commission Authentication Service.

2.2 Click the 'this link' hyperlink in the email:

From: %\ Furopean Commission Authentication Service 5 > 7Y @

8 @) Print 2k Reply (52 Reply Al Forward
To: #% Maart HAKAMES = -4 ) = .
Subject: Your password Date: 03 August 2012 10:20

HTML | Plain Text | Header | Raw Content
Dear Waarit HAKAMIES,
You have been registered in ECAS, the European Commission Authentication Service.
Your user name is fi_confirmer.
To create your password, click:

this link

You have a maximum of 1h30, starting from the time thatthis message was sent, to create your password, but you are encouraged to do so immediately if
possible. After this time, you can make another request by following the same link: you will then need to re-enter your usemame and confirm your request.

Ifthe above link does not work, you can copy the following address (make sure the complete address is copied!) and paste itinto your browsers address
bar:

hitps:ifiwebgate ec.europa.eu/casiinitinitialisePasswordLogin.cgi?

wayf domain=external&wayf remember=checked&wayf submit=Select&uid=nhackama&resetCode=dBkaMXzsTnXROMQcE0JDMxSqZtVu 19 xDmX4QRyLm
Whenever you login, please choose the domain "External”, not "European Commission™

Instead of replying to this message, ifyou have a problem, please follow the help or contactinformation on the site where you were trying to register

Sentto you by
ECAS - European Commission Authentication Service

Figure 3 — ECAS set password email

z Please note that you have only 1h30 to click the link in the instructions email. Passed
that delay, you will have to make a new request after clicking the same link.
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Erasmus for Young Entrepreneurs IT Management Tool

On the New password page, enter a password of your choice (please observe
the format requirements at the bottom of the page), repeat the password in
the next box and click Submit.

Contact | Privacy Statement  English (en)

(ECAS)

El
Commicsion External

New password

Please choose your new password.

Username

New password * | |

Confirm new password =

* Required fields

Passwords cannot include your username and must contain at least 10 characters chosen from at least three of the following
four character groups (white space permitted):

¥ Upper Case: Ato Z

¥ Lower Casetatoz

¥ Mumeric: 0to 9

¥ Special Characters:!"25%&'()*+ -/ <==7@0\]"_" {|}~

Examples: | noxiZEVIHB | Nwly|AxpXv || yT/vTeQBw2 |

[Generate other sample passwords]

Last update: 24/07/2012 (3.1.1-m) | 203 ms | & Top

T EUROPEAN COMMISSION AUTHENTICATION SERVICE

X Login  New password Sign Up Help

! Is the selected domain correct? External Change it

Figure 4 — Set ECAS password page

Result:  The system informs you that your password has been successfully
initialized. You now have a valid ECAS account, with a login name

and a password of your choice.
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Prerequisite 2

Erasmus for Young Entrepreneurs IT Management Tool

Apply to the Erasmus for Young Entrepreneurs
programme

When you have performed the one-off procedure to obtain an ECAS account
and set your password as described in the preceding pages, you can complete
and submit the registration form to apply to the Erasmus for Young
Entrepreneurs programme:

3.1

3.2

3.3

3.4

Open the Erasmus for Young Entrepreneurs registration page again at:
http://www.erasmus-entrepreneurs.eu/

Click Apply now.
Click the Register (or modify your registration) button.

Enter your ECAS Username (or email address) and password, and click
Login!

Please check that the correct 'domain' is displayed above the Username and
Password boxes. External is required for people outside the European
Commission. If necessary, click the Change it hyperlink and select the
appropriate domain.

Contact | Privacy Statement English (en} -

EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

Eurapean

Commission European Commission

Intracomm > Authentication Service > Login

New password  Sign Up  Help

/ \ LOg | M ot registered yet
7 7 1s the selected domain cdi
M- European Commissich

( authenticates your identity on ) S Change your domain

European Commission websites

| m—
Password

erasmusentrepreneurs
requires you to authenticate _

P More options...
w

* Required fields

Last update: 24/07/2012 (3.1.1-m) | 11 ms | & ToD

Login will fail if you do not select the correct domain!!

3.5

3.6

Complete all pages of the Erasmus for Young Entrepreneurs registration
form.

Click Submit on the last page.
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Result:  You will receive an email asking to confirm your application:

DI ELECTRONIC MAIL

File Edit Mail Window Help

Reply | Reply All | Forward | Delete | Compose |

From: noreply-erasmus-entrepreneurs@ec.europa.eu
Cc:
Date: 19 November 2012

Subject: Request to confirm your application for the Erasmus for Young Entrepreneurs
programme

Please do not reply to this email address. This is a no-reply address and your email will not be
treated. Instead, please address your email to the contact details below.

Dear Mr Goéran,

We received your request to register for the Erasmus for Young Entrepreneurs programme.
To confirm your request, please click the following link:
http://webgate.ec.europa.eu/enterprise-

portal/index.cfm?fuseaction=portAR create user.confirm&source=conference&CFID=16117
5&CFTOKEN=9a6cac75df673adeDE-913adb33d3029684&randomize=0.50311078768

This confirmation process is mandatory in order to ensure that you are the author of the request.
IF YOU DO NOT CONFIRM, YOUR APPLICATION WILL NOT BE PROCESSED!

Erasmus for Young Entrepreneurs Support Office
c/o EUROCHAMBRES

Avenue des Arts, 19 A/D « B-1000 Brussels, Belgium
Tel: +32 2 282 08 73 « Fax: +32 2 280 00 38

E-mail: support@erasmus-entrepreneurs.eu
http://www.erasmus-entrepreneurs.eu/

Figure 5 - Application confirmation request email
3.6 Confirm your application by clicking the link provided in the email message.

Result:  Your application is immediately sent to your IO for approval.

T

5 - You can edit your application details from the dedicated 'My Network’ section of the
Enterprise and Industry e-Services Portal as long as you have not been accepted by
your 10.
To do so:

— Open the Enterprise and Industry e-Services Portal at:
https://webgate.ec.europa.eu/enterprise-portal/index.cim?fuseaction=stk public mynetwork.main

— Click Login.

— Enter your ECAS login name/email address and password, and click Login!

Result:  Erasmus for Young Entrepreneurs appears as a 'network’ where you have
requested to participate.

— Click the Applied button next to the Erasmus for Young Entrepreneurs network.
Result:  All your application details are readily editable.

— Browse the successive pages of the application form, make the appropriate
changes and save.

User Manual Getting Started « 8
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You will be notified when accepted and receive access to the Erasmus IT
Management Tool:

[<l ELECTRONIC MAIL EEE

File Edit Mail Window Help

Reply | Reply All | Forward | Delete | Compose

From: noreply-erasmus-entrepreneurs@ec.europa.eu
Cc:
Date: 20 June 2012
Subject:  Erasmus for Young Entrepreneurs: result of your application

Please do not reply to this email address. This is a no-reply address and your email will not be
treated. Instead, please address your email to the contact details below.

Dear Mr Goran,

We are pleased to inform you that your application for the Erasmus for Young Entrepreneurs
programme has been accepted.

Your Intermediary Organisation will contact you shortly to organise your Erasmus for Young
Entrepreneurs exchange.

Meanwhile, you can already search in the online catalogue for a partner entrepreneur at
https://webgate.ec.europa.eu/erasmusentrepreneurs.

Your Erasmus for Young Entrepreneurs login & password will be required.

Please refer to the IT user's guide available in the HELP menu for further help and
assistance.

Entr&Go Partners

Rue des entreprises, 100 A/D
B-1000 Brussels

Belgium

Figure 6 — Application accepted email

Using the link provided in this third email and your ECAS login nhame and password,

you will be able to access the Erasmus for Young Entrepreneurs IT Management

Tool.
Please contact the Erasmus for Young Entrepreneurs Support Office

(http://mwww.erasmus-entrepreneurs.eu/page.php?cid=18) if you haven't received

this information.

-~ :

-

Please note that if, for some reason, your 10 should decide to change your status
from 'Accepted’ to something else (e.g. 'On Hold’ or '‘Back to applicant’), then your

access to the Erasmus for Young Entrepreneurs IT Management Tool will be
limited until you are accepted again. For example, you will no longer be able to
browse the catalogue of entrepreneurs and perform matches.
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Starting the Erasmus IT Management Tool

¢ To start the Erasmus IT Management tool

1.

Type the following URL in the address bar in your web browser:
https://webgate.ec.europa.eu/erasmusentrepreneurs/

Click Login:

.t Important legal notice
B ’ Erasmus for Young Engich (EN) *
European Commission > Enterprise and Industry > Contact | Privacy statement | Logout

Home

Welcome
In order to access the "Erasmus for young enirepreneurs application”,

please login (you will be redirected to the European Commission
authentication service).

If you want to register as a New/Host entrepreneur, please register.
I % ‘ Register as an entrepreneur

Figure 7 — Login page

Enter your ECAS Username (or email address) and password, and
click Login!

Contact | Privacy Statement | English (en) e

EUROPEAN COMMISSION AUTHENTICATION SERVICE
L. (ECAS)

El
e External

EUROPA > Authentication Service > Login

New password ~ Sign Up  Help

Log I ot registerad yer

7 Is the selected domain correct?
j ‘External Chanage it
i ’ 7 /
authenticates your identity on Username or e-mail address
{ st | R,

" = Password
Enterprise e-service portal
requires you to authenticate _

P More options...

Lost vour password?

* Required fields

Last update: 24/07/2012 (3.1.1-m) | 9 ms | & Top

Figure 8 — ECAS login page

Result:  The Home page of the Erasmus IT Management Tool
appears.
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Click the Lost your password? hyperlink on the ECAS login page if you don't
remember your password.

Contact | Privacy Statement | English (en) .

EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

Commission External

European

EUROPA > Authentication Service > Login

New password ~ Sign Up  Help

Login Not registered vet

{Z' ~ Isthe selected domain correct?
._./,«J- ; External Change it

Tyt

authenticates your identity on Username or e-mail address

( European Commission websites )

- « Password

Enterprise e-service portal
requires you to authenticate

Lost vour password?

* Required fields

Last update: 24/07/2012 (3.1.1-m) | 9 ms | & Top

You will then receive an email with a link to set a new password of your choice.

Please note that you can't request a new ECAS password before your current
password is at least 1 day old, and you should click the link in the new password
email within the next 1h30.
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Using the Erasmus
IT Management Tool

IN THIS SECTION

Consulting Intermediary Organisation Details 13

Reviewing your Application Data 16

Changing 10 17
Initiating a Relationship 28

Further Elaborating a Relationship 36

The Erasmus IT Management Tool is a free online tool that is offered to host as
well as new entrepreneurs once their application to the Erasmus for Young
Entrepreneurs programme has been accepted.

Every entrepreneur accepted to the Erasmus for Young Entrepreneurs
programme has access to the following features:

consulting 10s and 10 details

e reviewing your application details

o  performing matches / consulting automatic match suggestions in order to
find potential partners for an exchange

e initiating a relationship for a counterpart entrepreneur

o further elaborating and executing a relationship
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Consulting Intermediary Organisation Details

IO List

Filter options are available at
the top of the list to look for
specific 10s

Either type the searched string
in full, or use a '%' (percent
sign) as a wildcard to replace
any number of characters in a
string.

For example, to find an 10 with
the word ‘commerce' anywhere
in the name, type
%commerce% in the '10 name'
filter box. This may find I0s
like: 'Bulgarian-Romanian
Chamber of Commerce and
Industry', ‘Chambre de
Commerce et d'Industrie de
Paris', 'Doncaster Chamber of
Commerce Entreprise’, etc.

The 10s menu contains two options to view a list of all IOs participating in the
Erasmus for Young Entrepreneurs programme, as well as contact details of the
10 that you chose to work with (and of any other 10 with which you may have
entered a relationship when contacting a counterpart entrepreneur).

¢ Toview the full IO list:

1.

From the Erasmus for Young Entrepreneurs menu, select IOs > IO
list:

»y Erasmus for Young
/

European Commission > Enterprize and Industry >

Home | Search/Match

l.@]s
Change 10

Relationships (0) Ry application data Help

Result:  This will open a list of all I0s participating in the Erasmus for
Young Entrepreneurs programme. Every 10 is identified by a
unique IO code, name and shortname as well as by its
country and an indication whether the IO acts as the 'Lead
IO’ of its European Partnership (EP):

‘ . Erasmus for Young lmp__’;gf‘f(;,f)mv

Contact | Privacy statement | Logout
‘Welcome Killy FUJI [New entrepreneurs’

European Commission > Enterprise and Industry >

Home  10s  Search/Match  Relationships (1) My applicationdata  Help B &8 |
List of 10s
5 10 code 4 EP acronym Cycle EP leader 10 name 10 shortname  Cnt.  Status Representative Contact
Q | I | I ] ] [_far ] !
Associazione
Piccole & Medie
10013 - 1 No Industrie della  API_Varese g
Provincia di
Varese
100136 2 Yes ENTR-INTI ENTR-INTI BE
100136 1 No ENTR-INTI ENTR-INTI e
100138 ) No UNIV United  UNIV iy
Institutul
10014 1 Yes Fostliceal 1°F 7O
Phoenix
10015 1 No Tellus Limited  TELLUS UK
10015 1 ves Inna TSD Inno_TsD FR
S.a.rl.
Fundacidn
10017 - 1 N Madrimasd FCm+d £s
para &l
Conocimiento
Foundation for
10018 - 1 No Research and  poary Gr
Technelogy
Hellas
Institute de
10019 - 1 Yes Fomento INFO_MURCIA ES
Region de -
Murcia
Institute de ¥
10019 - 2 No Fomenta INFO_MURCIA Es {
Region de -
Murcia
Fundacicn
Centro Europeo
10020 - 1 No de empresss e CEEIM £s
Innovacisn de
Murcia
Fundacidn
Universidad
10021 - 1 No Empresa de la FUERM ES
Region de
Murcia
103 1 N Sviluppo Italia oy ™

Figure 9 — 10O List
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l Please note that the list of 10s is also available from the public Erasmus of Young
Entrepreneurs website, at http://www.erasmus-entrepreneurs.eu/page.php?cid=05.

My [Os

2. Tofilter the list or look for a specific 10, enter any known information

about the searched IO in one or several filter boxes at the top of the

page and click Q

Or

To sort the list, click on the desired column header at the top of the
list. This will sort the list in ascending order. You can click on the same
column header again to reverse the sort.

The My I0s menu option displays information about the IO that you chose to
work with, as well as any possible 10 with which you may have entered a
relationship when contacting a counterpart entrepreneur.

To view the details of your 10:

From the Erasmus for Young Entrepreneurs menu, select 10s > My
[Os:

°**» Erasmus for Young

)

European Commission > Enterprise and Industry >

Search/Match Relationships (0} My application data Help

Click the A filter icon.

Result: This will display general information about your 10:

OF  Asive

Figure 10 — My I0s
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The different dates on an IO's profile are important as they determine the
availability of the 10 in selection lists as well as the access of its staff to the
Erasmus IT Management Tool. More specifically:

Invisibility date: date as of which the 10 will no longer be available for selection
when completing new application forms. HEsS/NEs already linked to the 10, as
well as all staff of this 1O, will be alerted by email (see Appendix, p.57).

Activity end date: date as of which the 10 will no longer be allowed to suggest
new relationships + any existing relationships before the EC Approval status
involving the 10's entrepreneurs will be cancelled.

Contract end date: date as of which access of the IO's staff to the IT
Management Tool will be limited to viewing and printing + validating feedback
guestionnaires.

Block date: date as of which the 10's staff will be denied access to the Erasmus
IT Management Tool.

TIP: think of changing 10 if your current IO is scheduled to end its activities soon!
(See 'Changing IO, p.17).

3. From the page displaying your 10, you can further click the |.9 icon in

front of the 10 code for a list of people in charge of the Erasmus for
Young Entrepreneurs programme within the organisation.

User Manual

Consulting Intermediary Organisation Details

15




Erasmus for Young Entrepreneurs IT Management Tool

Reviewing your Application Data

Using the My application data menu, you can review all information that you
submitted on your online application form when applying to the Erasmus for
Young Entrepreneurs programme.

Please note that it is not possible to edit this information after being
accepted. Please contact your 10 if you need to update your application data.

¢ To view your application data:

1. From the Erasmus for Young Entrepreneurs menu, select My
application data:

o)

European Commission > Enterprise and Industry >

Erasmus for Young
entr "eneurs

Search/Match

Relationships (1)

This will display a copy of the multiple page application form, with
options to edit the information that you submitted:

' s Erasmus for Young
v/ Entrepreneurs

Erasmus for Young Entreprencurs

Welcome

& Pring

WWelcome b the regisiration form 1o pamcipate

Il
Th Information you enter into This mus-page ! ||

Motreation

Drganisaton (on e 1351 page of Mg questions
10 8101 Ralf comple BT

10 wall nnmally conkact you within 2 weeks of y
been processed and accepted by your 10, the |
catalog Fvadable o all 108 3nd he Accepted H
indicatbed otheraise.
Do you want o register as
B HEW or a HOST Mew entrepron
ontropronour:

] inthe My intention i 1 skt B It Tl of iy 1
Erasmus fof Young wish to Snd an company stain high
Entrepreneurs S0eCialised Components 1o Use under eavy 10ad conamons. inlerested
[programme and state partnirs would be willing to consider infegrating thise components ity
YOur axpactations. (Up to our ydraube check vales.
200 words):

Please upload your CV (e
(Europass CV lormaty: P e
Pleasa give a short

amerview of your plars 1o .

_Nouw g Slart  business : (o) i Pléass Spocily your man
prosuct o s dea ) zlnmw'-l' basimens sector: EHAIAl MACKNAC AOSUCHAR, IRSHALIRIN, A and maintenance
Tishe s s ""“mm‘.‘f"’""-" sesign an Ploase specily your Agncultural, forestry, It machingry procuckon.
Last name : CUEBEL . n‘mwm"::: componel oy business 3 tallation. repair Water
" sectors, if any: and apicultural products and distribuion, Sewage. refuse. deaning and
First name ; Maring mnﬂmsrblorz:m Sanices AOOMANS] BVicE
Organiisation name : EcoLinguse M ons)-
iy " Please upload your
Address .:l::::s nénug his
. ybe . Geographical preferences
ity : Crévoun-Mousty vallable 10 your chosen -0 T 0T Pleass indicate your
10, Nt 10 Othar
Country : Bedgium el ol predenmed country for e France
- exchange:
FRORS] 32 10402709 EXRRrience in running a P B e
Fax: 00 10402700 business fin years): possi e 3 ady gal Spain
Email : conlaclEwcoling Previous working enchange:
\Wabait [ of 05
monaths):
Durate
Please spacily your Pladse specity your
womor tongue: | preferved length of the 2

exchange (in months):

Piease specity other
languages in whichyou EnglisnF || Please specify the months
are comlortable working: in which you will be  August September 2009 Oclober 2009 November 2009 Decomber
- avadiabla for the 2009 2009
enchange:
Sedection of K
aase select
inbermediate organisetion [France] 10011 Chambie de Commencs of Mndustng de Fans
(L=
Further refevant

information, including Preferably 3 company with experience in seling components 1o African or
South Ay

spocial
wishes, hobbies, etc.:

Figure 11 — View your application details
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Changing IO

Using the Change 10 option in the I0s menu, you can change your current 1O
and go to an other one.

The decision to change your IO may be dictated by personal preferences (e.g.
you are somehow dissatisfied with your current 10, you are moving to another
country, etc.).

Alternatively, you may also be compelled to do so if your current 10 is due to end
its activities soon for example. In this case (except if you are an NE and you
have successfully completed an exchange or if your status is no longer
'‘Accepted’), you will receive an email notification approx. 2 months beforehand,
prompting you to select another 10 — see Appendix p.57 (unless your 10 itself
takes the initiative to re-assign you to a privileged new 10 that might suit you
before that).

Please note that after changing your 10, your application will be reset to 'Applied'
until the new 10 decides to accept you. During this provisional period, you will
have only limited access to the Erasmus IT Management Tool.

— Please note that it is NOT possible for your or for your current IO to re-assign you
to an other 10 if your are involved in a relationship that is currently in the Relationship
Execution Workflow. In this case, the only way would be to cancel the relationship.

— Selecting a different 10 if you are involved in a relationship that is in the Relationship
Building Workflow is only possible if you accept to lose any 'building’ relationship
where you are currently involved.

¢ Tochangeyour IO

1. From the Erasmus for Young Entrepreneurs menu, select 10s >
Change 10.

2. Click the click here to choose another 10 hyperlink on the Change
your 10 page.

3. Select the desired 10O on the online map and click Choose this
organisation:

Change your 10

Please note that the g; icon will

be replaced by a - i multiple
10s are located very close to each

other. In this case, click L J to
locate those 10s with a greater
zoom factor on the map.

The ? indicates your home
address as specified on your
application form.
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Result: The selected 10 is now displayed as '‘New IO’ on the
Change 10 page.

4. Complete the 10 change motivation box with some information about
why you wish to be re-assigned to the selected 10. This information
will be visible to the new 10.

5. Click Save.

Result: You are now proposed to the newly selected 10, with a
status of 'Applied'. The new 10 now needs to accept you for
you to re-gain full access to the Erasmus IT Management
Tool.
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Searching and Matching

The Search/Match menu allows you to browse through the 'Catalogue’ of fully
accepted, active entrepreneurs. The Catalogue is the central online repository
containing the profiles of all such entrepreneurs. The Search/Match menu gives
access to the Catalogue. It enables both entrepreneurs and IOs to look for
potential exchange partners, consult candidates’ profiles and propose
relationships.

The content of the Catalogue depends on your profile in the Erasmus for Young
Entrepreneurs programme, i.e.

o If you are a New entrepreneur (NE):
The catalogue allows you to browse and search any host entrepreneur who
has been accepted in the Erasmus for Young Entrepreneurs programme;

o If you are a Host entrepreneur (HE):
The catalogue will allow you to browse and search any new entrepreneur
who has been accepted in the Erasmus for Young Entrepreneurs
programme.

A central option available from the Search/Match menu is to perform score-
based matchings in order to find instantly the closest fitting counterparts for a
potential exchange. Matching scores are calculated based on similarity
percentages between the answers that you provided to key questions on your
application form, and the answers submitted by other interested entrepreneurs
in the Catalogue.

Please note that if your 10 should, for some reason, decide to change your
status from 'Accepted' to something else (e.g. 'On Hold' or '‘Back to applicant'),

or if you have been flagged Inactive (h), have decided to withdraw (h) from
the Erasmus for Young Entrepreneurs programme or have been withdrawn by
your 10, or if you are a New entrepreneur and have already participated in an

exchange (h) (see 'Checking Your Activity Status', p.45), then your access to
the Erasmus for Young Entrepreneurs IT Management Tool will be limited until
you are accepted again, and the search and match features (among others)
will be temporarily disabled. Similarly, counterpart entrepreneurs are removed
from the Catalogue if they are in a similar situation, which means that you
won't be able to find them using the Search/Match features.
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Searching Counterparts

Note that entrepreneurs

highlighted in grey are

temporarily unavailable, either

because:

— they have a Low Active status
(see p. 54)

— they are currently reserved by
their IO

— they are involved in a
relationship that is currently in
the 1-Relationship Building
Workflow

Filter options are available at the
top of the list to look for specific
entrepreneurs.

Either type the searched string in
full, or use a '%' (percent sign) as
a wildcard to replace any number
of characters in a string.

For example, to find entrepreneurs
with '‘pharma’ anywhere in their
primary domain, type %pharma%
in the 'Primary domain' filter box.
This may find entrepreneurs with
'Medical equipments,
pharmaceuticals and personal
care products' as primary domain.

¢

Result:

To look for a specific counterpart:

From the Erasmus for Young Entrepreneurs menu, select
Search/Match > Search NE or Search HE (depending on whether
you have a Host or a New entrepreneur role in the Erasmus for Young
Entrepreneurs programme):

»= Erasmus for Young
)
European Commission > Enterprise and Industry =

Home 10z Relationshif = (0) My application data Help

List an{’_")

Matching suggestions

Figure 12 — 'Search HE' menu

The full list of counterpart entrepreneurs is displayed:

Impertant legsl netica

Erasmus for Young { Engish (£n) W]

X

European Commission > Enterprise and Industry >

Contact | Privacy statement | Logout
e Mariel p 5

] .lﬂ-l

Meme IO Gearch/Match  Relsbianships {1} My appheation data  belp

Search new entreprencurs || Advanced search
Fullname Country 10  Primary domain Secondary domain(s) Primary country Secondary countries Hother tongue Comm. langs Req. langs

B, viaits 7, office®s
IT, oMfice and
. France -
. - commurezatan . Engiish
@ [ I sgun oo evamen S - Groece french v
- services and Sewnge, refuse Parcial Soanish
supglies clearing and i
-
T, ofice and g
i cammunication Fra Bunc
WA [o] DR melgium SEQUA ecuipment, Tk Franch Englsh Engiigh
, services and el Sparish
supglies .
|1 m,offcaand France.
el | ¥ I tion : Cunch
W* (o] ‘Susks Letea SEGUA 5 e French Ersglaih
jaser ; Fortugal Spacssh
Total: 3

Figure 13 — Custom list of counterpart entrepreneurs

To look for a specific counterpart, complete one or a combination of
filter boxes at the top of the page to find the counterpart that you are

looking for, and click to apply the filter:

Search new entreprenenrs} [Advancad search ]

—y % Visits Fullname Country I0 Primary domain Secondary domain(s) Primary country Secondary countri
== | [ I | I

ill in your criteria and click the Search icon.

Figure 14 — Counterpart search filter

Or,
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Text search is very powerful. It
can find any word completed
by an entrepreneur anywhere
on his application form (incl.
Motivation, Objectives, Specific
skills, etc.).

Check the Search also in
attached CVs box to extend
text search to the content of the
entrepreneur's uploaded CV.

Note that the search does not
distinguish accented and non-
accented characters.

For example, the word 'sécurité'
will be matched whether you
type 'securite’ or 'sécurité’; the
word 'Geschéftsverkehr' will be
matched whether you type
'Geschaftsverkehr' or
'Geschaftsverkehr'.

Erasmus for Young Entrepreneurs IT Management Tool

Select the second tab, Advanced search, to enter more specific
search criteria:

Search host enveprenurs | Advanced search| |

Using this screen, you can perform combined search operations, by entrering the search requirements into each of the sections. Any section which is left
cembined with 2 legical AND.

I am looking for a new entrepreneur with the following word/text in his application profile:

I search also in attached Cvs

[ help

1 am looking for a host entrepreneur ing the
I” Bulgarian ™ Dutch ™ French I I1talian I™ Maltese I Romanian ™ Swedish
™ Croatian ™ English ™ German ™ Latvian ™ Norwegian ™ Slovak

I Czech I™ Estonian I Greek ™ Lithuanian ™ polish ™ slovenian

I” Danish I Finnish ™ Hungarian I Macedonian I” Portuguese I Spanish

I am looking for a host entrepreneur, who searches a young entrepreneur knowing the following language(s):

I” Bulgarian ™ putch ™ French I 1talian [ Maltese I Romanian 7 swedish
™ Croatian ™ English ™ German I™ Latvian I Norwegian I Slovak

I Czech I Estonian |7 Greek ™ Lithuanian I Polish ™ Slovenian

I Danish I Finnish I Hungarian I Macedonian I Portuguese I Spanish

1 am looking for a host entrepreneur who has activities in one of the following business sector(s)

I™ advertising, premotion, printing, media and related products and services
™ Agricultural, forestry, horticultural, aquacultural and apicultural products
and services

™ Architectural, construction, engineering and inspection services

I™ automotive industry

Chemical products

Clothing, footwear, leather and textile, luggage articles and accessories
Community, social and personal services

Construction sector and real estate

Distribution and Retail sector

Education and training services

Electrical machinery, apparatus, squipment and consumables; lighting
Energy, fuel, electricity and other sources of energy

Financial and insurance services

Food, beverages, tobacco and related products

[ e e W e e e R e

Furniture, furnishings, domestic appliances and cleaning products

I am looking for a host entrepreneur in one of the following countries

™ Estonia [~ Germany [ Ireland
7 Belgium [~ CzechRepublic [~ Finland [~ Greece I 1taly

I™ austria [T cyprus

I~ Bulgaria [~ Denmark [~ France [~ Hungary [ Latvia

I Handicraft, art materials and accessaries

I™ Health and social wark services

I™ Hotel, restaurant, tourism and travel services

I™ 1T, office and communication equipment, services and supplies
I Industrial machinery production, installation, repair and
maintenance

™ Legal, fiscal and cther consultancy services

I™ Medical equipments, pharmaceuticals and persenal care products
™ Mining, machinery for mining, basic metals and relatec products
™ Music, theater, events and related cultural and entertainment
services

I” oraanic/Bio/Eco products & services

™ Research and development equipment & services

™ Security, fire-fighting, police and defence equipment

I Transport and Logistics services

™ water distribution, Sewage, refuse, cleaning and environmental
services

™ Lithuania [T Netherlands [~ Romania [~ spain
[~ Luxembourg [~ Poland [ slovakia [~ sweden
™ Maka [~ Portugal [~ Slovenia [~ United Kingdom

Search || Clear

Figure 15 — Search HE — Advanced search

— Type or select your search criteria.

— Click Search at the bottom of the page.

3. You can further view the details of specific entrepreneurs in the list by
clicking the 2l Application details PDF icon in front of their names:

&5 Etienne
‘Eh - Iil FICCN
Application details PDF

Note the visit counter in the # Visits column:

# Visits

i

Belgium CoopsEurope

The counter in the "# Visits' column is automatically incremented by 1 per
session if you click the E icon next to an entrepreneur to view his/her profile.

The count continues from session to session unless you reset it using the
User Profile feature (see 'Customising the Interface’, p.42).

Note that some host entrepreneurs may have requested that their contact
details should be visible only upon request to their 10 (i.e. Visibility Option 2
on the last page of their application form) or only to the parties involved if
they enter into a Draft relationship (i.e. Option 3). If this is the case, the
Profile section on the host entrepreneur detail page will be either empty or
contain a link to the related 10 instead of the host entrepreneur's full details.
Click this link to request information from the 10.
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Consulting the List of Counterparts

The List all NE/List all HE menu options are used to display the full list of NEs
(i.e. if you are a host entrepreneur) or the full list of HEs (i.e. if you are a new
entrepreneur) present in the Catalogue. Entrepreneurs are included in the
Catalogue when they have been fully accepted to the Erasmus for Young
Entrepreneurs programme.

¢ To browse through the list of counterparts

1. From the Erasmus for Young Entrepreneurs menu, select
Search/Match > List all NE or List all HE (depending on whether you
have a Host or a New entrepreneur role in the Erasmus for Young
Entrepreneurs programme):

sy Erasmus for Young
/
European Commission > Enterprise and Industry >
Home Os Relationslips (0) My application data Help
Search HE
1Al me
Figure 16 — 'List all HE' menu
Result:  This will display the full list of counterparts present in the
Erasmus for Young Entrepreneurs database:
»% Erasmus for Young 'MH:'::':??
/ '
Woena | 108 o (1) My apol . Wl — Tﬂ. i.ﬁi.:;f.g
;ﬂ:n:‘:;mm.:m Country 10 Primary domain Secondary domain(s] Primary country Secondary countries Mother tongue Comm, langs Re:
@ @ B pugum scec sutgaris utch Lo
ﬂ:u.n!vfrrr . M - .
v [ [ Mm%m ﬁ%m ol French ﬂ &
Figure 17 — List of all HEs

2. You can further view the details of specific entrepreneurs in the list by

clicking the EEl Application details PDF icon in front of their names.
-
l Please note that some host entrepreneurs may have requested that their

profile data should not be visible only upon request to the related IO. If this
case, the Profile section on the host entrepreneur detail page will be either
empty or contain a link to the related IO instead of the host entrepreneur's
full details. Click this link to request information from the 10.
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Performing Matches

Matching is the process whereby the information submitted by counterpart
entrepreneurs in the Catalogue (i.e. entrepreneurs who have been fully accepted
to the Erasmus for Entrepreneurs programme) is compared to your own

information in order to find the closest possible matches for an exchange. A
matching score is assigned to all matches.

¢

Note that some entrepreneurs may be

temporarily unavailable for matching for

some reasons, including:

e he/she is now involved in a relationship
beyond the Draft status

e he/she is temporarily 'reserved' by
his/her 10

e he/she is an NE having already
completed an exchange

e he/she has received/made the max.
number of proposals (i.e. 5)

e he/she has not logged into the IT
Management Tool for the past 6 months
and he/she is now grey-listed as 'Low
active' (see Appendix 3, p.54)

e he/she has withdrawn/been withdrawn
from the Erasmus for Young
Entrepreneurs programme

e he/she has become Inactive

(See also 'Checking Your Activity Status',

p.45).

Please note that some host entrepre-
neurs may have requested that their
contact details should be visible only
upon request to the related 10 or only to
the parties involved if they enter into a
Draft relationship. If this case, the
Profile section on the host entrepreneur
detail page will be either empty or

To perform a matching

1.

From the Erasmus for Young Entrepreneurs menu, select

Search/Match > Match me:

~% Erasmus for Young
</

European Chmmission > Enterprise and Industry >

Home 0= Relationsh as (0)

My application data Help

Search HE
List all HE

I.|atc@ suggestions

Figure 18 — 'Match me' menu option

Result:  The matching is performed on-the-fly and the list of matching
entrepreneurs is displayed below your details:
S Erasmus for Young rw:::rl
|/ 2 -
European Comenission > Enterprise and industry > e .CMIHK I.“hres‘!u.wmem I.ls
Home s (L] My ol Fa
-Fnl.rmm::&:;“wnr:m Coustry 10 Primary domain :m m
|.‘=:r.::|;2.lll.§n Host Sweden WFp  AOMISING. promaton :,:?l:‘yr:;:u.l and refated products etohori w:,:;::'.._ﬁ
oA
« Watening entrepreneses R4
RQ, sviems, Fullname Primary domain Secondary domain(s) Primary coy Secondary cos Mother tengue Comm., langs Match score =
® Ll o &= o bR @
o o] B & Frans »,‘;‘.ii. o

Figure 19 — List of matches

To view more information about one of the entrepreneurs in the
matching list, click the El Application details PDF icon in front of its

name:

Advertising,

Agricultural, forestry,

contain a link to the related 10 instead EL |i| Alexis MARCOU Host France  TPU DfﬂrgPtiD"apfirtt'"gr horticultural, aguacultural ~ Spain
of the host entre 's full : nh (w2l B (= and ap\cultural_ products
preneurs Tu details. products and and services
Click this link to request information T services
from the 10O.
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Match score details can be viewed for each match, by clicking the [dicon next to each score:

s Req. langs Match score

Maltese

Match score info

A summary of the values, relative weights and percentages of the different evaluation criteria used in the

calculation is then displayed under the matching grid. Here is some explanation:

Country:
The following combinations may be displayed next to the entrepreneurs' names in the Country column:

PRIMARY + PRIMARY: means that the NE's preferred country for an exchange matches the HE's country
of origin, and the HE's preferred country for an exchange matches the NE's cauntry of arigin
= [Score: 100]

PRIMARY + MATCH: means that the BE's preferred country for an exchange matches the HE's country of
arigin, === [Score: 90]

MATCH + PRIMARY: means that the ME's country of arigin matches the HE's preferred country for an
exchange. =>> [Score: 90]

SECONDARY + SECONDARY : means that one ofthe other possible countries specified for an exchange
by the ME matches the HE's country of arigin, and one of the other possible countries specified by the
HE matches the MNE's country of arigin === [Score: §0]

SECONDARY + MATCH : means that one ofthe other possible countries speciied for an exchange by
the NE matches the HE's country of ofigin, >3- [Score: 0]

MATCH + SECONDARY : rneans thatthe NE's country of arigin matches one ofthe other possihle
countries specified for an exchange by the HE. ==> [Score: 7T0]

NOME + NONE: means that no matches have heen found between the NE and the HE's countries of
origin, preferred and other possible countries for an exchange. === [Score: 40]

Domain:
The following comhbinations may be displayed nextto
the entrepreneurs' names in the Domain column;

PRIMARY + PRIMARY: means that the ME and the HE

have the same primary business sectar in common

»*> [Score: 100]

PRIMARY + SECONDARY: means thatthe ME's primary Domain

ngrllr;iensss sectoris one ofthe HE's secondary e —
s . 00 (NEW)

o [Score: 901 Jan Dick

! SECONDARY

(HOST) SECONDARY
SECONDARY + PRIMARY: means that one ofthe ME's
secondary business sectors is the HE's primary Score: &a
husiness sector. === [Score: 90] Criteria weight: 3

SECONDARY + SECONDARY: means that at least ane
ofthe ME's secondary business sectors matches at
least one ofthe HE's secondary business sectors
== [Score: 80]

NONE + NONE: means that the NE and the HE do nat
share any common primary nor secondary business
secior, ==> [Score: 40]

Communication languages
The following combinations may be displayed next to the entrepreneurs’
names in the Communication languages column:

MOTHER TONGUE + MOTHER TONGUE: means that the MNE and the HE have
specified the sarne mother tongue. ==> [Score: 100]

MOTHER TONGUE + SECONDARY: means thatthe mother tongue specified by
the ME matches one ofthe other languages that the HE specified as being
comfortable to work in and the HE only have one or several secondary
countries in commaon. === [Score: 90]

SECONDARY + MOTHER TONGUE: means that ane ofthe other languages that
the ME specified as being comfortable to work in matches the mother tongue
specified by the HE. === [Score: 30]

SECONDARY + SECONDARY. means that one of the other languages that the
ME specified as heing comfarahle to wark in matches ane of the other
languages that the HE specified as being comfortable to work in. »=
[Score: 50]

HONE + NONE: means that no matches have heen found hetween the ME and
the HE's mother fongues and the other languages that they specified as heing
comfartable towark in. =>> [Score: 40]

SECONDARY

Requested languages:
The following cornbinations may be displaved nextto the
entrepreneurs' names in the Requested languages column:

MOTHER TONGUE + HAS REQUEST: means thatthe ME's mother
tongue matches one ofthe languages requiredidesired hy the HE. - YES 0rHO in your row indicates whether or not
*¥» [Score: 100]

SECONDARY + HAS REQUEST: means that one of the languages that
the MNE specified being comfortable to work in matches one ofthe
languages requiredidesired by the HE.

>»» [Score: 100]

Nif + Nif\: means that the HE has not specified that any language
should he requiredidesired from the ME.
>3 [Score: 100]

NONE + HAS REQUEST : means that neither the NE's mather fongue
nar any of the languages that the NE specified being comforable to
work in matches any of the languages requiredidesired by HE.

> [Score: 0]

Expected length and availability:
The following combinations may be displayed next to the entrepreneurs' names
in the Expected length and availability colurnn:

FULL OVERLAP + FULL OVERLAP: means that the preferred length of the
exchange and the proposed period for the exchange as specified by the MNE fully
match the length and period requirements specified by the HE

»»> [Score: 100]

1 MONTH SHORTFALL: means that there is a 1-manth discrepancy between the
length and perind requirements specified by the two potential partners
> [Score: 90]

2 MONTH SHORTFALL: means that there is a 2-month discrepancy between the
length and period requirements specified by the two potential partners.
¥»» [Score: 710]

3 MONTH SHORTFALL: means that there is a 3-manth discrepancy between the
length and period requirements specified by the two potential partners.
> [Score: 50]

>3 MONTH SHORTFALL: means thatthere is a more than 3-month discrepancy
hetween the length and period requirements specified by the twa patential
partners

= [Score: 20]

Ci r ication leq ed ?I?ie:teql I?_qlgf:‘l K TS
HAS REQUEST PO
SECONDARY Q SHORTFALL YES
= 3 MONTHS
ALL
MOTHER TONGUE NONE SHORTFALL
S0 0 20 160
5 4 2 6

Formula: [{Score_1 * Weight_1) + ... + (Score_N * Weight_N)]/SUM{Weight_N)

Keywords:

you have defined keywords inyour User Profile;

Stores

All keywards were Tound (o no keywords were

defined):
> [Score: 100]

Some ofthe keywards were found:
>>> [Score: 90]

Mone ofthe keywords were found:
> [Score: 40]

If you have defined keywords as part of vour
matching criteria, this column will calculate a score
depending on how many of the defined keywords
were found on the counterpant's application form.

ALL, SOME of HONE in the counterpart's row
means that either all your keywords were found
on the counterpart's application form, only some
ofthem ar none, with the following resulting
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Note that you can change the different weightings to apply to either your current working session or
by default to future working sessions:

¢ To change the default weightings for all future sessions
x\\;_fr_‘i

&

of

1. Click the little = Change Match Weight settings icon above the Match score column:

37
&=

&

|Change Match‘Weight settings

1. tangs |ERENISERREN .

info

Result: This will open a popup to specify your matching weights:
latching entrepreneurs
Weight
Criteria 4 L 2 E
To be Low Medium High
disregarded
Country : O ® O O
Expected length and
availability : O ® o o
Domain : O O [O] O
Requested language : O (@] ® O
Keywords : O O O ®
Communication
languages : o o o ®
Preferred keywords to be found when matching
Keyword 1: | software
Keyword 2: |banking]
Keyword 3:
| Close and match again | | Cancel |

2. Select the desired weights for each matching criterion. As part of the matching criteria, you
can also define one or more keywords that the matching engine should find in text areas of
potential matches. Please be aware, however, that the more criteria you add, the more
restrictive the search, and the lower the matching score. Don’t forget, also, that applicants
may have completed their form in another language than yours. An English term will not be
found if it was entered in German for example.

3. Click Close and match again.

Result: The matching scores are immediately re-calculated based on the newly defined
matching weights. Please note that the new weights will be lost after logging out.
The default values from the User preferences will apply again (see below).

¢ Changing the default weightings for all future sessions

The standard weightings defined in your User preferences apply by default. If you want to change
the default values not only for this session but also for all future working sessions, go to the User
preferences page (see 'Customising the Interface’, p.42).
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Automatic Matching Suggestions

part of your user preferences, you can choose to receive automatic

suggestions of match proposals on a regular basis. If you select this option
(activated by default — see 'Customising the Interface’, p.42), the one best match
found by the system (i.e. highest matching score (see previous page for an
explanation about matching scores) + available for starting a relationship + not
yet suggested to you) will be sent to you by email every week, every two weeks
or every month, depending on the frequency specified in your settings.

Example of automatic matching suggestion email;
=

File

ELECTRONIC MAIL EEx
Edit  Mail Window Help

Reply | Reply All | Forward | Delete | Compose |

From: noreply-erasmus-entrepreneurs@ec.europa.eu
Cc:
Date: 26 November 2012
Subject:  Erasmus for Young Entrepreneurs: suggested match of the week

Please do not reply to this email address. This is a no-reply address and your email will not
be treated. Instead, please address your email to the contact details below.

A

R

Dear Mr Goran,

We are pleased to suggest you the following entrepreneur whose profile may match your
current preferences:

Antonielle SALVASTRATTO
Link: https://webgate.ec.europa.eu/erasmusentrepreneurs/index.cfm?fuseaction=sm.auto_sugg

The link above will open the entrepreneur's details (login and password required). If you find
the profile interesting, you can propose a relationship from that screen.

matching. You can change your preferences and the frequency in the User Profile menu.

For further information, please contact your Intermediary Organisation. You will find its
contact details below.

Best Regards,
Entr&Go Partners

B-1000 Brussels
Belgium

new profile will be suggested at the chosen frequency should you be available for

ue des entreprises, 100 A/D

Simultaneously, those best matches will also be appended to a separate list in
your Erasmus IT Management Tool, with options to view their profiles and
propose relationships — see next page.

Please note that the automatic matching suggestion features are not available
for:

host entrepreneurs who have decided to delegate the handling of
relationship proposals to their 10. (See 'Customising the Interface' p.42
for details about the delegation feature).

entrepreneurs who have requested that their profile data should NOT be
generally visible in the Catalogue, except to the parties involved if they enter
into a Draft relationship (i.e. Option 3 on the last page of their application
form).
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e
Note that entrepreneurs with a greyed

€% instead of a t-'.‘." in front of their
names have become temporarily
unavailable for you to make proposals.
Possible reasons for this include:
e you or the suggested match are
now involved in a relationship beyond
the Draft status

e you or the suggested match are
temporarily ‘reserved' by your 10

e you or the suggested match are an
NE having already completed an
exchange

e you or the suggested match have
received/made the max. number of
proposals (i.e. 5)

e you and the suggested match are
with the same 10

e you and the suggested match are
located in the same country

e you or the suggested match have
withdrawn/been withdrawn from the
Erasmus for Young Entrepreneurs
programme

o the suggested match has not logged
into the IT Management Tool for the
past 6 months and he/she is now
grey-listed as 'Low active'

e you or the suggested match have
become Inactive

o ()

¢
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To handle matching suggestions

1.

From the Erasmus for Young Entrepreneurs menu, select
Search/Match > Matching suggestions.

The Matching suggestions list is displayed:

Important legal notice|

D ") English (EN) +

European Commission > Enterprise and Industry > Contact | Privacy statement | Logout

Vielcome Sophia RABE-HESKETH [Hiew entreprencurs]

Home 10 © | My data  Help B (B8

xa, Suggestion ID__Sentto  Host p New p HostI0  NewIO  Suggestion date

L ue Ine| 541 NE Marielle TERMAND Sophia RABE-HESKETH BOF ccrp 2910-2011
> [T [T [wd] N 161 NE Hubert ALTMANS Sophia RABE-HESKETH ~ AGEC ccrp 220-2011
4> M s8 NE Stoyan DASKALOW Sophia RABE-HESKETH ~ SEQUA care 06-10-2011

Showing 1 to 3 of 3 entries | 10 |¥| rows per page i

Figure 20 — Matching suggestions list

From there, you can:
— consult the profile of one of the entrepreneurs in the Matching

suggestions list: click the He! or iH icon (depending on whether the
entrepreneur is an HE or an NE);

— view information about the 10 of one of the entrepreneurs in the

Matching suggestions list: click the or icon (depending on
whether the entrepreneur is an HE or an NE);

— start a relationship proposal with one of the suggested matches:
click the #=* in front of the entrepreneur to whom you wish to propose
a relationship, enter some comments if necessary (required if you are
an NE; optional if you are an HE), click the Start relationship button
and answer the confirmation message. The relationship will then be
immediately proposed to the selected partner, and the partner will be
notified by email.

User Manual

Handling Automatic Match Suggestions « 27



Erasmus for Young Entrepreneurs IT Management Tool

Initiating a Relationship

Once you have found potential partners for an exchange, you may decide to
initiate a relationship with one of them ahead of a possible exchange. You may
propose relationships to matching partners, or relationships may be proposed to
you by 10s or by counterpart entrepreneurs interested in your profile. Proposed
relationships are then automatically submitted to the counterpart entrepreneur
for approval.

This section explains how to propose a relationship and how to push a
relationship through the relationship building workflow (see Appendix 1 —
Relationship Building Workflow, p.52 for an overview of the workflow).

Proposing a Relationship

There are 3 places where you can propose a relationship to one or several
potential partners for an exchange:

« after performing a matching in the Match Me section
o after performing a search in the Search HE/NE List

« after displaying a list of counterparts from the Erasmus catalogue (i.e. via
the List HES/NES menu)

These 3 options will be described successively below. Additionally, proposals
can be started from the list of automatic matching suggestions (see 'Handling
Automatic Matching Suggestions', p.26) if you have enabled this option.

¢ To propose arelationship from the Match Me section

ed N 1. From the Erasmus for Young Entrepreneurs menu, select
— L Search/Match > Match me.
Note that entrepreneurs with a greyed
4% instead of a % in front of their 2. From the list of matching entrepreneurs, click the €5 Start relation
names are temporarily unavailable for proposal icon in front of the entrepreneur for a relationship (you can

you to make proposals. Possible reasons

for this include:

e you or the partner are now involved in a = = e
relationship beyond the Draft status ‘ SEASInnS fO1, Foung Engian 1

e you or the partner are temporarily

European Commission > Entsrprise and Indusiny > Contact | Frivacy stabement | L
T R PR rerine LEMERCER 1

‘reserved’ by your IO r—Y . SRR

e you or the partner are an NE having o
already completed an exchange e

propose a relationship to a maximum of 5 entrepreneurs):

Fuliname Type Country 10 Fiimary doman

e you or the partner have received/ made
the max. number of proposals (i.e. 5)

Advertising, promiction, prising. media and relaled products

Camaring
Hust Sweden HF
LEMERCIER il ien 80 and senices

e you and the partner are with the same 10

. &
e you and the partner are located in the - saheg sntrsprentes _ 1
same Country KA, avians Fullnanse Mather tongue Comm. Langs Match score »
e you or the partner have withdrawn/
T o] et . Frene English
been withdrawn from the Erasmus for % o] ToReuse " Seanan @

Young Entrepreneurs programme

o the suggested match has not logged
into the IT Management Tool for the
past 6 months and he/she is now grey-

Swedish Garman |

listed as 'Low active' @ |5 i o
e you or the partner have become =

Inactive & o Yo - tunganan -
e (..)
(See also 'Checking Your Activity Status', Figure 21 — Start relation proposal icon
p.45).

User Manual Initiating a Relationship « 28



Filter options are available at
the top of the list to look for
specific entrepreneur.

Either type the searched string
in full, or use a '%' (percent
sign) as a wildcard to replace
any number of characters in a
string.

For example, to find
entrepreneurs with ‘pharma’
anywhere in their primary
domain, type %pharma% in the
'Primary domain' filter box. This
may find entrepreneurs with
'Medical equipments,
pharmaceuticals and personal
care products' as primary
domain.
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In the Start proposal popup window, enter some comments if
necessary (required if you are an NE; optional if you are an HE), click
the Start relationship button and answer the confirmation message.

The relationship is immediately proposed to the selected
partner, who is subsequently notified by email. The partner is
then expected to adopt or discard the proposed relationship
(see next section).

Result:

¢ To propose arelationship from the Search HE/NE section

1.

From the Erasmus for Young Entrepreneurs menu, select
Search/Match > Search NE or Search HE (depending on whether
you have a Host or a New entrepreneur role in the Erasmus for Young
Entrepreneurs programme).

Complete one or a combination of filter boxes at the top of the page to

find the counterpart that you are looking for, and click to apply the
filter.

From the list of entrepreneurs, click the €5 Start relation proposal
icon in front of the entrepreneur to whom you would like to propose a
relationship (you can propose a relationship to a maximum of 5
entrepreneurs):

1 Search new Entrepreneurs | Advanced search !
Haa Fullname Country 10 Primary domain Secondary domain(s) Primary country Secondary countries Mother tongue Comm. langs
ik IT, cihcets
e James e French ST
% 0 Belpum  CCIP French
BLLNT Spanish
France Cutch
L Markis  gajgiur s Ttaly e
Ul 0 CRownp Seleivm SEQUA Malta g "‘r Eng
Porgal Spanis!
Py 1 Albest D S Cyprus = Estonisn
- L} MONACD & E Greece French Slovak
Agricultural, forestry,
hrticultural,
aquacultural and
: : icultural products and ; English
7 Antoine Education and ekl i Remania :
o imngn Denmark SEQUA (SHETRSERTE e Paland Sk French poeh
Stk refation inoprsa sEmmuncition
equipment, serces and
supplies
LLaly Culch
& [ i Frence  SEQuA Malts French English
= Fartugsl Sparsth
supplies
T, olfice ard . . France
s eommunication  Industrial machinery Dutch
% M Susta  Lanis  SEQUA equi d i ion,  Spain Maka French English
ASET serices and repair and mantenance Partugal Spanish
supplies Lo

Figure 22 — Start relation proposal icon

The system asks you or prompts you to add some
introductory text. This text will be included in the email
notification that the counterpart entrepreneur will receive
about the proposed relationship. It is mandatory if you are an
NE and optional if you are an HE:

Result:

|:|I want to add a proposal message/comment:

[ Start relationship ] [ Cancel ]

Start proposal popup window — for HEs
Or,
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Flease add a personal message to the HE outlining why you have chosen to propose
arelationship to him/her. Please outline your motivation/reasoning why an exchange
between the two of you could be beneficial.

[ Start relationship ][ Cancel ]

Start pr'bbbéa'lnbopup window — for NEs

4. To add some accompanying text:

(- if you are an HE, first select the | want to add a proposal
message/comment check box;)

— type your text in the text box;
— click Start relationship;
— answer the confirmation message.

Result:  The relationship is immediately proposed to the selected
partner, who is subsequently notified by email. Any text that
you may have defined at step 3 is also included in the
message body. The partner is then expected to adopt or
discard the proposed relationship (see next section)
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&d &S
Note that entrepreneurs with a greyed

€ instead of a & P in front of their

names are temporarily unavailable for

you to make proposals. Possible
reasons for this include:

e you or the partner are now involved
in a relationship beyond the Draft
status

e you or the partner are temporarily
‘reserved' by your IO

e you or the partner are an NE having
already completed an exchange

e you or the partner have received/
made the max. number of proposals
(i.e. 5)

e you and the partner are with the
same |10

e you and the partner are located in
the same country

e you or the partner have withdrawn/
been withdrawn from the Erasmus
for Young Entrepreneurs programme

e the suggested match has not logged
into the IT Management Tool for the
past 6 months and he/she is now
grey-listed as 'Low active'

e you or the partner have become
Inactive

e ()

(See also 'Checking Your Activity

Status', p.45).
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¢ To propose arelationship from the List of HES/NEs

1.

From the Erasmus for Young Entrepreneurs menu, select
Search/Match > List all NE or List all HE (depending on whether you
have a Host or a New entrepreneur role in the Erasmus for Young
Entrepreneurs programme).

From the list of entrepreneurs, click the 5> Start relation proposal
icon in front of the entrepreneur to whom you would like to propose a
relationship (you can propose a relationship to a maximum of 5
entrepreneurs):

|[advanced search

List all new
X __ Fullname Country 10  Primary domain Secondary domain(s) Primary country Secondary countries Mother tongue Comm. Is
£ VEarts T, office¥
Industrial machinery
IT, office and  production, installation,
- communication  repair and maintenance e g English
E% [0 SUwe  Belgium CCIP  equipment, water distribution, Spain o French
services and Sewage, refuse, Y Spanish
Portugal
supplies cleaning and
environmental services
T, officeang  Industial machinery .
o warkus communication  FC e rrenance oy Dutch
5 Bel
E 4 [o] GRonoy Belwm  sequa equipment, Music, theater, svents 0" Malta English ah
services and g Mealeh sole : Spanish
G and related cultural an Portugal
entertainment services
Agricultural,
forestry,
horticultural, Hotel, restaurant,
Py Albert DE 1 4 ' - Cyprus Estonian
E % [0]  fonAcH Denmark EMC  aguacultural and  tourism, travel services  Slovakiaikis S French S
apicultural and wellness
products and
services
Agricultural, forestry,
herticultural,
squacultural and
apicultural products and English
S [q] Antoine Education and Romania
B% Rimits Denmaric SEQUA poucSBSRANS  services Poland it French Polish
T, office and Spanish
Start relation proposal communication
equipment, services and
supplies
1T, office and
5 e communication  Industrial machinery Italy Dutch
B & [0] REigHo France SEQUA equipment, production, installation,  Spain Malta French enalish
services and repair and maintenance Portugal Spanish
supplies
1T, office and
communication  Industrial machinery il Dutch
r=e* (o] |susta Latvia  SEQUA i i Spain e French English
1alta
ASET services and repair and maintenance Spanish
Portugal
supplies

Figure 23 — Start relation proposal icon

The system asks you if you wish to add some introductory
text. This text will be included in the email notification that the
counterpart entrepreneur will receive about the proposed
relationship. It is mandatory if you are an NE and optional if
you are an HE:

Result:

x
DI want to add a proposal message/comment:
[ Start relationship ] [ Cancel
Start proposal popup window — for HEs
Or,
x

Please add a personal message to the HE outlining why you have chosen to propose
a relationship to him/her. Please outline your motivation/reasoning why an exchange
between the two of you could be beneficial.

[ Start relationship ][ Cancel ]

Start p'rob'bsél' popup window — for NEs
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3. To add some accompanying text:

(- if you are an HE, first select the | want to add a proposal
message/comment check box;)

— type your text in the text box;
— click Start relationship;
— answer the confirmation message.

Result:  The relationship is immediately proposed to the selected
partner, who is subsequently notified by email. Any text that
you may have defined at step 3 is also included in the
message body. The partner is then expected to adopt or
discard the proposed relationship (see next section).
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Adopting/Discarding a Proposed Relationship

The Relationship List gives a temporary overview of all relationships that have
been proposed either by you or to you by other entrepreneurs or 10s.
Relationships that have been proposed to you require your decision to either
agree and go further on with the relationship, or discard the proposal if you are
not interested.

You will be notified by email whenever a new relationship is proposed to you:

D< ELECTRONIC MAIL EEE|

File Edit Mail Window Help

Reply | Reply All | Forward | Delete | Compose |

From: noreply-erasmus-entrepreneurs@ec.europa.eu
Cc:
Date: 26 November 2012
Subject:  Erasmus for Young Entrepreneurs: relationship proposal

Please do not reply to this email address. This is a no-reply address and your email will not
be treated. Instead, please address your email to the contact details below.

Dear Mrs TERNAND,

You have been selected to participate in a relationship within the exchange programme
‘Erasmus for Young Entrepreneurs’ (reference RLT781). Please follow the link below in

order to find more information on the proposed relationship and accept or reject it:
https://webgate.ec.europa.eu/erasmusentrepreneurs/index.cfm?fuseaction=relationship.edit&
rit_id=781

We kindly invite you to react within 2 weeks following the date this mail has been sent to
you. Your quick reaction will allow us to move on to the next steps.

Best regards,

Entr&Go Partners

Rue des entreprises, 100 A/D
B-1000 Brussels

Belgium

10 staff coordinates:

Gerard Fonteyn
gerard.fonteyn@entrgo-partners.be

Figure 24 — Email notification of a proposed relationship

and a red number between parentheses in the Relationships menu of the
Erasmus for Young Entrepreneurs IT Management Tool indicates how many
proposed relationships are awaiting your decision:

Search/Match Relationsliips (1) Help

The same holds true for potential partners.

As soon as you decide to accept a relationship that is proposed to you, or as
soon as the counterpart entrepreneur accepts a relationship with you, the status
of that relationship changes from Proposal to Draft, and the Relationship List is
immediately reduced to a detailed view of the retained relationship.

For details about the successive status flags and icons for a relationship and
where you are supposed to take action, please refer to Appendix 1 —
Relationship Building Workflow, p.52 and Appendix 2:

Relationship Execution Workflow, p.53.

| "l

Please note that host entrepreneurs (not new entrepreneurs) have the option to
delegate the handling of relationship proposals to their 10.
See 'Customising the Interface' p.42 for details.
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¢ To adopt a proposed relationship

HE/NE — HE/NE — HE/NE
Color codes are used in the Actors
column to indicate whose action(s)
is(are) now expected. Red means

that an action is expected from the
related actor; green means that the
actor has done his part of the job.

Other actors at a later stage include:

NIO  New Entrepreneur's |10
HIO Host Entrepreneur's 10
NEP New Entrepreneur's Lead 10
HEP Host Entrepreneur's Lead 10
EC  European Commission

1. From the Erasmus for Young Entrepreneurs menu, select
Relationships > List.
Result:  This opens the Relationships List:
P 1 Important legal fotice
S~y Erasmus for Young | Englich (e v |
X
European Commission > Enterprise and Industry > Contact | Privacy statement | Lodout
Welcome Emilio STRILLIO [Host entrepren
Home 108 Saarch/Match Relationships (2) My application data Help B (®E
Relationships that require your action |
x Relationship ID Status Host entrepreneur New entrepreneur Host 10 New IO Current status date Pending days Actors
N R TR | B @ T
5 BB e Ru363 CTTT T Emilio STRILLIO Albert DEMONA SEQUA EMC 28/04/2009 0 HE/NE
= BB N me] riT384 [T T T 1] Emilio STRILLIO Rémy LAMIER SEQUA  CCI 28/04/2009 0 HE/NE
Showing 1 to 2 of 2 entries #rnws per page 1
List i |
§( Relationship ID‘Status |I|1ust entrapreneurl New entrepreneurl Host 10 New IO Current status date Pending days Actors
All -
= EAEIWNI A ritss: CT T 1 11 Emilio STRILLIO Markus GRONDIG ~ SEQUA SEQUA 28/04/2009 a HE/NE
Showing 1 to 1 of 1 enmes; rOWS per page 1
Figure 25 — Relationship List
2. To view the detailed profile of a counterpart entrepreneur before
approving/discarding a relationship, click the lI[ or l'Il icon
(depending on whether the relationship counterpart is a Host or a New
entrepreneur).
Or,
To view the details of a counterpart entrepreneur's 10 before
approving/discarding a relationship, click the or icon
(depending on whether the relationship counterpart is a Host or a New
entrepreneur).
3. Click the [%] in front of the relationship in the Relationships that
require your action section.
Result:  The selected relationship proposal details are displayed:
Print commitment &
Relationship ID : RLT363
Status : Proposal
Actors : HEMME
Host entrepreneur : Emilio STRILLIO m
New entrepreneur : Rémy LAMIER [N |
Host10 : SEQUA
New10: CCl
Host EP : PROMETHEUS
New EP : PROMETHEUS
Current status date : 28/04/2011
Pending days : 0
Relationship workflow
changes motivations :
| | am not interested || Back to previous screen
jy
Figure 26 — Relationship proposal details
4. Click | agree, go further on at the bottom of the page.
5. Answer the confirmation message.
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Result:
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The status of the relationship changes from 'Proposal’ to
'Draft' (see Appendix 1 — Relationship Building Workflow,
p.52 for the detailed workflow), to indicate that this is the one
that you want to go forward with. All other proposed
relationships disappear.

Please note that you and your partner are automatically removed from the
online catalogue as soon as both of you have adopted a relationship.

To discard a proposed relationship

You can discard a proposed relationship whether it has been proposed by

you or to you.
1.

From the Erasmus for Young Entrepreneurs menu, select
Relationships > List.

Click the = in front of the relationship to be discarded.

Click I am not interested at the bottom of the proposed relationship
detail page.

Enter some explanation in the new box that appears.

Result:

The other entrepreneur will be informed of this by email and
the status of the discarded relationship is changed to
Cancelled. By default, cancelled relationships are not visible
in the list. If necessary, you can still find them by filtering the
list on relationships with a Cancelled status:

List relationship

Relationship ID Status Host entrepreneur

XQ‘ All v

=[mm RLT2641 All Catherine LEMERCIER
Cancelled

Showing 1 to 1 of 1 entries /| 20 |¥ | rows per page Comted
Draft —
EC approval
EP approval
Feedback validation
Proposal

Ready for approval
Ready for training
Stay ongoing
Stay ready to start
Terminated
Waiting feedback

Please note that accepting a Proposed relationship at an early stage does
not mean that you can't stop it at a later stage. A special 'l do not agree'
button is available at every stage of the workflow where an action is
expected from you. See Appendix 1 — Relationship Building Workflow,
p.52 to know exactly when you are supposed to take action.
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Further Elaborating a Relationship

STATUS: Proposal

lCON:|ET T T T

1a

EXPLANATION:| Siails of &
relationshigp
that has
Just been
progposed
but not yet
aoopied
nar
discarded
by either of
the
relaiionship
counier-
parts.

ACTORS | HE*/NE or
INVOLVED:| HE*+NE

Once you have adopted a proposed relationship as described in the previous
pages, the relationship still requires approval by several successive parties (see
diagrams in 'Appendix 1 — Relationship Building Workflow', and 'Appendix 2:
Relationship Execution Workflow', pp.52-53) before it can become effective and
the exchange can effectively start.

Every step in the relationship approval process is indicated by a specific status
flag and status icon. The status information is updated permanently for easy
follow-up. The table below shows the possible status flags. The steps where
you are supposed to take action as a Host (HE) or a New Entrepreneur (NE) are
highlighted.

ReELATIONSHIP BUILDING RELATIONSHIP EXECUTION
Draft Ready for EP EC Ready for  Stay ready Stay Waiting for | Feedback
approval Approval  Approval training to start ongoing feedback validation
(I T (T 1 1 | [ | DN [ [ [ [ S T[] N [ N |
Z2a 3a 4a 5a 1b 2b 3b 4b ab
Statusofa | Statusofa | Statusofa  Statusofa | Statusofa  Statusofa Status of a Statusofa | Statusofa
relationship | relationship | relationship — fully relationship  relationship relationship | relationship | completed
when it has | when the when its appraved that has for which the  when the when the relationship
heen Mew Entre- | details relationship = receipted Host exchange exchange when the
adopted by | preneur's hawe heen  when anly | final Entrepren- has has taken 10's entrepre-
the 10 has approved the approval eur's I is effectively place and neurs nas
relationship | provided fry hoth European fy the expected to  started and | the campleted
counterpart | the entrepren-  Commiss- European specify a the Host enterepre- | the onling
and now information | eurs atthe  ian still Commision  start date far  Entrepren- newurs are Feedback
needs to required at | previous needs to and far the eur's 10 is expected to | Survey and
he the step, and give final which the exchange. expected to | complete histher 1O
completed | previous their accept- = specify the the anline naw needs
by the New | step, and respective  ance. Entrepere- arrival and Feedback ta validate
Entrepren- | the twa Lead [Os neur's 10 is departure Survey. the answers
eur's 0. entreprene | are now expected dates of the provided.
urs as well | expected to specify a ME at the
as the Host | to give date aof the Hast
entrepren- | their go- e W Entrepren-
eur's 10 ahead. Entrepren- eur's
are now eur's lacation.
expected induction
to approve courses
this added training.
infarma-
tian.
NIO HE+NE HEP+NEP EC NIO HIO HIO HE+NE HIO+NIO
+HIO

(An additional status of ® Cancelled is automatically assigned to a relationship when one of the partners or approval bodies
decides to cancel it, or when you adopt another relationship that was proposed to you.)

When a relationship has been adopted by both parties and it has consequently
received a status of Draft, you are only expected to act on the relationship when
the New Entrepreneur's 10 has provided the required information and the
relationship has a status of 'Ready for approval'. A red (1) in the Relationships
menu informs you that the active relationship has reached that step and that you
are now expected to approve it so it can reach the next step:

e ey
Search/Match Relationships (1) Help
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Actor abbreviations

The following abbreviations are used
to identify the different actors in the
relationship approval process:

NE  New Entrepreneur

HE  Host Entrepreneur

NIO New Entrepreneur's 10

HIO Host Entrepreneur's 10

NEP New Entrepreneur's Lead 10
HEP Host Entrepreneur's Lead |10
EC European Commission

An actor in red indicates an actor
from whom some action is currently
expected; green means that the actor
has done his part of the job.
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To edit the adopted relationship

1.

From the Erasmus for Young Entrepreneurs menu, select
Relationships > List.

Result:  The details of the adopted relationship are displayed:

Vielcome Elan REMIGHOUL [New entrepreneurs|
Home 10s Search/Match Relationships (1) My application data Help |

Relationship ID: RLT204 Print commitment &
Status : Ready for approval

Actors: HEMEMHIO

Host entrepreneur : Emilioc STRILLIO m

New entrepreneur : Elan REMIGHOUL m
Host 10 : SEQUA
New I0: CCIP
Host EP: PROMETHEUS
New EP: PROMETHEUS

Current status date : 15/04/2011
Pending days: 0

Relationship length
{months):

Planned start date : 01/10/2011
Planned end date : 01/12120M

Objectives : Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
labaoris nisiut aliquip ex ea commodo consequat. Duis aute irure dolor.

Activity plan: Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
labaoris nisiut aliquip ex ea commodo consequat. Duis aute irure dolor. Lorem ipsum dolor sit
amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et dolore magna
aligua.

Expected outcome : Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
labaris nisiut aliquip ex ea commodo consequat. Duis aute irure dolor.

Planned financial
assistance to the NE 20000
{euros):

Remarks : Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
labaris nisiut aliquip ex ea commodo consequat. Duis aute irure dolor. Lorem ipsum dolor sit
amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et dolore magna
aligua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea
commodo consequat. Duis aute irure dolor.

Relationship workflow
changes motivations :

| | agree H Back to Draft status || | do not agree || Back to previous screen

Figure 27 — Relationship details

Click | agree if you want to approve the information.
Or,

Click Back to Draft if you don't agree with some of the information but
still want to pursue the relationship. You will then be prompted to enter
some comments in a new box.

Or,;
Click | do not agree if you don't want to go any further with the

relationship and want to cancel it altogether. You will then be
prompted to enter some comments in a new box.

Or,

Click Back to previous screen to close the relationship page and
leave it as it is.
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Viewing the Commitment Document

A Print hyperlink is available at every stage of a relationship life-cycle to view
and print all terms of the future exchange, as well as the names, signatures and

signed dates of all parties involved.

¢ To view/print acommitment document
1. From the Erasmus for Young Entrepreneurs menu, select
Relationships > List.

2. From the detail page of the adopted relationship, click the Print
commitment hyperlink on the top right of the page.

Result:  The commitment document opens in a PDF browser:

o e

= ] bl

[ e

=SH M8 s mem - H 0
- - * & @ B- 8 & dew- G- @8
SERN e oo ) EH D -
Annex: Erasmus for Young Entrepreneurs Commitment B A

RLTZ201

L DETAILS ASOUT THE NEW ENTREPRENEUR

Name of the participant: Ms Mikks NENAK

Ceontact detaila: Misatintia 77 - 54100 Mikintli - Finland
mnenakiDgmail com - +358 41 659 0605

Intermediary arganisation {(home country) and contact person (name, e-mail, tel.);
Mikkalin Seudun elinkeinayhlio Miset Oy [Finkand]

. DETAILS ABOUT THE HOST ENTREFRENEUR

it Maontha of stay abroad : 3

o Objectives of the stay: In-depth evalhsation and analysis of the Design & Technology
relationship, with ilkustration of various applications to the production of contemporary jewellary
products, Improverment of managenal and technical skills of the NE, inieraction with
ntimational JL‘\WdlUIYIndIﬂIJIHl and cullural environment through cormmunication tools
(internat, wabsita, etc) NE wants to find new perspactive to pawalry dasign, new knowladge and
find new contacts to collaborate with. She also would (ke 1o improve her skills in product
desgn, lechigues, melhods and means. NES man ssues ane banging up 1o the awareness of
possible clients, sconomics and pricing, designeranis) versus entrepransur and how Lo make
them wark | r. NE is mterasted in art hestory, NE would bike 1o sea and expenment the
Italian musoums, gallanes and histoneal smosphare. NE is intarestad in the possbiliios that
I university has 1o offer ans she also wanls 10 improve her inkemational communication skills.

Ms. Mikke NENAK (Signed) 120201
Description of the workilearning project In depih evalustion and analysis o e Desin &
AN 0 THE NE's INTERMEDIARY ¢ TION: Mikkelin Saudun elinksi Miset Oy
any jewelieny| D“xllumela o : nd ageri un&l I.uchluml :sklllsmtlv.l NE, [Finland]
interaction wih intermational jewebry indusial and culural emironment
commurication 1ok (Infemet, wabsite, eic) NE wants to find new perspectiv o jewelry design, | agree with the above mentioned stay abroad and the principles that concern my 10,
. e Coordinator's signature Dater
§ E
Mr Anitta SIHVONEN (Signed) 1022011

it bnteennt Fxplo... [2][5)/%]

He [ GoTo Fgwortes Heb

V. COMMITMENT BY THE FOUR PARTIES

By signing this he new hest and
organisations confirm that Uwr will abide by the principles of the Erasmus for Young
Entreprenaurs Commitrment attached below.

o THE NEW ENTREPRENEUR UNDERTAKES TO:

Abicke: by ther rubiss andd requlitions of the st enlrepreneur, his o her usuis
working hours, code of conduct and nes of confidentiality.

Commimicate

with the intarmediary organisations about any problem or changas

elationship. prist - Microsoft Internet Explo. ..

B B gole Fgortes peb

Host entrepreneur: Mr Lus TOSELLO W @ fit = B - i~ [chesos « £ Tosk -+ @ B

Contact datalle: Disegno E Fabbneazions Oggetti Prezioss, Via Vigavans 27 - 20144 Mian - BENee s o8 - U .

- a seaction=relstionship, print - Micrsoft Intereet Explo... [2]/5 ) 8 -

ks = H|ES[ES s THE HOST ENTREPRENEUR UNDERTAKES TO:

s D& oo Fyescke b

- 3 - - i Comply with all arrangements nagofialed, particulary the NE's workiieaming

. X -3 - - v N . N L

el B - @ e - O - @0 preject, and to do his or har best to achieve the objectives and make

= Han B[ s o= |- ] ([l T Ts the stay & success.
Assign Lo thie NE lasks and responsibilities that match his or ber knowledge,

[ ] Ill. SUMMARY OF THE PROPOSED STAY ABROAD o skills, competances and obectives and ensure that appropriate

approp
eguipment and support are available and that the NE's work/learming
obpectives are achisved

Planned start date of the stay: Septamber 2011 Foster this NE's understanding of enlrepreneurship and how o star-up a
. busingss
- Planned end date of the stay: December 2011
Provide practical support if required

Submit a repart in the spacified format ot the end of the stay.

THE NEW ENTREPRENEUR: Ms Micka NENAK
| agres with the above mentioned atay abroad and the principles that concern me.
Signature of the NE Dater

new knowledge and find New Contacts to o
skalls i produet design, technegues, methods and rsns. NES ran ssues ate bingng up b
the awareness of possible clients, economics and prcing, desgneranist versus enlrepreneus

with. She als id like b0

how to make tham work togethes. NE is interested in art history, NE would like to see and Sigristure of the HE Dt
expeamant the ltalian museums, gallenes and histoneal stmosphens, NE 15 interestad in the L]
possibiities thal the wmiversity has o offer ans she also wants 1o improve her inlernational Mr Luis TOBELLD (Saqned) 18022011 ol
communication skills. - ks Fire:

Propesed plan of acﬂ\ﬂun wioek 1 introduction to design & technology issues,

of sctivities, weak 234 communicabon & information
on products [wubsﬂu: practice week 4-5. organization of info material, praclics week 6-7-8.
workshop: design week 8.10-11: workshap: production week 12: wrap up of content, reports.

b Expected outcome: NE would like b have adopled new product dessgn skills, lochrques,
medhicts and meane sl the snd of the sxchanae. WE sl wokd Be In haus niade new conacts
L Urbrrcwn Do

THE HOST ENTREPRENEUR: Mr Luis TOBELLD
I agree with the above mentioned stay abroad and the principles that cencemn me.

3. To print the document, click the E’J icon in the PDF toolbar.

Or,

To save the PDF document, click the

icon in the PDF toolbar.
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Executing a Relationship

Once a relationship has gone through all steps of the Relationship Building
Workflow as detailed in Appendix 1 on p.52, you will be notified by email of its
final approval by the EC. Shortly thereafter, the New Entrepreneur will be
contacted by his/her 10 to attend some induction course/training ahead of the
exchange. Upon completion of this preliminary training, final dates will be agreed
upon for the exchange and communicated to all partners. The 10s will include
this information on the relationship detail page and further monitor the
relationship by updating its status to indicate successively that the stay has
started and that it has been completed (see Appendix 2, p.53 for an overview of
the workflow).

The next step for you after completing your stay will be to provide feedback
about the exchange by completing the online Feedback Survey. You will be
notified of this by email.

Please note that the feedback survey must be completed also if the exchange is
discontinued after being started.

¢ To complete the online Feedback Survey after the stay

1. From the Erasmus for Young Entrepreneurs menu, select
Relationships > List.

2. Click the Edit button at the bottom of the relationship detail page:

_ Important legal notice

. English (EN) +

European Commission > Enterprise and Industry > Contact | Privacy statement | Logout
Welcome Alba BAMABA [Host entrepreneul

Home l0s SearchiMatch Relationships (1) My application data Help F\'J S ga

Print commitment &

List relationship ] [View relationship] lRe\anonship hismryl
Relationship buiider

Relationship execution

Relationship ID : RLT761
Status : Waiting feedback
Actors : HE/NE
Host entrepreneur : Alba BAMABA [T
Hew entrepreneur : Peter EDWIN [
Training date : 12/04/2010
Training info : ok
Stay comments : ok

Stay periods :

* Please complete 5 .
the feedback surr:fey: Mot completed. Click EDIT to complete the feedback sinvey E

Feedback survey preview : Preview the full feedback survey guestionnaire

Relationship workflow
changes motivations :

Figure 28 — Edit button to open the Feedback Survey

Result: ~ This will open the introductory page of the online Feedback
Survey:
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About the saving strategy
Please note that the content of
the feedback form is save
automatically every 30
seconds. And a draft copy is
also saved automatically if you
click Close.

Erasmus for Young Entrepreneurs IT Management Tool

Impostant legal not
English (EN) =

page 1/is Feedback survey |

Final Activity Report

o
New Entrepreneurs i ’

Erasmus for Young

Please fill in the present questionnaire which will help us to Improve this pe prencur Exchange prog: and
better adapt it to the r of Mew Li

Payment of the FU funding will depend on the NE's submission and acceptance of the present activity report by the
respansible 10,

Parts A and B of this report will e reviewed by your responsible 10 and passed on to the European Commissiun, Parl € of
| the report will nat he reviewed by the 10 but will be used for the of the oy th

|4 ] |»
Figure 29 — Feedback Survey (p.1 of 11)

Click Next and complete all pages of the survey.

The survey is divided into 3 parts. Answers to Parts A and B will be
visible by your 10 only; Part C answers will be visible by the European
Commission and the Support Office only. Except where otherwise
stated, all questions are mandatory to complete. You will NOT be
allowed to access the next page if you haven't completed all
mandatory information on the active page.

Please note that you may save whatever you have completed on the
form, by clicking the Close button at the top right of any page and
clicking Save as Draft on the Relationship execution page.

Click Finish when you have reached the last page of the survey.
Result:  You are returned to the relationship detail page.

Click Submit at the relationship detail page to submit the completed
survey (or click Edit if you wish to review your answers first):

e £ Vating Important legal notice
( w ErFasmus 1or roung English (EN}

European Commission > Enterprise and Industry > Contact | Privacy statement | Logout

Vielcome Alba BAMABA [Host entrepreneur]
Home 10s Search/Match Relationships (1) My application data Help Fh 5@

Brint commitment &

List refationship ] l\rlew relation ship} [Re\ahnnshlp hlstnr\,']
Relationship builder

Relationship execution

Relationship ID : RLT751
Status : Waiting feedback
Actors : HEMNE
Host entrepreneur : 4lba BAMABA m
New entrepreneur : Peter EDWIN [T
Training date : 12/04/2010
Training info : ok
Stay commenis : ok
Stay periods :

* Please complete

the feedback survey : COMPleted. Click SUBMIT to submit the feedhack survey

Feedback survey preview : Preview the full feedback survey questionnaire

)

Figure 30 — Submitting the completed Feedback Survey

Relationship workflow
changes motivations :
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Your IO will now review the information on your Feedback Survey and
validate it (or possibly ask you to provide additional information).

Once the 10 has validated an HE's feedback, the HE immediately
becomes available for future exchanges. (This restriction does not apply
to NEs, as an NE —unlike an HE- cannot take part in multiple
relationships).

Should your IO require further information or clarifications concerning
some answers on your Feedback Survey form, then you will be notified of
this by email and the survey form will be returned for you to edit in the
Erasmus for Young Entrepreneurs Management Tool, with an indication
of what needs to be changed, as illustrated below:

* Please complete F
the feedback sur?.ley: Completed. Click SUBMIT to submit the feedback survey

Relationship workflow ===11-AUG-09
changes moﬁvat’s : ===Relationship sent back to Feedbacks )

Please provide more details under Part A - Explanation under Question 2.
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Customising the Interface

A @ User profile icon is available at the top right of all pages to customise
your Erasmus for Young Entrepreneurs interface.

The following can be customised:

« The number of rows per page to be displayed in lists (i.e. Relationships
List, List all HES/NEs, Search HES/NEs, 1O List).

When a list contains more records than the selected number of rows, it will
be divided into multiple pages. Each page will contain the selected number
of rows, and browse buttons will be available at the bottom of each page to
navigate to the next and previous pages. In the example below, the
preferred number of rows per page has been set to 20. This means that the
264 items of the list are spread on 14 pages, which can be accessed using
the browse buttons provided at the bottom right of the page:

10040 - 1 ves  Comercio, Industiay oo Guieda ES - 31-08-2012 31-
Navegacién de

Cviedo

Showing 1 to 20 of 264 entries ;| 20 | ¥ rows per page Previous | | 1| [2]| |3 || Next || Last

« Whether you wish to reset the counter of visited entrepreneurs' profiles

« Whether you want to delegate the handling of relationship proposals to
your 10. Please note that this option is available for Host Entrepreneurs
only. New Entrepreneurs cannot delegate this task to their 10s.

« Whether you accept to be included in the Catalogue for other possible
exchanges after a current or already completed exchange. Please note
that this option is available for Host Entrepreneurs only. New Entrepreneurs
cannot do more than one exchange.

e Whether you want to be included in the 'alumni’ network for the Erasmus
for Young Entrepreneurs programme.

e The default weightings to be applied when trying to find matches for your
own entrepreneurs, as well as possible keywords to be used for matching.

« Whether you wish to receive automatic matching suggestions (see
'Handling Automatic Matching Suggestions', p.26) and, if so, how often you
wish to receive these.
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¢

Please note that this option is
available for Host Entrepreneurs
only. New Entrepreneurs cannot
delegate proposal handling to their
IOs, and they cannot take part in
more than one exchange.

e

This option is available also for Host

Erasmus for Young Entrepreneurs IT Management Tool

To specify your user preferences:

1. Click the User profile icon at the top right of the page:

Important legal notice
English (EN) +

Result:

The User preferences — general settings page opens:

User preferences - general settings

I want my HIO to handle the relationships proposals |
receive from NES:

Would you consider hosting another Hew
E pi in the framework of this programme?

Entrepreneurs only, and provided you
have already successfully completed

a first exchange.

©
The question about the Alumni

Network is available to Host as well
as New Entrepreneurs but only if you
have successfully completed an
exchange.

The section about automatic
suggestions is available only if the
following conditions are all met:

—you are not already involved in a
relationship beyond Proposal

—you have NOT checked question (1)
about delegating to your 10 (i.e. if you
are an HE)

—you have checked question ® about
your willingness to host future NEs (i.e.
if you are an HE and have already
successfully completed an exchange
with an NE)

—you have not requested that your
profile data should not be visible at all
in the Catalogue, by selecting option 3
on the last page of your application
form

For details about consulting automatic
matching suggestions, please refer to
'Handling Automatic Matching
Suggestions', p.26.

{If yes, you re-enter into the onJine catalogue as an
available HE for a new matching)

Preferred keywords to be found when matching
Keyword 1:|software
Keyword 2: banking
Keyword 3:

How many rows per grid per page? | o +

Clear visited entrepreneurs history ?

/ Would you consider taking part in the Alumni
Network?
Matching en
Weight
Criteria i i = g
Tobe Low Medium High
disregarded relevance relevance relevance
Country : 4] ® [ 4] O
Expected length and availability : O [O] Q (@]
Domain : O (@] @ O
Requested language : O O ® @]
Keywords : o] o] Q ®
Communication languages : O O O ®
Reset default

Automatic matches suggestions

O 1do notwant to receive automatic proposals suggestions

Each week 4

@ Iwantto receive automatic proposals suggestions for my profile

Save preferences

Figure 31 — User preferences

2. Inthe upper section:

— pull down the How many rows per grid per page selection box to
specify the number of rows to show in paged lists

— click Clear now if you wish to reset the visit counter in the # Visits
column in the Search & Match module showing the number of

times you have already consulted specific entrepreneurs' profiles.

— select the | want my HIO to handle the relationships proposals
I receive from NEs check box if you want to give your 10 the
option to fully act (i.e. accept/reject) on your behalf regarding newly
received relationship proposals and to modify your matching
preferences if deemed necessary. Please note that if this option is
selected, you will no longer receive email messages to inform you
when new relationships are proposed to you.

User Manual

Customising the Interface

43



Erasmus for Young Entrepreneurs IT Management Tool

— select the Would you consider hosting another New
Entrepreneur (...) check box if you are a Host Entrepreneur and
you accept to be available as a host for future exchanges after the
previous/current exchange has reached the '"EC Approval’ step.

— if you have successfully completed an exchange, select the Would
you consider taking part in the Alumni Network check box if
you would like to be included in the 'alumni’ network for the
Erasmus for Young Entrepreneurs programme. This will give you
the opportunity to share experience and keep in touch with other
entrepreneurs.

In the Matching entrepreneurs section, select the desired weights for
each matching criterion. As part of the matching criteria, you can also
define one or more keywords that the matching engine should find in
text areas of potential matches. Please be aware, however, that the
more criteria you add, the more restrictive the search, and the lower
the matching score. Don't forget, also, that applicants may have
completed their form in another language than yours. An English term
will not be found if it was entered in German for example.

Finally, remember that, if you are an HE, your IO can substitute you
and change the matching criteria that you define here if you delegate
your dossier to them by clicking the | want my HIO to handle the
relationships proposals | receive from NEs check box above (see
previous page).

Please note that different matching weights can be applied to your current
working session without affecting the default values from your User
preferences. To know how to specify custom matching weights at session
level, please refer to '‘Matching score information’, p.24.

In the Automatic matches suggestions section,

— select the appropriate option button to indicate whether or not you
wish to receive automatic matching suggestions by email as well
as in your Matching suggestions box. (For details about the
Matching suggestions page, see 'Handling Automatic Matching
Suggestions’, p.26).

— pull down the selection box to specify how often you wish to receive
matching suggestions by email and in your Matching suggestions
list.

Please note that the automatic matching suggestion features are not
available, and the related settings are disabled, if:

e Yyou are a host entrepreneur and you have delegated the handling
of relationship proposals to your 10 (see previous page).

e you requested that your profile data should NOT be generally
visible in the Catalogue except to the parties involved if you enter
into a Draft relationship (i.e. Visibility Option 3 on the last page of
your application form).

Click Save preferences.

Result:  The saved preferences will apply to this work session as well
as to your future sessions, unless you change them again.
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Checking Your Activity Status

IOs are able to monitor the activity of their entrepreneurs in the Erasmus IT
Management Tool thanks to a dynamic flagging system that shows how actively
involved each entrepreneur is in the Erasmus for Young Entrepreneurs
programme, and how responsive they are to exchange proposals or initiated
relationships. As an entrepreneur, you can see the flag that is currently assigned
to you. It is displayed next to the EZ) user Settings icon in the upper right corner
of each page:

Important legal notice
English (EN) (v

Contasislagout
Welcome Martine GUEBEL [New e itreprene.rs] |
application data Help h @.é]

Hovering with the mouse pointer over the icon will provide additional information
about your activity status flag.

The table below gives an overview of the possible flags that may appear in your
interface, with explanation about how/when they are updated:

IcoN STATUS EXPLANATION

E Fully active You logged into the IT Management Tool less than 6 months
ago. You are not currently involved in any relationship and
have not made or received more than 5 proposals.

You can hover with the mouse over the flag to know until
when you will remain in this status if you do not log in again
to the IT Management Tool before that time:

M (88
kW

[Fully ackive, until: 02062011

Whenever you log in, the displayed validity due date is
extended by 6 more months after your last login.

h Inactive You did not log into the IT Management Tool for at least 7
months. As a result of this, you were removed from the
Catalogue for an indefinite period of time. If you wish to
regain a 'Fully active' status, you need to 'reactivate’
yourself (see 'Reactivating yourself', p.47). As a result of
being reactivated, your activity status flag will be temporarily

changed to I in order to draw your 10's attention to the fact
that you are now fully active again. The red-bordered icon
el will change to R as soon as your 10 acknowledges your
reactivation in their own interface.

(Alternatively, your 10 may take the initiative to reactivate
you as well — esp. if you are an HE and have delegated to
your 10 the task of accepting/rejecting relationship
proposals).
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Icon STATUS EXPLANATION

|E| Reactivated You had either become inactive as a result of not logging in
for 7 months (see Inactive red flag above) or you were
withdrawn/decided to withdraw from the Erasmus for Young
Entrepreneurs programme. You then reactivated yourself
(see 'Reactivating yourself', p.47). As a result of this, your

activity status flag was changed to [ to draw your IO's
attention to the fact that you are now fully active again. The

red-bordered icon [¥ will change to R as soon as your 10
acknowledges your reactivation in his interface.

An email notification is automatically sent to you when you
are re-activated. See example in Appendix 3, p.56.

Reserved / Either you are currently reserved by your |10, or you have

max # of made or received the maximum number of relationship
proposals proposals allowed by the system, i.e. 5.

In You are involved in a relationship that is currently in the
relationship Relationship Building Workflow.

building

In You are involved in a relationship that is currently in the
relationship Relationship Execution Workflow.

execution

Participated | You have already completed one or more exchanges.

F F T FN L

Withdrawn You have decided to withdraw from the Erasmus for Young
Entrepreneurs programme (either indefinitely or for a
delimited period of time), or your 10 has withdrawn you. As
a result of this, you are no longer listed in the Catalogue.
You should have been notified of this by email (see sample
notification in Appendix 3, p.55). If you wish to regain a
'Fully active' status, you may 'reactivate’ yourself (see
'Reactivating yourself', p.47). As a result of this, your activity

status flag will be changed to [ to draw your 10's attention
to the fact that you are now fully active again. The red-
bordered icon I will change to R as soon as your 10
acknowledges your reactivation in his interface.

The following yellow icon, which is the result of not having logged into the
Erasmus IT Management Tool for the past 6 months (see Low Active
Entrepreneurs email message on p.54), is visible to your 10 only:

El A Mr Martin PIERRE
g B Dt nl! BONGILL

= O Low activiey, unkil; 20052011 |

E B R o Marman GINON

Entrepreneurs with this status are greyed out of the Catalogue (i.e. not available
for matching) but continue to have access to the Erasmus IT Management Tool.
The simple fact that the entrepreneur logs in to the Erasmus IT Management

Tool immediately resets his/her activity status to Fully Active (Fi). Which is why
entrepreneurs never see the FTJ Low activity icon.
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Manual Actions Available To You

You have some control on your activity status. More specifically, you can
perform the following actions:

o Reactivate yourself if you are currently flagged Inactive (h) or
Withdrawn (h)

e Withdraw from the Erasmus for Young Entrepreneurs programme

Reactivating yourself

If you have become inactive, or if you have withdrawn or been withdrawn from
the Erasmus for Young Entrepreneurs programme, you can easily reactivate
yourself by clicking the Fe (Inactive) or he (Withdrawn) icon in the IT Management
Tool and selecting the Reactivate button.

¢ To reactivate an entrepreneur

1. Click on the (Inactive) or R (Withdrawn) flag in the upper right
corner.
Result: The Entrepreneur activity panel popup appears.

2. Click the Reactivate button in the Entrepreneur activity panel popup:

x

Activity status: Withdrawn

Until: 31/03/2011
T T
)

Result: You are now reactivated. Your activity status flag is
temporarily changed back to ¥ to draw your IO's attention to
the fact that you are now fully active again. The red-bordered
icon B will change to s as soon as your 10 acknowledges
your reactivation in their own interface.
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Withdrawing from the programme

If you happen to have lost interest in the programme or you will be unavailable
for an exchange for a prolonged period, you may decide to withdraw from the
Erasmus for Young Entrepreneurs programme, either temporarily or for an
indefinite period. You will then be removed from the Catalogue and any
proposals that were made to/by you will be deleted as well, with a notification to
your current partners (see sample natification in Appendix 3, p.55).

Please note, however, that withdrawing is only possible if you do not appear in a
relationship that is in progress with a status of Draft or beyond.

¢ To withdraw from the programme
1. Click on your activity status flag in the upper right corner.

2. Click Set Withdrawn from the Entrepreneur activity panel popup.

X

Activity status: Fully active
Until: 24/09/2011

R
™ Ceamer]

3. Select the desired withdrawal period from the selection box:

x

Activity status: Fully active
Until: 24/09/2011

Please specify the period for which you want to be withdrawn: | indefinitely v
indefinitely
1 week (31/03/2011)
2 weeks (07/04/2011)
3 weeks (14/04/2011
5 weeks (26/04/2011)
6 weeks (05/05/2011)
T weeks (12/05/2011)
8 weeks (19/05/2011)
9 weeks (26/05/2011)
10 weeks (02/06/2011)
11 weeks (09/06/2011)
12 weeks (16/06/2011)
13 weeks (23/06/2011)
14 weeks (30/06/2011)
15 weeks (07/07/2011)
(
(

Set Withdrawn | |

16 weeks (14/07/2011)
17 weeks (21/07/2011)
16 weeks (28/07/2011)
19 weeks (04/08/2011)
20 weeks (11/08/2011)
21 weeks (18/08/2011)
22 weeks (25/08/2011)
23 weeks (01/09/2011)
24 weeks (08/09/2011)

4. Click Set Withdrawn.

Result: You are now removed from the Catalogue, as indicated by
the M (Withdrawn) activity status flag.
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FAQs

I have lost my ECAS password. Can | get a new one?

1. Open the Erasmus IT Management Tool page:
https://webgate.ec.europa.eu/erasmusentrepreneurs/
2. Click Login.

3. Click the Lost your password? hyperlink on the ECAS login page:

Contact | Privacy Statement | Englizh (=n) |

EUROPEAN COMMISSION AUTHENTICATION SERVICE

External

Service > Login

New password ~ Sign Up  Help

Login Not registered yet

1s the selected domain correct?
External Change it

authenticates your identity on e e e i e
( European Commission websites )

Password

Enterprise e-service portal
requires you to authenticate

Lost your password?

= Required fields

Last update: 24/07/2012 (3.1.1-m) | 9 ms | & Top

You will then receive an email with a link to set a new password of your
choice.

Please note that you can't request a new ECAS password before your
current password is at least 1 day old, and you should click the link in the
new password email within the next 1h30.

I no longer wish to be included in the Erasmus for Young
Entrepreneurs Catalogue. Can | be removed if my application
is already accepted?

Use the Withdraw feature if you wish to be removed from the Catalogue,
whether permanently or for a delimited period of time. For instructions on how to
withdraw, please refer to 'Withdrawing from the programme’, p.48.

Alternatively, you may submit a request to your current IO or to the Support
Office (support@erasmus-entrepreneurs.eu).
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How can | update my application?
If your application has NOT YET been ACCEPTED:

If you have just applied to the Erasmus for Young Entrepreneurs programme by
completing and submitting your application form, you can always return to the online
form to update your details there as necessary.

1. Open the Enterprise and Industry e-Services Portal at:
https://webgate.ec.europa.eu/enterprise-portal/index.cfm?fuseaction=stk _public_mynetwork.main

2. Click Login.

Enter your ECAS login name/email address and password, and click Login!

Result:  Erasmus for Young Entrepreneurs appears as a 'network’ where you
have requested to participate.

4. Click the Applied button next to the Erasmus for Young Entrepreneurs network.
Result:  All your application details are readily editable.

5. Browse the successive pages of the application form, make the appropriate
changes and save.

If your application is ACCEPTED:

Once accepted, your application can no longer be amended i.e. neither from the
programme website, nor from the My application data menu in the Erasmus IT
Management Tool (Edit button no longer available). If some information about you
application needs to be updated, please contact your current IO and ask them to apply
the requested changed on your behalf.

Can | change my current 10?

If your application is NOT YET ACCEPTED:

If you have just applied to the Erasmus for Young Entrepreneurs programme and your
application has not yet been accepted by the selected 10, you can still return to your
online application form to update your details there as necessary:

1. Go to the programme website at http://www.erasmus-entrepreneurs.eu/.

2. Click Apply now, enter the email address with which you submitted your
application.

Result:  The system will then recognise you and prompt you to enter your current
password.

3. Enter your password and click Login.

Result:  The application form opens with all information as submitted by you.
4. Navigate to the last page of the application and select the new IO of your choice.
5. Click Submit.

Please note that the list of 10s for selection is filtered dynamically to include only those I10s
that 1) belong to the selected country and 2)will still be active during the period that you
specified as possible dates for an exchange.

If your application is ALREADY ACCEPTED:
See Changing IO, p.17.
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Can | stop arelationship if  don't want to take it any further?

Accepting a relationship at an early stage does not mean that you can't stop it at a
later stage. A special | do not agree button is available at every stage of the

workflow where an action is expected from you. This will stop the relationship before

it grows further.

Is there a limit to the number of relationship proposals that | can
make?

Using the IT Management Tool, every entrepreneur is allowed to propose
relationships to a maximum of 5 counterparts concomitantly. Please note, however,
that entrepreneurs always have the option to delete proposed relationships if the
counterparts turn out to be lacking promptness or willingness in responding. To do
so, edit the proposed relationship and click the | am not interested button. You will
then be able to propose a new relationship to another potential partner.
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Appendix

1-Relationship Building Workflow

Relationship initiated

or MO
F—o—
NE ‘T"

M1

@ HE + NE

M2

7

N
Boof

I
ia

M3

@ HE + NE

M4

{0 HE + NE (if relationship initiated by IO)

@ HE/NE (if relationship initiated hy NE/HE)

Proposal
BTITT]

M Assess partner's profile

@ HE + NE, with reminder after 2 weeks if no action

Draft
ENTT
M collect input
%] Prepare commitment

Ready for approval
N

& Review commitment

Reminder =il & HE + NE after 1 week if no action taken

EP approval

™ Financial agreement

EC Approval
it I [ 3 i

™ Final validation

" NE + HE's approval required if
relationship initiated by an 10.

" Counterparty NE/HE's approval

only if relationship initiated by/

entrepreneur.

" NIO also required to provide
extra information incl. stay
period, objectives, plan of
activity and funding amount.

__d

Legend.
NE  Mew Enlreprensur

HE  Host Entrepreneur

NIO  Mew Enlrepreneurs 10

HIO  Haost Entreprensur's 10

NEP Lead 10 of New Enfreprencur’s EP
HEP Lead 10 of Hosl Entrepreneur’s EP
EC  FEuropean Commission

This workflow is then followed by the Relationship Execution workflow — see next page.
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2—Relationship Execution Workflow

EC approved relationship

|
g @ HE + NE
Ergall

® NIO also required to provide
extra information incl.
training date and some
training details.

Ready for training
BTTT]

i

_d

——

Sta v ready to start ® HIO also required to specify
= the stay start date.
Start of stay —— /
Stay ongoing
ol

® HIO also required to give
-:Ij comments about the stay
+ specify stay period(s).

Start completed

@ HE + NE
_Er;;[znl

g

—

Waiting for feedback
EEEE |

Complete
Feedback Survey

Feedback validation

S 2 5 1 5
v [iHiol
Completed
Legend
NE Ne w Entrepreneur
@ HE  Host Enirepreneur

NIO  New Entrepreneur's 10
HIO  Host Entrepreneur's 10
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3—-Activity-related Email Notifications

Low Active Entrepreneurs

The following is an example of an email message that is sent by the system to an entrepreneur who has
not logged into the Erasmus IT Management Tool for the past 6 months and has consequently been
flagged 'Low Activity' in his 10's interface:

P ELECTRONIC MAIL

File Edit Mail Window Help

Reply | Reply All | Forward | Delete | Compose

From:  noreply-erasmus-entrepreneurs@ec.europa.eu
Cc:
Date: 21 November 2012
Subject:  Erasmus for Young Entrepreneurs: Validation of interest

Please do not reply to this email address. This is a no-reply address and your email will not
be treated. Instead, please address your email to the contact details below.

Dear Mr Strude,

According to our registers, you have not logged into the Erasmus for Young Entrepreneurs IT
Management Tool for the last 6 months. While you are still available in the Entrepreneur's
Catalogue, your profile has been tagged as having a low activity.

You now have the following options:

(1) if you are still interested : log on to the Erasmus IT Management Tool at
https://webgate.ec.europa.eu/erasmusentrepreneurs/ and search the catalog for a potential
host/new entrepreneur to propose a relationship. Once you have logged on, your profile will
be fully active again.

(2) if you are temporarily unavailable : log on to the Erasmus IT Management Tool at
https://webgate.ec.europa.eu/erasmusentrepreneurs/ and enter a date until which you are
unavailable.

(3) contact your Intermediary Organisation and ask them to update your profile /activity flag
for you.

If neither you nor your Intermediary Organisation take any action within the next 4 weeks,
your profile will be withdrawn from the programme.

Best Regards,

Erasmus for Young Entrepreneurs Support Office
c/o EUROCHAMBRES

Avenue des Arts, 19 A/D « B-1000 Brussels, Belgium
Tel: +32 2 282 08 73 « Fax: +32 2 280 00 38

E-mail: support@erasmus-entrepreneurs.eu
http://www.erasmus-entrepreneurs.eu/
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Withdrawn Entrepreneurs

1) Withdrawal confirmation

The following are examples of email messages that are sent by the system to entrepreneurs who have
decided to withdraw from the Erasmus for Young Entrepreneurs programme, or have been withdrawn by
their 10. (For more information about activity status events, please refer to 'Checking Your Activity
Status', p.45):

If the entrepreneur has withdrawn/been withdrawn for an indefinite period of time:

P ELECTRONIC MAIL

File Edit Mail Window Help

Reply | Reply All | Forward | Delete | Compose |

From: noreply-erasmus-entrepreneurs@ec.europa.eu
Cc:
Date: 30 November 2012
Subject:  Erasmus for Young Entrepreneurs: Update of profile to “withdrawn”

Please do not reply to this email address. This is a no-reply address and your email will not
be treated. Instead, please address your email to the contact details below.

Dear Mr Smith,

Your profile has been withdrawn from the Erasmus for Young Entrepreneurs programme. Your
profile will not be visible to other entrepreneurs any more.

When you want to reactivate your participation, log on to the Erasmus IT Management Tool at
https://webgate.ec.europa.eu/erasmusentrepreneurs/ and reactivate your profile, or contact
your IO (contact details below).

Should you only be temporarily unavailable, you may opt to set the foreseen date on which your
profile will be activated again or contact your IO (contact details below) for the reactivation of
your profile.

Best Regards,

Entr&Go Partners

Rue des entreprises, 100 A/D
B-1000 Brussels

Belgium

If the entrepreneur has withdrawn/been withdrawn for a limited period of time:

P<L ELECTRONIC MAIL

File Edit Mail Window Help

Reply | Reply All | Forward | Delete | Compose |

From: noreply-erasmus-entrepreneurs@ec.europa.eu
Cc:
Date: 30 November 2012
Subject:  Erasmus for Young Entrepreneurs: Update of profile to temporarily “withdrawn”

Please do not reply to this email address. This is a no-reply address and your email will not be
treated. Instead, please address your email to the contact details below.

Dear Mrs Altovski,

Your profile has been withdrawn from the Erasmus for Young Entrepreneurs programme. Your
profile will not be visible to other entrepreneurs any more.

When you want to reactivate your participation, log on to the Erasmus IT Management Tool at
https://webgate.ec.europa.eu/erasmusentrepreneurs/ and reactivate your profile, or contact
your IO (contact details below).

Best Regards,

Entr&Go Partners

Rue des entreprises, 100 A/D
B-1000 Brussels

Belgium
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2) Withdrawn partner notification

The following is an example of an email message that is sent by the system to an entrepreneur whose
partner in an existing relationship proposal has decided to withdraw from the Erasmus for Young
Entrepreneurs programme, or has been withdrawn by his/her 10:

B<l ELECTRONIC MAIL EEE

File Edit Mail Window Help

Reply | Reply All | Forward | Delete | Compose |
From:  noreply-erasmus-entrepreneurs@ec.europa.eu
Cc:
Date: 30 November 2012
Subject:  Erasmus for Young Entrepreneurs: withdrawal of proposed entrepreneur

Please do not reply to this email address. This is a no-reply address and your email will not
be treated. Instead, please address your email to the contact details below.

Dear Mr Tombeek,

An entrepreneur for whom you have proposed a relationship has withdrawn from the Erasmus
for Young Entrepreneurs programme. Therefore your proposal has been cancelled

Please log in to the Erasmus IT Management Tool at
https://webgate.ec.europa.eu/erasmusentrepreneurs/ and select another entrepreneur to
propose a relationship.

Please contact your Intermediary Organisation for further information and assistance. The
contact details can be found below.

Best Regards,

Entr&Go Partners

Rue des entreprises, 100 A/D
B-1000 Brussels

Belgium

3) Reactivation notification

The following is an example of an email message that is sent by the system to an entrepreneur who has
regained a Fully Active status after becoming inactive or having withdrawn or been withdrawn from the
Erasmus for Young Entrepreneurs programme:

DI ELECTRONIC MAIL

File Edit Mail Window Help

Reply | Reply All | Forward | Delete | Compose

From:  noreply-erasmus-entrepreneurs@ec.europa.eu
Cc:
Date: 30 November 2012
Subject:  Erasmus for Young Entrepreneurs: Update of catalog status to “fully active”

Please do not reply to this email address. This is a no-reply address and your email will not
be treated. Instead, please address your email to the contact details below.

Dear Mr Portelli,

Your Intermediary Organisation has updated your profile which is now fully active again.

You can take advantage of the functionalities of the Erasmus for Young Entrepreneurs
database by logging on the Erasmus IT Management Tool at
https://webgate.ec.europa.eu/erasmusentrepreneurs/. We take the opportunity to remind you
that any changes to your profile have to be made by your Intermediary Organisation. Please
contact them should you need further information. You will find its contact details below..

Best Regards,

Entr&Go Partners

Rue des entreprises, 100 A/D
B-1000 Brussels

Belgium
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IOs becoming invisible

Email messages are automatically sent to all Accepted entrepreneurs of an 10 (except for NEs having
successfully completed an exchange) when the activity end date set for this 10 is coming close (i.e. on
the 10’s 'invisibility date’ — see p.15). The purpose is to warn the entrepreneurs that their 10 will stop its
activities soon and that they should choose another 10 (see 'Changing 10", p.17) if they want to continue to
use the Erasmus IT Management Tool.

DI ELECTRONIC MAIL

File Edit Mail Window Help

Reply | Reply All | Forward | Delete | Compose

From:  noreply-erasmus-entrepreneurs@ec.europa.eu
Cc:
Date: 31 July 2012
Subject:  Your Intermediary organisation (10) will soon end its activity

Please do not reply to this email address. This is a no-reply address and your email will not
be treated. Instead, please address your email to the contact details below.

Dear Mr Portelli,

The Intermediary organisation (I0) you have currently chosen will stop its Erasmus for Young
Entrepreneurs activity soon (2 months maximum).

Unless you plan your stay so that it will be finished by then, you will have to choose another |O.

Please contact your IO to do so. If you require further information, please consult the manual or
contact the Erasmus for Young Entrepreneurs Support Office.

Best Regards,

Erasmus for Young Entrepreneurs Support Office
c/o EUROCHAMBRES

Avenue des Arts, 19 A/D « B-1000 Brussels, Belgium
Tel: +32 2 282 08 73 « Fax: +32 2 280 00 38

E-mail: support@erasmus-entrepreneurs.eu
http://www.erasmus-entrepreneurs.eu/
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