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screenshots presented in this document have been greyed out. The Agency data is used for
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non-production version of Mobility Tool running in the Acceptance (test) environment. The

data presented in the screenshots is not a production data.

This document is valid only for Mobility Tool website version specified on the title
page of the document.
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1. General Introduction

1.1 Description

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

beneficiaries of mobility projects.

The users of the Mobility Tool will be able to provide all the information of the projects they
manage. They will be able to identify participants and mobilities, to complete and update
budget information, to generate participant reports and to generate their own reports to be
sent to their National Agency.

1.2 Mobility Tool users

The users of Mobility Tool are:

o Beneficiary organisations — main users of the tool, responsible for entering mobility
project details, participants and budget information, creating reports.

¢ National Agencies — generating, controlling and monitoring project information

e European Commission DG EAC, system owner and central administrator of the tool

e Participants of the LLP mobility projects — participants don't use Mobility Tool directly,
only the PDF reports generated by the tool

2. How to login to Mobility Tool?

Mobility Tool can be accessed using the following address:

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

In order to login to the Mobility Tool you need to have 1) an ECAS account and 2) be
registered in Mobility Tool. For 1) please read the ECAS User Manual document for more
information on registration and how to obtain a login name and password. For 2) if your email
address was provided in project information, you will gain access automatically. Otherwise,

please contact your National Agency for support.

The ECAS login page is shown below.
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Contact | Search | Legal notice | Privacy Statement English (en -

EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

European

Commission External

EUROPA > Authentication Service > Login
LANGILGN New password  Sign Up  Help

Login Not registered yet

1s the selected domain correct?
External Change it

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

e ]

Password

P More options...

M:w

= Required fields

Or log in with your

D_L""IU'JWE hone Em ﬂ

The most important fields are:
"Is the selected domain correct?" — should be always set to External. If it is set otherwise,
please use "Change it" link and select "Neither an institution nor a European body".

- "Username or e-mail address" — both can be used for login. Since usernames are
generated automatically by ECAS during the registration, we suggest using emalil
address as an easier way to remember.

- "Password" — as defined during the registration process

2.1 How to change language of website user interface?

Mobility Tool can be translated to many languages. Languages available to you can be seen
on the upper right corner drop-down list, as shown on the screenshot below.

The languages are described in the following convention: BE3 — English (EN), where BE3 is
the National Agency and English (EN) is the language available for that agency.

Please note that only languages available to the agencies are available to beneficiary users.
For example, French agency will only have French language listed while Swiss Agency will
have German, French and Italian languages available. English language is available by

default to all agencies and users.
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SER - beneficiary [ ut ] | Legal no

European Commission
M0b|||ty tOO' BE3 Europese Programma’s voor Onderwijs, Opleiding en Samenwe

My Home

Welcome Beneficiary Test User

About the tool
List of the Projects

Mobility Tool is the system for the management of mobility projects
2011-1-BE3-LEOO1-00001 that receive an EU grant under the Lifelong Learning Programme. The
tool is developed by the European Commission for you, as beneficiary
of these projects.

Total Pages: 1 11

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

your projects, identify participants and mobilities, complete and
Your National Agency update budget information, generate and follow-up participant
reports and also generate and submit your own report(s) to your
National Agency.

Name: BE3 Europese Programma's voor Onderwijs, Opleiding en
Samenwerking - Agentschap

Helpdesk - Contact: +32

mobilitytool@

If your language is missing from the list, please contact your National Agency.

3. Project

3.1. How to view project’s details?

1. Login to the Mobility Tool with your ECAS username (or email address) and password.
You will see a screen similar to the one presented below.

SER - beneficiary [ Lo

European Commission

M0b|||ty tool BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwe

My Home

Welcome Beneficiary Test User

About the tool
List of the Projects

Mobility Tool is the system for the management of mobility projects
2011-1-BE3-LEQO1-00001 that receive an EU grant under the Lifelong Learning Programme. The
tool is developed by the European Commission for you, as beneficiary
of these projects.

Total Pages: 1 [l

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

your projects, identify participants and mobilities, complete and
Your National Agency update budget information, generate and follow-up participant
reports and also generate and submit your own report(s) to your
National Agency.

Name: BE3 Europese Programma's voor Onderwijs, Opleiding en
Samenwerking - Agentschap

Helpdesk - Contact: +32

mobilitytool@

2. Click the project's grant agreement number to see the project details.
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European Commission

Welcome Beneficiary Test User

About the tool
List of the Projects
Mobility Tool is the system for the management of mobility projects
that receive an EU grant under the Lifelong Learning Programme. The
tool is developed by the European Commission for you, as beneficiary
of these projects.

Total Pages: 1 [1]

In the Mobility Tool you will be able to provide all the information on
your projects, identify participants and mobilities, complete and
update budget information, generate and follow-up participant

reports and also generate and submit your own report(s) to your
Name: BE3 Europese Programma's voor Onderwijs, Opleiding en National Agency.

Samenwerking - Agentschap
Helpdesk - Contact: +32
mobilitytool@

Your National Agency

3.2. Changes to project details

Note:

In Mobility Tool you can change partner, mobility, participant or budget information — see
further sections for details. All other project information, i.e. project title, National Agency
project ID, project activity periods cannot be changed in the tool.

To request changes to these project details, please contact the National Agency helpdesk.

National Agency's amendments to the projects are displayed in the "Updates and Reports"
section of the tool but the updated information will not change directly in the project. It is
beneficiary organisation's duty to look at the list of the changes displayed in the "Updates
and Reports" section and change the project data accordingly.

Any National Agency's amendments to projects are communicated by automated email sent

by the Mobility Tool to the beneficiary organisation contact persons.

To display National Agency changes to the projects, follow the steps below.
1. Login to the Mobility Tool.

2. Click the project grant agreement number to see the project details.

3. Click the "Updates and Reports" button in the menu, as presented below.
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User Status: Logged in: Beneficiary Test USER - beneficiary [ Log out ]lLEgaI natice - Engiish (EN) [

BE3
European Commission 1

M0b|l|ty t00| BE3 Europese Programma’s voor Onderwijs, Opleiding en Samenwerki

My Home > Project Details

Home | Project Details | Partners | Participants | Mobility Experiences | Budget ‘l Updates and Reports ”

Project Details for 2011-1-BE3-LEQ01-00001

Context & Period Project Identifiers & Summary
Sub-programme: LEONARDO DA VINCI Grant Agreement No: 2011-1-BE3-LEC01-00001
Action: LEONARDO DA VINCI IVT (Initial Vocational Training) National ID: 1234

Call year: 2011 Project Title (national language): Project Title
Start of activity: Beneficiary Latin Name: Beneficiary Organisation
End of activity:

4. A list of project updates will be displayed. This list always displays at least one position —

the original data import to the tool when the project was created by a National Agency.

User Status: L

i European Commission
Stad MOblIlty tool BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerk

> Project Updates

Home | Project Details | Parners | Participants | Mobilty Experiences | Budget | Updates and Reports |

Updates and Reports for 2011-1-BE3-LEO01-00001

Total Number of Participant Mobility Experiences Approved Participant Reports to Date
Project Update ID Update Time Reporting Actions Beneficiary Report File Request Status Report Type
125 Apr 26, 2011 16:36:00 Prepare New Report Download PDF DOWNLOADED (1261) FINAL
125 Apr 26, 2011 16:36:00 Report Request Expired Expired REQUESTED (1041) FINAL
Total Pages: 1 [

5. Click the date and time in "Update time" column of the update details you would like to

display.

User Status:
European Commission
M0b|||ty tool BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerki

> My Home > Project Updates

Home | Project Details | Partners | Participants Mobility Experiences | Budget | Updates and Reports |

Updates and Reports for 2011-1-BE3-LEO01-00001

Total Number of Participant Mobility Experiences Approved Participant Reports to Date
Project Update ID Update Time Reporting Actions Beneficiary Report File Request Status Report Type
125 Apr 26, 2011 16:36:00 Prepare New Report Download PDF DOWNLOADED (1261) | FINAL
125 Apr 26, 2011 16:36:00 Report Request Expired Expired REQUESTED (1041) FINAL
Total Pages: 1 [
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6. Compare the project information shown in this window with the information stored in the
other sections of the Mobility Tool. Make appropriate changes in project details if
necessary. Check further sections of this document for details on how to add, change or

European Commission

Mobi“ty tOOI BE3 Europese Programma'’s voor Onderwijs, Opleiding en Samenwe

My Home > Project Updates > Project Update Details

Home | Praoject Details | Partners | Participants | Mobility Experiences | Budget | Updates and Reports |

Project Update ID: 125 - Apr 26, 2011 16:36:00 for 2011-1-BE3-LEO01-00001

General Information
Submission Data
Europese Programma’s voor
Sub-programme: Leonardo da Vinci National Agency: Onderwijs, Opleiding en
Samenwerking - Agentschap

LEONARDO DA VINCI IVT

Action: (Initial Vocational Training) Call year 20m
Grant Agreement No: 2011-1-BE3-LEOO1-00001 Report start date 2011-03-08
Project Title (national Project Title Report end date 2013-05-07
language)

Report Type FINAL

Beneficiary Organisation / Partner 1
Full Legal Name (national

T Beneficiary Organisation Role APP-Applicant Organisation
Eﬁ:r;iﬁ]ﬁ?‘ame (e Beneficiary Organisation Type of Organisation Egﬁ;';%zim?;at‘e‘?giy T
Commercial Orientation NP-Not for Profit Size (Staff) R7-more than 5.000
Legal Status PB-public Size (Trainees): S7-staff more than 5.000
Scope N-national Leonardo Certificate No: ~ -————-

P85.32-Technical and
Economic Sector: vocational secondary

7. Click "Back" to display a list of updates.
Please note, that "Approved Budget" details displayed in "Budget" section of the Mobility Tool
are updated automatically with the latest updates from project amendments.

Budget Summary Number of Participants Approved Budget
Mobility Organisation and Management 3 30000.00 2000.00
[ Pedagogical Linguistic and Cultural Preparation 3 450.00 2000.00
[i] Mobility Budget 3 ZrEran 19060.00
2 1300.00 600.00
0 0.00 300.00
0 0.00 100.00
2 1300.00 1000.00
SEESIS(EII(E
(L) Participants Without Special Needs 2 1450.00 10836.00
["~ ts With Special Needs 0 0.00 5418.00
(L) Accompanying Persons 0 0.00 1806.00
Total 2 18060.00
Total Budget 33200.00 24360.00

Recalculate | | Save

4. Participants

4.1. How to display list of participants?

1. Login to the Mobility Tool.
2. Click the project grant agreement number to see the project details.

3. Click the "Participants" button in the menu, as shown on the screen shot.
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- i European Commission
: M0b|l|ty tool BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerki

My Home > Project Details

Home | Project Details | Partners | Participants | Mobility Experiences | Budget | Updates and Reports
 E—

Project Details for 2011-1-BE3-LEO01-00001

Context & Period Project Identifiers & Summary
Sub-programme: LEONARDO DA VINCI Grant Agreement No: 2011-1-BE3-LEO01-00001
Action: LEONARDO DA VINCI IVT (Initial Vocational Training) National ID: 1234

Call year: 2011 Project Title (national language): Project Title
start of activity: Beneficiary Latin Name: Beneficiary Organisation
End of activity:

4. A list of all participants will appear. The list will display a title, first and last name, gender,
yes/no for special needs, yes/no for participant type (accompanying person or not) and

participant's email address. You may need to click the green loupe (ki) next to the

participant's name to see more details.

User Status: Logged in: Ben SER - beneficiary [ Log out ]| Legal notice

European Commission
M0b|l|ty tool BE3 Europese Programma's voor Onderwijs, Opleiding en Samen

My Home > Participants

Home l Project Details | Partners | Participants | Mobility Experiences | Budget | Updates and Reports l

Participants & Accompanying Persons for 2011-1-BE3-LEO01-00001

[ Add New ] [ Remove Selected ] I Import from a file ]
Title First Name Last Name Gender With Special Needs Accomp. Person Email
L) mc | Firstname LastName Male No No firstname.Jastname@email.com
Y s |[jane Jones Female | No No jane jones@email.com
ILI Johnny Bravo Male No No johnny.bravo@email.com
Total Pages: 1 i

4.2. How to add new participant?

1. Repeat the steps listed in the previous paragraph.
2. Click the "Add New" button.
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User Status: Logged in: Beneficiary Test USER - beneficiary [ Log out ]|Lega| notice
European Commission
M0b| ||ty t00| BE3 Europese Programma'’s voor Onderwijs, Opleiding

My Home > Participants

Home I Project Details | Partners | Participants | Mobility Experiences | Budget | Updates and Reports

Participants & Accompanying Persons for 2011-1-BE3-LEO01-00001

I Add New I [ Remove Selected ] [ Import from a file ]
Title First Name Last Name Gender With Special Needs Accomp. Person Email
B K M| FirstName LastName Male No No firstname lastname@email.com
B [~_J Mrs Jane Jones Female No No Jjane jones@email.com
D l‘ ] Johnny Bravo Male No No Jjohnny.bravo@email.com
Total Pages: 1 [l

3. A new participant form will appear, as shown on the screen shot below.

st USER - beneficiary [ Log out ]| Legal natice BE3 - Engiish (EN) [

European Commission

Mobihty tool BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerki

My Home > Participants = Participant

Home | Project Details | Partners | Participants Mobility Experiences | Budget | Updates and Reports |
Participant for 2011-1-BE3-LEO01-00001
Title Address* [
First Name* Postal Code®
Last Name* City®
Date of Birth® l_;l _ l_;[ _ l—;[ (dd-mm-yyyy) Cuuntry‘l-- Select country - =
Gender* = REQiUI‘I"I |
Telephone Email’l
Is Accompanying Person* [NO ¥ Type of Participant® |-- choose participant type - j
With Special Needs* |NO ¥ IVT Participant Type ”l j
Cancel | Save

4. Fillin all required fields marked with the red asterisk.
5. Click the "Save" button. A new participant will be created and a message "Record

created successfully" will appear.

4.3. How to add new participants in batch?

Mobility Tool provides an option to import large group of participants in a single operations —

batch import. The import is available only for new participants — this batch operation cannot
be used to modify participants' data.

The steps below describe an example of participant batch import functionality.

1. Repeat the steps from “4.1. How to display list of participants?” paragraph.
2. Click "Import from a file" button, as presented on the screenshot below.
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User Status: Logged in: Beneficiary Test USER - beneficiary [ Log out ]| Legal notice v

European Commission
M 0b|l|ty t00| BE3 Europese Programma's voor Onderwijs, Opleiding en Sameny

My Home > Participants

Home | Project Details | Partners | Participants | Mobility Experiences | Budget | Updates and Reports |

Participants & Accompanying Persons for 2011-1-BE3-LEO01-00001

[ Add New ] [ Remove Selected ]l Import from a file l

Title First Name Last Name Gender With Special Needs Accomp. Person Email
(]

Mr FirstName LastName Male No No firstname lastname@&email.com

(]

Mrs | Jane Jones Female | No No jane jones@email.com

il 2] 2]

Johnny Bravo Male No No johnny.bravo@email.com

Total Pages: 1 [l

You will be presented with 3-step process description. The process involves downloading
a CSV template to fill in and importing the file into the system.

Click "Download a CSV template file" link. A dialog window will appear asking you to
either open or save a CSV template file. Please save the file in a convenient location.
Open the file in a text or spread sheet editor of your choice (if you use Microsoft Excel
and if you see all values in a single cell, please refer to “11.2.2. CSV files exported by
Mobility Tool are not opened correctly by Microsoft Excel” paragraph which covers
troubleshooting of the CSV display issues in Microsoft Excel).

Fill in the following fields: Title, First Name, Last Name, Date of Birth, Gender,
Telephone, Email, Address, Postal Code, City, Country, Region, Is Accompanying

Person, With Special Needs, Type of participant, IVT Participant Type

a. There are fields with specific formatting required. The table below shows all the

values and their required format. Please ask your National Agencies for a list of

accepted codes

b. Some fields are mandatory, some other are not. The table below describes all the
fields in details.
Field Mandatory | Required format
Title No No special formatting required
First Name Yes No special formatting required
Last Name Yes No special formatting required
Date of Birth Yes Format of DD/MM/YYYY
Gender Ves Please refer to "Leonardo da Vinci Mobility Tool Data Dictionary" for the
list of codes.
Telephone No No special formatting required
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Field Mandatory | Required format
It must be a valid email format, i.e. name@domain.com.

Email Yes The email field must be unique as this is the participant identifier
field.

Address Yes No special formatting required

Postal Code Yes No special formatting required

City Yes No special formatting required

Please refer to "Leonardo da Vinci Mobility Tool Data Dictionary" for the
Country Yes

list of codes.
) Please refer to "Leonardo da Vinci Mobility Tool Data Dictionary" for the
Region Yes .
list of codes.
Is Accompanying v Please refer to "Leonardo da Vinci Mobility Tool Data Dictionary" for the
es
Person list of codes.
. . Please refer to "Leonardo da Vinci Mobility Tool Data Dictionary" for the
With Special Needs Yes .
list of codes.
o Please refer to "Leonardo da Vinci Mobility Tool Data Dictionary" for the
Type of participant Yes )
list of codes.
o Please refer to "Leonardo da Vinci Mobility Tool Data Dictionary" for the
IVT Participant Type No

list of codes.

c. Save your file in comma-separated values file format (CSV).
7. Once the file is filled in, you can import the data. Navigate to Participants, click "Import
from a file", click "Browse" and select your CSV file.

1. Download a CSV template file..
2. Fill in the file with participant and accompanying persons data.

3. Import the file
Cancel Submit

8. Click "Submit".

a. If you data contain some fields in incorrect format or some fields are missing you will

be informed about this fact on the next page. A valid reference data will be displayed
as well. At this stage you can either go back to fix the issue and submit the file again
or cancel the process.

b. If your data had correct format, a message will be displayed informing you how many
participants will be added and how many participants will be updated. Click "Yes" to
continue the process. You will be redirected to "Participants” page that will show the
result of the import.

c. If you already had participants in your project and participants from the import file

used the same email address, a similar message to the one below will be displayed:
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1 participants will be updated.

Email Last Name First Name Warning Message
john@email.com Topolsky  John Participant already exists and will be updated.

Do you want to continue with the import from file? [ Cancel ] [ Yes ]

Click "Yes" to continue and update the participant information.

4.4. How to edit participant's details?

1. Repeat the steps from “4.1. How to display list of participants?” paragraph.

2. Click the green loupe icon (

3. Make the required changes and click the "Save" button.

User Status: Logged in: Beneficiary Test USER - beneficiary [ Log out ]| Legal notice BE3 - Engish (EN) [

! European Commission
M0b|||ty tool BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerki

My Home > Participants > Participant

Home | Project Details | Partners | Participants | Mobility Experiences | Budget | Updates and Reports |

Participant for 2011-1-BE3-LEO01-00001

Title [Mr Address"|Streel 1
First Name* |FirstName Postal Code® {1000
Last Name* |LastName City* |Brussels
Date of Birth* |01 x| - [01 =] - [1980 =] (dd-mm-yyyy) Country*|BE - BELGIUM =
Gender* ,m Male = Reglon‘lBEm - Région de Bruxelles-Capitale / Brussels Hnnhj
Telephone Email* |ﬁrslname,\asmame@ema\,tnm
Is Accompanying Person® |[NO Type of Participant® | STD-ADL - Adult learners j
With Special Needs* |NO ¥ IVT Participant Type *anbIVTrSch - Trainees in school based initial vocational training j
Cancel | Save

4. A confirmation "The record has been updated successfully” will be displayed.
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5. Partners

5.1. How to display list of partners?

1. Login to the Mobility Tool.
2. Click the project grant agreement number to see the project details.

- European Commission
M0b|||ty t00| BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwe

My Home

Welcome Beneficiary Test User

About the tool
List of the Projects
Mobility Tool is the system for the management of mobility projects
that receive an EU grant under the Lifelong Learning Programme. The
tool is developed by the European Commission for you, as beneficiary
of these projects.

Total Pages: 1 [11

In the Mobility Tool you will be able to provide all the infermation on
your projects, identify participants and mobilities, complete and
update budget information, generate and follow-up participant
reports and also generate and submit your own report(s) to your
Name: BE3 Europese Programma's voor Onderwijs, Opleiding en National Agency.

Samenwerking - Agentschap
Helpdesk - Contact: +32
mobilitytool@

Your National Agency

3. Click the "Partners" button in the menu as shown on the screen shot below.

User Status: Logged in: Beneficiary Test USER - beneficiary [ Log out ]lLEga\ notice BE3 - Engiish (EN) [

! European Commission
M0b|||ty too' BE3 Europese Programma’s voor Onderwijs, Opleiding en Samenwerki

My Home > Project Details

Home | Project Details | Partners | Participants Mobility Experiences | Budget | Updates and Reports |
Project Details for 2011-1-BE3-LEO01-00001

Context & Period Project ldentifiers & Summary
Sub-programme: LEONARDO DA VINCI Grant Agreement No: 2011-1-BE3-LEQ01-00001
Action: LEONARDO DA VINCI IVT (Initial Vocational Training) National ID: 1234

Call year: 2011 Project Title (national language): Project Title
Start of activity: Beneficiary Latin Name: Beneficiary Organisation
End of activity:

4. A list of partners will appear. Partners are: beneficiary organisation, host and
intermediary organisation or organisations. Please note the beneficiary organisation will
always be displayed at the top of the list (with value "Yes" in the Beneficiary column).

The list of partners allows quick filtering and searching partners from the list. Partners
can be filtered by partner ID (or part thereof), legal name (or part thereof), type of

organisation — selection from the drop-down list, preferred contact person name (or part
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thereof), preferred contact person mobile phone number (of part thereof) and country —

selection from the drop-down list.

European Commission

Mobility tool
My Home > Partners

Mobility Experiences | Budget | Updates and Reports

Home | Project Details | Partners

Participants

Project Partners for 2011-1-BE3-LEO01-00001

Filter by columns Preferred contact

Beneficiary Partner 1D Legal Name Type of Organisation Name Mobile Country
[ - -
General search
EAXEY B el B e
. Search: Show ~ entries
= f x =S o showing 1 to 4 of 4 entries
List of Beneficiary & Partners Preferred contact
Beneficiary PaTE)ne[ Legal Name Type of Organisation Name Mobile Country
/ s Beneficiary Vo(__atlonal training institute Beneficiary Test U 0000000000 BELGIUM
£ Organisation tertiary level
. . Vocational training institute
a. N
|| & No Host Qraanisaion | o NS
. Vocational training institute
rv :
m | 7 No imsrmediary Parmar | e S
B | & No Partner no | Other types of Association FirstName LASTN | 5000 BELGIUM

AME

The partner list page offers some other additional functionalities. You can find the actions
oriented with the partner list in the list top menu on the page. Below is an explanation of each
button and associated action.

Icon/button Description

"Select all" - selects all or deselects all element in the list

¥

"Add New" - adds new element to the list

S

"Delete" - removes selected element from the list

= "Export PDF" - exports list to a PDF file. Please note only
l@j elements that are visible on the list will be exported to PDF. That
means if the list is filtered, only the result of the filtering will be

seen in PDF file.

I~ "Export Excel/CSV" - exports list to a CSV/Excel file. Please note
% ]
[l only elements that are visible on the list will be exported to CSV
file. That means if the list is filtered, only the result of the filtering

will be seen in CSV file.
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Icon/button Description
"Print" - print the list. Please note only elements that are visible
- on the list will be printed. That means if the list is filtered, only the

result of the filtering will be seen on the printout.

o

"Add/Remove Columns" - adds/removes displayed columns of

the list.

search: |

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

search.

2

"Reset Filters" - clears the search results (similar to deleting the

content of the previously described search field).

5.2. How to add new partner?

1. Repeat the steps from “5.1. How to display list of partners?” paragraph.

2. Click the green plus icon, the "Add New" button in the top menu of the partner list

(marked by red square in the below screenshot).

European Commission

Mobility tool

My Home > Partners

BE3 Europese Programma’s voor Onderwijs, Opleiding en Samenwerkin

Home | Project Details | Partners

User Status: Logged in: Beneficiary Test USER - beneficiary [ Log out ]| Legal notice

Participants | Mobility Experiences | Budget | Updates and Reports

Project Partners for 2011-1-BE3-LEQ01-00001

Filter by columns

Preferred contact

Name Mobile

Beneficiary Partner 1D

Legal Name

Type of O ion

Country

(&

General search

E[Ex 2w

List of Beneficiary & Partners

@ Search: %

Show 50 = entries
Showing 1 to 4 of 4 entries

Preferred contact

Beneficiary Pa:;ne,[ Legal Name Type of Organisation Name Mobile Country

_7 o gin::‘:;?m éo;?;:!?r:‘:etlraining institute EEEEﬁUaWTES[ U 5000000000 | BELGIUM
CR S o Orgmnzuan | YOS20O7A1 RINITG st
] /'; No Intermediary Partner éo;?;:irgdellraming institute

| No Partner no 1 Other types of Association FirstName LASTN | 0900 BELGIUM

AME

3. A partner details form will appear. Fill in all required fields marked with the red asterisk.
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Partner Details

Full Legal Name
(national language)*
Full Legal Name (Latin
characters)”

Partner ID
Acronym

National ID(if requested
by NA)

Type of Organisation™
Commercial Orientation*
Scope”

Legal Status®

Economic Sector®

Size (Staff)™

Size (Trainees)™

VAT Number

Is the organisation able
10 recover VAT?"

Address & Contact Information

Telephone 1
Telephone 2
Fax

Email*

Web

Legal Address*
Postal Code*

City*

Region”® | —

Country* - Select country - -

Cancel

4. Click "Save" to save the details of a new partner. Notice the new partner is added to the

end of the list of partners. Any new partner will always have "No" value in the

"Beneficiary" column in the list.

Project Partners for 2011-1-BE3-LEO01-00001

Filter by columns

Preferred contact

Beneficiary

Partner ID

Legal Name

Type of Organisation

Name Mobile Country

=]

General search

=+ XBED

List of Beneficiary & Partners

@ Search: \;"g

Beneficiary

FPartneg

ID

Legal Name

Type of Organisation

show 50 ~ entries
showing 1 to 5 of 5 entries

Preferred contact

Name Mobile Country

Yes

Beneficiary Organisation

Host Organisation

Intermediary Partner

Partner no 1

Vocational training institute
tertiary level

Vocational training institute
tertiary level

Vocational training institute
tertiary level

Other types of Association

Benefidary TestU | 5360000000 | BELGIUM

FirstName LASTN

AME 00000 BELGIUM

O
.\\ .\\ .\\ .\\ .\\‘

Partner
D

Full Legal Name (Latin
characters]

Other types of Association

Please note the new partner organisation doesn't have any contact person specified. In order

to add a contact person to the new organisation in your project, please follow the “5.6. How

to add partner organisation contact person?” paragraph.

Note:

Partner details can be changed at any time during project lifetime.
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5.3. How to edit partner’s details?

1. Repeat the steps from “5.1. How to display list of partners?” paragraph.
2. Click the pencil icon next to the partner you want to edit, as shown on the screenshot.

Filter by columns Preferred contact
Beneficiary Partner ID Legal Name Type of O isation Name Mobile Country
| - -

General search

g::: " x !‘E?: [':j @ Search: :Tg Show 50 + entries

Showing 1 to 4 of 4 entries

List of Beneficiary & Partners Preferred contact
Beneficiary I’alnne[. Legal Name Type of Organisation Name Mobile Country
i Beneﬁ_nag Vocational training institute tertiary Beneficiary Test USE 0000000000 | BELGIUM
Organisation level R

No Host Oraanisation Vocational training institute tertiary
Hestrdanisation level
Vocational training institute tertiary

ntermediary Partner
level

a3
RN (RN
=

No Partner no 1 Other types of Association 00000 BELGIUM

FirstName LASTNAM
E

3. Change the details and click the "Save" button. A confirmation message "The record has

been updated successfully" will be displayed.

Note:

The Beneficiary Organisation details should not be changed by Beneficiary Organisation,
only by the National Agency. If for any reason the Beneficiary Organisation details need to be
changed, please inform your National Agency. Once the data is changed by the National
Agency, please follow paragraph “3.2. Changes to project details” in order to reflect these
changes in Mobility Tool.

5.4. How to remove partner?

2. Repeat the steps from “5.1. How to display list of partners?” paragraph.
3. Mark the selection box next to the partner you want to remove. Please note that it is not

possible to remove your own beneficiary organisation from the list.

Filter by columns Preferred contact
Beneficiary Partner ID Legal Name Type of O isation Name Mobile Country
[} - -

General search

g:: = E I'E;I?: ['ﬁ E search: :Tg Show 50 ~ entries

Showing 1 to 4 of 4 entries

List of Beneficiary & Partners Preferred contact
Beneficiary FalrtDne[‘ Legal Name Type of Organisation Name Mobile Country
/ Yes Beneficiary Vocational training institute tertiary Beneficiary Test USE 0000000000 | BELGIUM
Oraanisation level R
[} / No Host Organisation Parents’ associations
5 Vocational training institute tertiary
7] Intermediary Partner
V4 No Intermediary Parmer ||\ 02
B 7 No Partner no 1 Other types of Association E"“Name LASTNAM || 50000 BELGIUM
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4. Click the "Delete" icon (marked on the screenshot).

a. If the partner has not been used in any mobility, a confirmation will be displayed that
the partner has been deleted.

b. If the partner has been used in any mobility, a warning message will appear: "At least
one Partner has a role in at least one mobility. You must remove the partner from the
Mobility first." In this case, selected partner will not be removed until a corresponding
mobility experience is not deleted. Check chapter “6.9. How to delete mobility

experience?” for more details.

5.5. How to add beneficiary organisation contact person?

1. Repeat the steps from “5.1. How to display list of partners?” paragraph.

2. Click the organisation name.

Filter by columns Preferred contact
Beneficiary Partner 1D Legal Name Type of O isation Name Mobile Country
[} - -

General search

g:: + x @‘ [’;ﬁ Search: \a‘g Show 50 = entries

Showing 1 to 4 of 4 entries

List of Beneficiary & Partners Preferred contact
Beneficiary Pa:[Dne; Legal Name Type of Organisation Name Mobile Country
/ Yes Beneficiary Vocational training institute tertiary Beneficiary Test USE 0000000000 | BELGIUM
L Organisation level R
= / No Host Organisation Parents' associations
& /’4 No R r— Vocational training institute tertiary
‘ FEermESian Tarner level
i} No Partner no 1 Other types of Association FirstName LASTNAM || 5500 BELGIUM
E

3. A list of contacts for this partner will be displayed. In the example presented on the
screenshot, the organisation has 4 contact persons — one person authorised to sign

grants, three other persons with access to the project.

European Commission

Mobi | ity tool BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerkit

My Home > Partners > Partner Contacts

Home | Project Details | Partners | Participants | Mobilty Experiences | Budget | Updates and Reports

Partner Contacts for 2011-1-BE3-LEO01-00001

g::: ;‘% x % ﬂj p— Ea Show All v entries

Showing 1 to 1 of 1 entries

List of Contacts for this Partner

Authorised

“ 2 Preferred A . = N Access to
Edit to sign v contact” Name Department  Position Mobile Email Project
Grant
] / No Yes John SMITH Director 012345 director@organisation.com No

4. Click the "Add New" button.
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User Status: Logged in: Beneficiary Test USER - ben,

(————
o

European Commission

Mobility tool

> Partners >

My Home Partner Contacts

Home [ Project Details | Partners | Participants

Mobility Experiences | Budget | Updates and Reports |

Partner Contacts for 2011-1-BE3-LEO01-00001

zEx 2= §

List of Contacts for this Partner

show All v entries
Showing 1 to 1 of 1 entries

Authorised

A Preferred A iz 4 . Access to
Edit tosign vy et Name Department  Position Mobile Email Project
Grant
|} / No Yes John SMITH Director 012345 director@organisation.com No

Partners List

5. A contact person information form will be displayed.

6. Fill in all required fields marked with the red asterisk.

(1 Same address as Partner Organisation
Title Legal Address*
First Name* Postal Code*
Last Name* City*
Department Country* | -- Select country -
Position* Region*
Mobile* Fax
Email* Preferred contact @
O Select this option to invite the user to use
Access to Project i ;Ilesv::::iite Mn!:ilih/ Tool. An invitati_on will
oo Y y Email to the address provided
above.
| Partners List |

| Cancel | | Save |

7. You may use "Same address as Partner Organisation" option to fill in the contact person

address using the beneficiary organisation address.

Title Legal Address*
First Name* | Postal Code*
Last Name* City*
Department Country* [ -- Select country -~
Position* Region*
Mobile* Fax
Email* Preferred contact &
0 Select this option to invite the user to use
Access to Project L :’Zesv:::)iiteEMn_l'lJility Tool. An invitation will
el y Email to the address provided
above.
| Partners List |

| Cancel | | Save |

8. If you want this person to be a preferred contact person in this organisation, select

"Preferred contact" option. If you select this option, the contact person details will be

displayed on the Partners page.
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Title
First Name*
Last Name*
Department
Position*
Mobile*
Email*

0

Access to Project

Partners List

Same address as Partner Organisation
Legal Address*
Postal Code*
City*
Country*
Region*
Fax

Preferred contact @

Select this option to invite the user to use
the website Mobility Tool. An invitation will

. be sent by Email to the address provided
above.

-- Select country --

Cancel Save

9. Click the "Save" button. A confirmation that the new partner contact has been created will

be displayed: "Record created successfully".

5.6. How to add partner organisation contact person?

1. Repeat the steps from “5.1. How to display list of partners?” paragraph.

2. Click the name of the organisation you want to add a contact to.

Filter by columns

Preferred contact

Beneficiary Partner ID Legal Name Type of Organisation Name Mobile Country
General search
= [~ TS B/ search =4 show [ 50 [v] entries
e X &2 (=]
o= = e Showing 1 to 4 of 4 entries
List of Beneficiary & Partners Preferred contact
Beneficiary  Partner ID * Legal Name Type of Organisation Name Mobile Country
Yes Beneficiary Organisation Vocational training iInstitute tertiary level Beneficiary Test USER 00000 BELGIUM
No Host Organisation Parents' associations John SMITH 012345 LITHUANIA
NO rermediary Partner Vocational training institute tertiary level
No Other types of Association FirstName LASTNAME BELGIUM

3. Alist of already existing contacts will appear.

g: fx@mﬂj"' E-

List of Contacts for this Partner

show [All[v] entries
Showing 1 to 1 of 1 entries

Authorised Preferred
Edit to sign v Name . Department Position Mobile Email Access to Project
Grant
O _/ No Yes John SMITH Director 012345 director@organisation.com No
Partners List
4. Click "Add New" button as presented below.
g‘,—‘- x l@\ [rTj =5 @ Show [All[v] entries
=] — = Showing 1 to 1 of 1 entries
List of Contacts for this Partner
Authorised Preferred
Edit to sign v Name - Department Position Mobile Email Access to Project
Grant
O Y / No Yes John SMITH Director 012345 director@organisation.com No
Partners List

5. Fillin all fields, especially those marked with a red asterisk. You may use “Same address

as Partner Organisation” option to fill in the contact person address using the beneficiary

organisation address. If you want this person to be a preferred contact in this partner

organisation, select “Preferred contact” option. Once selected, the contact will be
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displayed on top of the list in bold (see the screen shot above). His/her details will be also
displayed on the list of all partner organisations.

Same address as Partner Organisation

Title Legal Address*
First Name* Postal Code*
Last Name* City*
Department Country* -= Select country --
Position* Region*
Mobile* Fax
Email* Preferred contact ™

Partners List Cancel Save

6. Click the “Save” button. A confirmation “Record created successfully” will be displayed.

Notice the number of contact persons in the organisation has increased.

5.7. How to remove beneficiary organisation contact person?

1. Repeat the steps from “5.1. How to display list of partners?” paragraph.

2. Click the name the partner. A list of contacts for the beneficiary organisation will be
displayed.

Filter by columns Preferred contact

Beneficiary Partner ID Legal Name Type of Organisation Name Mobile
(|

Country

General search

S X B [ e TR i -
_ Search Show ¥ entries
= T = : Showing 1 to 4 of 4 entries

List of Beneficiary & Partners Preferred contact

Beneficiany Pa::)ne; Legal Name Type of Organisation Name Mobile Country
V4 e Beneficiary Vocational training institute tertiary Beneficiary TestUSE | 100000000 | BELGIUM
L Organisation level R
= / No Host Organisation Parents' associations
] V4 No Intermediary Partner || YOCAUONAI raININg institute tertiary
B e 1]
m || & No Partner no 1 Other types of Association E"S‘Na"‘e LASTNAM 66000 BELGIUM

3. Check the selection box next to the partner contact name you want to remove. Please

note that you cannot remove yourself from this list — the selection box will be greyed out.

2 +[X]m 0 - &

Showing 1 to 4 of 4 entries
List of Contacts for this Partner

Authorised Praferred
Edit 10 sign + o Name s Department Position Mobile Email Access to Project
((((((
Grant
Yes No Mrs Clara DUPONT Vocational Education Director auth.bendgmail.com No
4 No Yes Mr Beneficiary Test USER N/A N/A 00000 michal.osm gvub.ac.be Yes
. No No James JASON NIA N/A 000000 james jason@email.com Yes
4 No No Mr Louis JANSSENS Vocational Education Assistant mob.be3.ben@gmail.com Yes
Panners List

4. Click the "Delete" button.

5. A confirmation message "The record has been deleted successfully”" will be displayed.
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Please note you cannot remove person authorised to sign from the list of beneficiary
contact persons. If the authorized person needs to be changed, please change the
person details, as described few paragraphs earlier.

5.8. How to remove partner organisation contact person?

1. Repeat the steps from “5.1. How to display list of partners?” paragraph.
2. Click the partner name to display the list of contacts.

Filter by columns Preferred contact
Beneficiary Partner 1D Legal Name Type of Organisation Name Mabile Country

show [50 [w] entries
Showing 1 to & of 4 entries
Preferred contact

Name Mobile Country

Beneficiary Test USER 00000 BELGIUM

A list of contact persons will appear.

Using the tick boxes on the right hand side select one or many contact persons you want
to remove for the partner. Please note you can select all partner contacts to be deleted.
Therefore partner organisation can have no contact persons listed.

3 E L
Edit sign v e = obile Email
Grant
v / No Yes FirstName LASTNAME N/A N/A 00000 conta com
9 g No Mo Person NO 2 NIA N/A 000000 otherperson@email.com

i W

= &
ner

5. Click the "Delete" button right above the list of contacts.

6. A confirmation message "The record has been deleted successfully" will be displayed.

5.9. How to enable or disable beneficiary organisation contact
person access to Mobility Tool?

1. Repeat the steps from “5.1. How to display list of partners?” paragraph.
2. Click the name of the Beneficiary Organisation on the of the partners list.
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Filter by columns Preferred contact

Beneficiary Partner ID Legal Name Type of O on Name Mobile Country
B - -
General search
g_j r x ﬂ [';j @ Search: :‘5 Show 50 ~ entries
= =l B Showing 1 to 4 of 4 entries
List of Beneficiary & Partners Preferred contact
Beneficiany Pa:;neg Legal Name Type of Organisation Name Mobile Country
Yes Beneficiary Vocational training institute tertiary Beneficiary Test USE | 000000000 | BELGIUM
Organisation level R

Host Organisation Parents' associations

Vocational training institute tertiary
level

No ntermediary Partner

No Partner no 1 Other types of Association E”“Name LASTNAM |/ 56000 BELGIUM

3. You will see a list of beneficiary organisation contact persons with their status of access.
The status can have two values: "Yes" or "No”.

e @ Show [AIT%] entries
. = 57 how (] e
v X )= 5 B b
List of Contacts for this Partner

Authorised

Preferred

Edit wsign v Oy Name. Department Position Mobile Email Access 1o Project
Yes No Mrs Clara DUPONT Vocational Education Director No
No Yes Mr Beneficiary Test USER N/A N/A 00000 Yes
No No James JASON N/A N/A 000000 yes

Partnars List

4. To enable contact person access to Mobility Tool and access to the project, click the
yellow pencil to edit contact person details.
5. Select “Access to Project” to enable or deselect the option to disable Mobility Tool access

for that person.

Title

First Name*

Same address as Partner Organisation
Legal Address*
Postal Code*

Last Name* City*
Department Country* | - Select country - ]
Position* Region*
Mobile* Fax
Email* Preferred contact @
@] Select this option to invite the user to use
Access to Project the website Mobility Tool. An invitation will
d /. . besent by Email to the address provided
above.
Partners List Cancel | | Save

In case the access is enabled a confirmation message "The user access to the Active

Project has been enabled" will be displayed. The person now has gained access to the

tool. Mobility Tool will send an automated email informing beneficiary contact person that

he/she has been granted access to the tool. The email will contain project number,

project title, link to Mobility Tool and contact details of the National Agency.
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6. Mobilities

6.1. How to create new mobility experience?

Definition:

A "Mobility Experience" is a set of one or more mobilities planned/realised by a single
participant. In most cases a “Mobility Experience” consists of a single mobility. However for a
“Mobility Experience” to consist of multiple mobilities, these mobilities must share the same

criteria (same economic sector, field of education and level of education).

Note:

Before a new mobility experience can be created, at least one participant and two partner
organisations (the first for sending and the second for receiving) must already be listed in the
Mobility Tool. Please check the “4.2. How to add new participant?” and “5.2. How to add new

partner?” chapters for more information.

1. Login to the Mobility Tool.
2. Click the project grant agreement number to see the project details.

3. Click the "Mobility Experiences" button in the menu.

User Status: Logged in: Beneficiary Test USER - beneficiary [ Log out ]| Legal natice EES - Engitch (EN) [

European Commission
Moblhty tool BE3 Europese Programma’s voor Onderwijs, Opleiding en Samenwerking

My Home > Project Details

Home | Project Details | Partners | Participants ' Mobility Experiences i Budget | Updates and Reports |
 —

Project Details for 2011-1-BE3-LEOQ01-00001

Context & Period Project Identifiers & Summary
Sub-programme: LEONARDO DA VINCI Grant Agreement No: 2011-1-BE3-LEQ01-00001
Action: LEONARDO DA VINCI IVT (Initial Vocational Training) National ID: 1234

Call year: 2011 Project Title (national language): Project Title
start of activity: Beneficiary Latin Name: Beneficiary Organisation
End of activity:

4. A list of existing mobility experiences will be displayed.
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ner Stwtus bemeficiary [ L0g 0ut ]| Logal v

European Commission
M 0b| | ny tOOI BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerking - Agentschap

My Home

List of Mobility Experiences for 2011-1-BE3-LEOO1-00001 Home

Mobility Expers

Project Detais | Partners | Paricipants | Mobility Experiences | Budget | Updates and Reports |

trepot | import - Export | (@)

New Mobilty Experience | Delete | Advanced Search | | Clear Fikters

Last Name First Name First start date Last end date Report status Mobilities
o [ e FirsiName 01012011 311032012 EMAIL NOTIFED : B
List of Mobilities for this Mobility Fxperience Add Now Mobity | Delete
Mobiey ID Semding Country Receting Coustry Receving Parnee Sar dte e dute
e e s T e Go
e o i s s S s o
Last Name First Name First start date Last end date Report status Mobilities
O (] JONES jane 14122001 08/012012 EMAIL NOTIFED " B
List of Mobilities for this Mobility Experience Add New Mobity | Delete
sobsay 1D Sensing Country Recening Counary Recenving Partnes surtoue end dute

UECHTENSTEIN IRELAND Host Organisaton 14/12/2011 08/01/2012

5. Click the "New Mobility Experience" button.

European Commission
M 0 b| | |ty to OI BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerking - Agentschap

Sy Fiome > Wobility Expericnces 1
List of Mobility Experiences for 2011-1-BE3-LEO01-00001 Home | Project Detads | Parners | Paricipants | Mobilty Expeciences | Budget | Updetes and Reports |
Jolete | Advanced Search | | Clear Fiters Roquest repor [ Impont - Expon| (@)
Last Name. First Name First start date Last end date Report status Mobilities
(u] (&} LASTNAME Firstame 01/01/2011 31/03,2012 EMAIL NOTIFED 2 @
List of Mobilities for this Mobility Experience A4 New Mobilty
o sending Caunery Recening Country Recening Partner sartae £na dare
BELGIUM. PORTUGAL Partner no | 01/01/2011 01/02/2011 S0
BULGARIA £sToNA Host Organisaton 02/0312012 3110312012 (<5}
Last Name First Name First start date Last end date Report status. Mobilities.
(m} & ] JONES Jane 147122011 08/01/2012 EMAIL NOTIRED @
List of Mobilities for this Mobility Experience 703 New Wiobity]  Delvt
r— Sending Country . Recening Partner Startsate £na date
LECHTENSTENV ReLanD Host Grganisation 11272011 08012012 Q-

6. A new "Mobility Experience" form will appear.

Log out ] | Ley tice
European Commission ==
Mobil |ty tool BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerking - Agentschap %
Mo ty Experie Mobility Exp =
New Mobility Experience for 2011-1-BE3-LEO01-00001 Home | Projec Deuits | Parmers | Paricipams | Mobiiay Experiences | Budget | Updates and Reports |
Fducation Participants & Accompanying Persons
ECONOMIC SeCtor: | Select a Sector — V] Select Parncipant name: Seleced
Lastflame Fustliame 5]
Field of Education: |~ Saject s Fid = 7] | Foleeld
Level of Education: | Select a Level — = ]

Select all paricipants

TIPS & HELP.
Use CTRL~cick to select mutiple partcpants.

Type & letter to jump to desired participant name.

When participantis) are selected, click the right arrow 10 add the selectan to the ist

Mobility Partners Mobility Details Budget
Sending Country" | BE - BELGIUM V]
Sending Partner* Beneficiary Organisation (Baneficiary) vl .
Receiving Country® LT - LITHUANIA V] Subsistence [
Receiving Partner Host Organisation Segasturs bk . 3
Intermediary Partner. v Return Date =
= Total 0 00|
Duration in weeks: 0 and days 0
Certification Languages Used
Select Certitying Partmer Selected Certificates. Uit of Languages Selected Languages
Beneficiary Organsation (Beneficiary) v) BG - Bulganian -
Sulact Cartification Type gi-gze:hn
- anis =
Certifications associated to an educational period v Q ML - Dutch U
EN - English
o ET - Estonian -
€] Fi- Finish (€]
FR - French
DE - German
EL - Greek v
Cancel | | Save

Mobity Experiences List

7. Choose "Economic Sector", "Field of Education" and "Level of Education".
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Education
Economic Sector: | Salect 3 Sector — j
Field of Education: | Salect 3 Fiald — j
Level of Education: | Salact 3 Level — j

8. Select participants from the participant list. You may use CTRL+click to select multiple
participants or type a letter to jump to desired participant name. When participant(s) are
selected, click the right arrow to add the selection to the list.

9. Select sending, receiving and if applicable, intermediary partners in the "Mobility
Partners” section.

Mobility Partners

Sending Partner*: IEIeneﬁciary Organisation (Eleneﬁcij
Receiving Partner*: |H|:|st Organisation j
Intermediary Partner: IIntermec:Iiar'_-fr Partner j

10. In the "Mobility Details" section change sending and receiving country if they are selected
incorrectly. The values in sending and receiving country are deducted from selection of
sending and receiving partners.

Mobility Details

sending Country* |BE - BELGIUM

L] L«

Receiving Country*: |LT - LITHLULAMIA

Departure Date®: | 31,

Return Date*

Duration in weeks: I 0 and days:

"]

1,

11. Choose departure and return date. "Duration in weeks" and "and days" fields will be

populated automatically once the departure and return dates are selected.
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Mobility Details

sending Country* |BE - BELGIUM

Ll e

Receiving Country*: |LT - LITHUAMIA,

Departure Date*: |14.-’12.F2[]11

W
"]

W
"]

Return Date*: [06/01/2012

Duration in weeks: I 3 and days: I

12. In the "Budget" section enter "Subsistence" and "Travel Costs" budget. The total budget
value will be calculated automatically.

Budget
Subsistence: | 0
Travel Costs: | 0
Total: I 0.00

13. If applicable, select the certifying partner and the certification type that the partner will
award to participants and click the green arrow to add the selection to the list. The
"Selected Certificates" list will display values in pairs in a format of "certifying partner" —
"certification type". In principle, maximum 3 certifications should be added for a single
mobility experience.

Certification

Select Certifying Partner Selected Certificates

IEleneﬁc:iar}r Organisation [Eleneﬁciaj Beneficiary Organisation (Beneficiary) - Certifications assoc
Select Certification Type (> |
ICertiﬁcations associated to an edutj

Note:
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It is possible that in the same mobility experience the same partner organisation can be both

a sending and a receiving partner. This situation is not possible in a single mobility, however.

14. Finally, select the languages that will be used during this Mobility Experience. Once
selected press the green arrow to add the languages to "Selected Languages" list.
Repeat the process until all languages used in this Mobility Experience are selected. In

principle, maximum 3 languages should be selected.

Languages Used
List of Languages Selected Languages

BG - Bulgarian ﬂ EN - English
CS-Czech DE - German
DA - Danish

ML - Dutch

ET - Estonian

FI - Finnish

EL - Greek

HU - Hungarian

GA - Irish |

15. Click the "Save" button.

16. After saving a new Mobility Experience (or Experiences) for selected participant (or
participants) a confirmation message will be displayed. The Mobility Tool will create a
mobility experience for each selected participant. All the mobility experiences created in
this process will share the same values for economic sector, field of education, level of
education, mobility partners (sending, receiving and intermediary, if selected), sending
and receiving country, dates of mobility, budget, certifying partner and certification type
as well as languages.

17. Click the "Mobility Experiences List" button to return to the main Mobility Experience

page.

6.2. How to display mobility experience details?

1. Login to the Mobility Tool.
2. Click the project grant agreement number to see the project details.

3. Click the "Mobility Experiences" button in the top menu.
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R - beneficiary [

n: Beneficiary it ]| Legal natice 8ES - Englh (EN) [

European Commission
Mob'“ty too' BE3 Europese Programma'’s voor Onderwijs, Opleiding en Samenwerking —

Home | Project Details | Partners | Participants i Mobility Experiences i Budget | Updates and Reports
e

Project Details for 2011-1-BE3-LEO01-00001

My Home > Project Details

Context & Period Project Identifiers & Summary

Sub-programme: LEONARDO DA VINCI Grant Agreement No: 2011-1-BE3-LEO01-00001

Action: LEONARDO DA VINCI IVT (Initial Vocational Training) National ID: 1234

call year: 2011 Project Title (national language): Project Title

Start of activity: Beneficiary Latin Name: Beneficiary Organisation

End of activity:

4. A list of existing mobility experiences will be displayed. This list will display some basic
information about mobility experiences. This list will contain: last and first name of the
participant, starting date of first mobility, returning date from the last mobility, status of

participant report request and number of mobilities. If you wish to see more details,

please follow the steps below.

y—— beneficiary [ Lo

European Commission

Mobility tool

BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerking - Agentschap

5. Click the green loupe icon (D) next to the mobility experience you're interested in.

European Commission

Mobility tool

My Home > Mobility Expericnces
List of Mobility Experiences for 2011-1-BE3-LEO01-00001 Home | Froject Detasts | Parners | Participanes | Mobility Expeciences | Budget | Updetes and Reports |
Mew Mobilty Expenence Advanced Search Clear Filters. Requ 1 [impon - Expont| (&)
Last Name. First Name First start date Last end date Repor status Mobilities
List of Mobilities for this Mobility Experience /Add New Mobility | Delete
o Sending Cauncry Recening Country Receiving Partner sartaie
BELGIUM PORTUGAL Partner no | 01,0 }5}
BULGARIA ESTONIA Host Organisation 02 2 (]
Last Name First Name First start date Last end date Report status. Mobilities.
a (& ] JONES Jane 141272000 08/01/2012 EMAIL NOTIFED B
List of Mobilities for this Mobility Experience A Naw Mobity
Nobaey 0 Receing Country Recening Partner Sartome £na date
RELAND Host Organisaton 181272010 087012012 (&]

BE3 Europese Programma’s voor Onderwijs, Opleiding en Samenwerking - Agentschap

£0g 0ut ] | Legal netice

Sy Fiome > obilty Expor ‘
List of Mobility Experiences for 2011-1-BE3-LEOO1-00001 Home | FProject Detaits | Partners | Participants | Mobility Experiences | Budget | Updates and Reports |
MNew Mobility Expenience Advanced Search | Clear Filters. Request report | Import - Export | (B
Last Name. First Name First start date Last end date Report status Mobilities
O (& LASTNAME FirstName 01/01/2011 31/03/2012 EMAIL NOTIRED EO ~
List of Mobilities for this Mobility Experience Add Now Moblty ] Delo
Jr— Sending Country Receving Country Recening Partner Statdate Enadue B
SELGILM PORTUGAL Partner no 1 01/01 01/02,2011 8o
BULGARIA esTona Hast Organisaton 02 2 31/032012 (]
Last Name. First Name First stant date Last end date Report status Mobilities
m] (& ] JONES Jane 141122011 08/01/2012 EMAIL NOTIRED LI ~ |
List of Mobilities for this Mobility Experience Add N Moty
Mobisay 1D Senting Courtry Receiving Country Receng Partner Sartcare End dute
UECHTENSTEIN IRELAND. Host Orgenisaton 14112:2011 08/01/2012 So
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6. The "Mobility Experience Details" page will appear. Please note that this page also
includes a list of mobilities within the displayed mobility experience. Please check

paragraph “6.5. How to display mobility details?” for more information.

Mobility Experiences | Reports Requests
Detail of Mobility Experience for 2011-1-BE3-LEO01-00001

Participant Participant
Title er— Address |S!raet 1
First Name [Firsttlame | Postal Code [1000
Last Name [LastName | city [Brussels
Date of e |01 [ 07 [ 1980 (@demmoyyy) Country [BE - BELGIUM
SR W TEIephunel
I W Email |ﬁrsmam5,\astnama@ema\,cnm
Is Ac(omp::rslzﬁ o

Type of Participant [STD-ADL - Adult leamers

Region [BE10 - Région de Bruxelles-Capitale / Brussels Hoofdste:

Education
Economic Sector: IA - AGRICULTURE. FORESTRY AND F\SH\j

IVT Participant Type [MobIVT-Sch - Trainees in school based initial vocational training

Field of [7 - Health and Welfare =
Education®:
Level of |\SCED 0 - Programmes at level 0, (pre-prima 7|
Education*:

List of Mobilities for this Mobility Experience

Add New Mobility Delete

sending Country Receiving Country Receiving Partner Start date End date

BELGIUM PORTUGAL Partner no 1 01/01/2011 01/02/2011 [_] r

Mobility Experiences List Cancel | Save

6.3. How to find specific mobility or mobility experience?

If you are looking for a specific mobility or mobility experience within a set of dozens or
hundreds of mobilities in the tool, you can use the Advanced Search option available on
Mobility Experiences page.

In order to use this function, navigate to Mobility Experience page and click the "Advanced

Search" button on the top of the mobility experiences table.

[ European Commission

Mobil |ty tool BE3 Europese Programma’s voor Onderwijs, Opleiding en Samenwerking - Agentschap
Wy Home > Wobility £ os
List of Mobility Experiences for 2011-1-BE3-LEO01-00001 Hame) [Prosecs Devads | [ Parimers. | [ Parscpans” | [ Mobiiey Expenences. | Bodget | | Updetes and Reporss |
New Mobility Experience 1 Clear Filters Roquest roport | Impon - Expont | (G5
Last Name First Name First start date Last end date Report status Mobilitics
: LASTNAME FirstName 01/01/2011 31/03/2012 EMAIL NOTIFIED : @
List of Mobilities for this Mobility Experience Add Now Mobily | C
Sending Country Receiving Country
BELGIUM e
BULGARIA 2
Last Name Firsy Last end date Report status W
& JONES Jane 141272011 08/01/2012 EMAIL NOTIFIED '
List of Mobilities for this Mobility Experience Add New Moblly
viD s ey Receving C ctdate en
UECHTENSTEN IRELAND 20 08/01/201

You will see a form similar to the one presented below.
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Search Options

Person Mobility Sending/Receiving Countries
Sending Country: - Select country -+
First Name:
Receiving Country: -- Select country -~
Last Name:

Maobility Dates

Is A ing Person: @ =
s Accompanying Person: @ Yes @ No @ Both Departure Date- E
with Special Needs: @ Yes @ No @ Both Return Date: @

Clear Filters ] [ Cancel ]

The advanced search option can help you to find a specific participant or participants,
accompanying persons, participants with special needs, those who travel from or to a
specific country and those who travel within spefic dates.

Use "Clear Filters" button to remove search criteria from the result table.

6.4. How to change mobility experience?

Only the following mobility experience information can be changed:
e economic sector
o field of education

e |evel of education

In order to change the values listed above, follow these steps:
1. Follow the steps from paragraph “6.2. How to display mobility experience details?”

2. Click the green loupe ( next to the Mobility Experience you want to change.

User Shuboss Uogped iy Neseliory To bemeficiary [ 109 0t ] | Loga motic
European Commission
Mobil |ty tool BE3 Europese Programma's voor Onderwils, Opleiding en Samenwerking - Agentschap

My Home > Mobility Expers

List of Mobility Experiences for 2011-1-BE3-LEO01-00001 Home |  Project Detais | Parners | Paricipames | Mobiley Experiences || Budoet | Updates and Reporss |

Hew Mobilty Expenence Advanced Search | Clear Filters. R 1 | impont - Expot | ()

Last Name. First Name First

Last end date Report status Mobilities

[ LASTNAME FirstName 31/03,2012 EMAIL NOTIRED

List of Mobilities for this Mobility Experience Add New Mobilty

First Name. First start date Last end date Report status Mobilities
8/01/201 EMAIL NOTIFED 1
A4 New Mobility

Start ate

3. Change the values in the form. Please note that participant data cannot be modified in
this form. Please refer to “4.4. How to edit participant's details?” paragraph for more

information on changing participant's data.
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Mobility Experiences | Reports Requests
Detail of Mobility Experience for 2011-1-BE3-LEO01-00001

Participant Participant
Title [Mr Address [Street 1

First Name [Firsthame Postal Code [1000
Last Name [LastName city [Bussels

Country [BE - BELGIUM

Date of Birth 01 01| 1980 (dd-mm-yyyy)
Gender [M - Male
Telephone |

With Special Needs |NO
0 SpEEl =R Email |ﬁrstname.\asmame@ema\.cum

Is Accompanying [
Person

Region [BE10 - Région de Bruxelles-Capitale / Brussels Hoofdste:

Type of Participant [STD-ADL - Adult leamners Ed .
ucation

Economic Sector™ |A - AGRICULTURE, FORESTRY AND FISHI =]

IVT Participant Type |MnbNTrSch - Trainees in school based initial vocational training

Field of [7 - Health and Welfare E
Education®
Level of |\SCED 0 - Programmes at level 0, (pre-prima x|
Education*:

List of Mobilities for this Mobility Experience

Add New Mability Delete

Sending Country Receiving Country Receiving Partner Start date End date

BELGIUM PORTUGAL Partner no 1 01/01/2011 01/02/2011 ]

Mobility Experiences List Cancel | Save

4. Click the "Save" button.

If you wish to change more values than economic sector, field of education and level of
education, a new mobility experience must be created and the other one removed. Please

refer to other sections of this document for more information.

6.5. How to display mobility details?

1. Login to the Mobility Tool.
Click the project grant agreement number to see the project details.
Click the "Mobility Experiences" button in the top menu. A list of existing mobility
experiences will be displayed.

4. The list of mobility experiences will also contain some basic information about each
mobility. The page will include: sending country, receiving country, receiving partner, start
date and end date. If you wish to see more information, please follow the steps below.

5. Click the green loupe icon (=4) on the right in the yellow "List of Mobilities for this
Mobility Experience" section, underneath the mobility experience details.

New Mobiiny Experience | Delste | Advanced Search | | Clear Fittars ® 1| Import - Expart
Last Name First Name First start date Last end date Report status Mobilities
LASTHAME Firstame a1/01/2011 31/03/2012 EMAIL NOTIFIED z

List of Mabilities. for this Mobility Expe

Add New Mobility
Mobsity 10

01z

Last Name First Name First start date Last end date Report status Mobilities
JONES Jane 14/12/2011 08/01/2012 EMAIL NOTIFIED

List of Mabilities for this Mobility Expe

Addd New Mobilty

Moty 10
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6. A mobility details form will appear.

Mobility Details for 2011-1-BE3-LEO01-00001, FirstName LastName

Mobility Partners Mobility Details Budget
Sending Country* |BE - BELGIUM x
- - Receiving Country*: [PT - PORTUGAL x
sending Partners: |Eeneﬁc\ary Qrganisation (Beneﬁclj ecelving Hountry Subsistence 100.00
Departure Date*: |01/01/2011 E Travel Costs 100.00
Receiving Partner=: |F'anner no 1 =l
Return Date*: [07/02/2011 =]
Intermediary Partner: [~ =l Duration inweeks: | 4| and days: | 4 Total
Certification Languages Used
Select Certlfying Partner Selected Ceniioates List of Languages Selected Languages
[Beneficiary Organisation (Beneficia = Beneficiary Organisation - Certifications associated to an ed ng?ﬁ‘gﬁ”a" f’ EN - English
Select Certification Type DA - Danish
= NL - Dutch
|Cemﬁcatmn5 associated to an edutJ EN - English
ET - Estonian
Fl - Finnish
FR - French
DE - German
EL - Greek =l

Cancel Update Mobility

6.6. How to change mobility?

If you want to change mobility details, including:

— sending country

— receiving country

— departure date

— return date

— sending partner

— receiving partner

— intermediary partner

— subsistence and travel costs

— certification and certifying partners

— languages used

Follow the steps below.

1. Repeat the steps from “6.5. How to display mobility details?” paragraph.
2. Change the values and click the "Update Mobility" button to save.

Note:
If you want to change participant's name, you need to go to “4.4. How to edit participant's

details?” paragraph for more information.
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6.7. How to add new mobility to already existing mobility

experience?

Note:

It is possible to add a maximum of 6 mobilities per single mobility experience (per person).
This limitation serves situations where participants had to, for various reasons, break their
mobilities, therefore their mobilities are no longer covered by only one period. This option
may also be used in cases where participant travels from one place to another and all his/her
mobilities must be recorded (different budgets, certificates, etc.) but they still fall within the
same mobility experience criteria.

If there are any doubts regarding how mobilities should be recorded, please consult your
National Agency.

1. Login to the Mobility Tool.
2. Click the project grant agreement number to see the project details.
3. Click the "Mobility Experiences" button in the top menu.

User Status: Logged in: Ben Test USER - beneficiary [ Log out ]| Legal notice BE3 - Engish €N) [

- : European Commission
: Mob'“ty tool BE3 Europese Programma'’s voor Onderwijs, Opleiding en Samenwerking —

Home | Project Details | Partners | Participants ' Mobility Experiences i Budget | Updates and Reports |
 —

Project Details for 2011-1-BE3-LEOQ01-00001

My Home > Project Details

Context & Period Project Identifiers & Summary
Sub-programme: LEONARDO DA VINCI Grant Agreement No: 2011-1-BE3-LEO01-00001
Action: LEONARDO DA VINCI IVT (Initial Vocational Training) National ID: 1234

Call year: 2011 Project Title (national language): Project Title
start of activity: Beneficiary Latin Name: Beneficiary Organisation
End of activity:

4. A list of existing mobility experiences will be displayed.

European Commission

M 0 b| | |ty to 0' BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerking - Agentschap

List of Mobility Experiences for 2011-1-BE3-LEO01-00001 _Home | Froject Detaits | Partmers | _parscinanes Mobility Experiences | Budget | Updates and Reports |
New Mobility Experience | Delete | Advanced Search | | Clear Fiters. Request repor | kmport - Export | (g}
Last Name First Name First start date Last end date Report status Mobilities
FirstNama 017012011 311032012 EMAIL NOTIFED : B
us Add Nw Mobity

31/03/2012

Last Name First start date Last end date Report status. mm
o 8 o 2 141122011 08/01 /2012 EMAL NOTIRED v 6
b Mot Add New Mobility
Mobey D Recening Count Recewngfumer  Swndae Engdne
REAND  Hom Orgenisaton 01 5/01
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5. Find the mobility experience you want to add a new mobility for on the list.
6. Click the "Add New Mobility" button underneath mobility experience details.

Hew Moty Experience Advanced Search | Clear Filters Impart - Expart
Last Name First Name First start date Last end date Report status, Mobilities
LASTHAM Firstame 01/01/2011 31/03/2012 EMAIL NOTIFIED 2

Add New Mobility

£nd dane

List of Mabilities. for this Mobility Expe

31/03/2012
Last Name First Name First start date Last end date Report status Mobilities

14/12/2011 08/01/2012 EMAIL NOTIFIED

Addd Niew Mobilty E
o date

7. A new mobility form will appear.

Mobility Details for 2011-1-BE3-LEO01-00001, FirstName LastName

Mobility Partners Mobility Details Budget
sending Country* |- Select country — x
Sending Partner*: |Baneﬁmary Qrganisation (Eeneﬁclj Recelving Country*- |- Select country ~ jv Subsistence: v

Departure Date*: E Travel Costs: 0

Receiving Partner*: Host Qrganisation hd
I J Return Date*: E
Intermediary Partner: |,, j Duration in weeks: l_u and days I_U Total: 0.00°
Certification Languages Used
Select Certifying Partner Selected e rnificates List of Languages Selected Languages
|Eler|eﬁmary Qrganisation (Eeneﬁclaj Eg Ezu\egcahnan i’
Select Certification Type DA - Danish
= NL - Dutch
|Camﬁcalmns associated to an EHLHJ EN - English
ET - Estonian
FI - Finnish
FR - French
DE - German
EL - Gresk x|
Cancel | Add New Mobility

8. Select "Sending Partner”, "Receiving Partner", "Intermediary Partner" (if applicable),
change "Sending Country" and "Receiving Country" if they are different than the
countries of the partners, "Departure Date", "Return Date". "Duration in weeks" and "and

days" fields will be populated automatically.

Mobility Partners Mobility Details Budget
Sending Country* |- Select country — x
n n - R ving C try*: |- Select itry - - i

sending Partners: IBeneﬁclary Qrganisation (Eleneﬁclj ecelving ountry Slect country Subsistence: 0
Departure Date*: ) Travel Costs: 0

Receiving Partner*: |Husl QOrganisation j

Return Date*: E
Intermediary Partner: I j Duration in weeks: l_ﬂ and days: l_U Total: 0.00

9. Add budget values for subsistence and travel costs. The "Total" budget value will be
calculated automatically.

10. If applicable, select "Certifying Partner" and the certification type that the partner will
award to participants in this mobility and click the green arrow to add selection to the list.

The "Selected Certificates" list will display values in pairs in a format of "certifying
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partner" — "certification type". In principle, maximum 3 certifications should be added for a

single mobility experience.

Certification

Select Certifying Partner
|Eler1eﬁciar},r Organisation (Eleneﬁciaj
Select Certification Type
|Cerliﬁcati0ns associated to an edutj

Selected Certificates

Beneficiary Organisation (Beneficiary) - Certifications assoc

11. Finally, select languages that will be used during this mobility. Once selected press the
green arrow to add the languages to "Selected Languages" list. Repeat the process until

all languages used in this mobility are selected. In principle, maximum 3 languages

should be added for a single mobility experience.

Languages Used

List of Languages Selected Languages

BG -Bulgarian ]
C5-Czech DE - German

DA - Danish

ML - Dutch

ET - Estonian

FI - Finnish

EL - Greek

HU - Hungarian

GA - Irish d

12. Click the "Add New Mobility" button to save. A confirmation "Record created successful"
will be displayed. Please note that the new mobility will appear on the list of mobilities

and the number of mobilities will increase.

Last Name First Name First start date Last end date Report status Mobilities

r LASTNAME FirstName 01/01/2011 05/02/2012 NONE IZ|

List of Mobilities for this Mobility Experience
Add New Mobility | Delete |

Sending Country Receiving Country Receiving Partner Start date End date
BELGIUM PORTUGAL Partner no 1 a1/01/2011 01/02/2011 r
| GERMANY FINLAND Host Organisation 13/01/2012 05/02/2012 |-|

6.8. How to delete mobility?

1. Login to the Mobility Tool.
2. Click the project grant agreement number to see the project details.
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3. Click the "Mobility Experiences" button in the top menu. A list of existing mobility
experiences will be displayed.
4. Using the tick-box on the right select the Mobility you wish to delete.

Last Name First Name First start date Last end date Report status Mobilities

r LASTNAME FirstName 01/01/2011 05/02/2012 NONE 2

List of Mobilities for this Mobility Experience
Add New Mobility | Delete |

Sending Country Receiving Country Receiving Partner Start date End date
BELGIUM PORTUGAL Partner no 1 01/0152011 01/02/2011 i
GERMANY FINLAND Host Organisation 13/01/2012 05/02/2012

5. Click the "Delete" button above the list of mobilities.

Last Name First Name First start date Last end date Report status Mobilities
r LASTNAME FirstName 01/01/2011 05/02/2012 NONE 2
List of Mobilities for this Mobility Experience
Add New Mobility | Delete |
Sending Country Receiving Country Receiving Partner Start date End date
BELGIUM PORTUGAL Partner no 1 01/01/2011 01/02/2011 i
GERMANY FINLAND Host Organisation 13/01/2012 05/02/2012

6. A confirmation dialog will be displayed: "Are you sure you want to delete this Mobility?".

Click OK.
7. A confirmation message will be displayed: "The record has been deleted successfully".

6.9. How to delete mobility experience?

1. Login to the Mobility Tool.
Click the project grant agreement number to see the project details.

3. Click the "Mobility Experiences" button in the top menu. A list of existing mobility
experiences will be displayed.

4. Using the tick-box on the left select mobility experience you wish to delete.

New Mobiiny Experience | Delste | Advanced Search | | Clear Fittars quest report | Import - Export
Last Name First Name Firse start dare Last end dare Report status Mobilites
LASTNAME Firstiame 01/01/2011 31/0312012 EMAIL NOTIFIED

List of Mobilities for this Mobility Experience Add Hew Wobility
Mobity 0 Sending Coune Receiving Coumry Receving Partne 2
FORTUGAL

ESTONIA
Last Name First Name Last end date Report status Mobilities
08/01/2012 EMAIL NOTIFIED U
Add Hew Mobility
Receiving Parts tact oo d dat
REND  HostOn v zzoN 080V20

5. Click the "Delete" button on top of the page.

Last Name First Name First start date Last end date Repart Mobilities
i LASTNAME FirstName 01,01/201 31103/2012 EMAIL NOTIRED 2
List of Mobilitics for this Mobility Experience ‘Add New obilty
Mobility 1D Sending Country ek e [’
BELGIM
BULGARIA

Last end date Mobilities

JONES Jane 412/2011 o08/01/2012 EMAIL NOTIFIED

List af Mabilities for this Mobility Experience

‘Add New Mability
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6. A confirmation "The record has been deleted successfully!" will be displayed.
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7. Import and export of data

In this chapter you will find details regarding import of partner, participant and mobility data
as well as information regarding export of data from the Mobility Tool.

The main purpose of data import is to enable beneficiaries of big projects to quickly enter
large amount of data into the application in a single step. Other purpose of the import
functionality is synchronisation between an external, used by the beneficiary tool with the
Mobility Tool.

Data import/export feature are available from Mobility Experiences page, as presented on the

screenshot.

European Commission
M ob i I i ty to ol BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerking - Agentschap

My Home > Mobility Experiences

Home | Project Details | Partners | Participants | Mobility Experiences | Budget | Updates and Reports |

List of Mobility Experiences for 2011-1-BE3-LEO01-00001

New Mability Experience | | Advanced Search | [ Clear Filters | IWH:]
Last Name First Name First start date Last end date Report status llul:ililizs_
0o [:] LASTNAME FirstName 01/01/2011 31/03/2012 EMAIL NOTIFIED 2 [:_:]
List of Mobilities for this Mobility Experience
Mobility ID Sending Country Receiving Country Receiving Partner Start date End date -
BELGIUM PORTUGAL Partner no 1 or/01/2011 01/02/2011 [__] (=]
BULCARIA ESTONIA Host Organisation 02/03/2012 31/03/2012 [:] |
Last Name First Name First start date Last end date Report status Mobilities
B [:] JONES Jane 14/12/2011 08/01/2012 EMAIL NOTIFIED 1 [:_]
List of Mobilities for this Mobility Experience
Mability 1D Sending Country Receiving Country Receiving Partner Start date End date -
LIECHTENSTEIN IRELAND Host Organisation 14/12/2011 08/01/2012 [__] B

7.1. Data export
The data export part of the “Import — Export” page is highlighted on the screenshot below.

Import

Please select an Import file for Mobilities | Choose File | Mo file chosen Import

Export

Export Mobilities and the associated Partners information

Cancel

When exported, data from the Mobility Tool projects is saved in CSV file format. Semicolon
(;) is used as a default field separator. The file is exported in UTF-8 character encoding
standard. The exported file may be used for data import under the condition that all
mandatory fields are not empty. This is due to partner and mobility ID fields which may not
be provided while entering the data using graphical user interface. More information on this

topic can be found in the chapter describing the import process.
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Please notice that exporting data from the Mobility Tool may take some time and it may
result if files large in size. The biggest export file at the time of the writing the latest version of
this document has over 1.2MB and it took over 2 minutes to generate.

7.2. Data import
The Mobility Tool allows importing partner, participant and mobility data - that is all project

information, in one go. The import process uses CSV (Comma-Separated Values) file as a
data protocol. Data can be imported at any time of the project lifecycle. During the import
new data entries may be created as well as updated. It is not possible to delete any
information already existing in the tool during the data import process. All deletions should be

done manually by the Mobility Tool user using the graphical user interface (GUI).

The general rule for data import into the Mobility Tool is following:

- If partner, mobility or participant cannot be identified in the system by partner and mobility
ID — a new set of data is created. In particular, the beneficiary ID should always be
provided BEFORE the function of data import/export is used.

- If partner, mobility or participant can be identified as already existing in the system and
the imported data contains some changes to the partner, mobility or participant
information — the set of existing data is updated

- If partner, mobility or participant can be identified as already existing in the system and
the imported data doesn’'t contain changes to neither partner, mobility nor participant

information — no data is changed

It is important to mention that whilst it is not possible to delete data from the Mobility Tool
using the import functionality, it is possible to duplicate the existing information. More details
on this topic can be found in next paragraphs.

In order to import data into the Mobility Tool two conditions must be met — imported file must

have a proper structure and imported data must meet required conditions.

The data import section of the “Import — Export” page is highlighted on the screenshot below.

Import

Please select an Import file for Mobilities | Choose File | Mo file chosen Import

Export
Export Mobilities and the associated Partners information

Cancel
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Please notice that data import is resource heavy process and depending on size of the

imported file may take some time to finish.

Every import process always generates system response — in both successful and
unsuccessful cases. Examples of these messages are presented below. In case of success
the message might look as following.

Import

Please select an Import file for Mobilities | Choose File | No file chosen Import

Import succeeded.

successfully imported & mobilities.

Export
Export Mobilities and the associated Partners information

Cancel

The failed import process may be signalled by the following system message.

Import

Please select an Import file for Mobilities | Choose File | Mo file chosen Import

Import did not succeed.

0 mobilities imported.

Failed to import mobilities: Unable to process your C5V file (see 2011-1-BE3-LEQ01-00001 -error-
303E4417-F2C9-0652-33B41AA474636479.csv for more details).

Export
Export Mobilities and the associated Partners information

Cancel

Important!
Please note that unless all data in the imported file is correct, nothing will be imported by the
Mobility Tool. This can be described as “All or None” approach to the import process.

7.2.1. Data file template — file structure
The best way to ensure the correct file structure of the imported file is to use a template from

the Mobility Tool website. The template can be obtained by going to Mobility Experience
page, clicking "Import — Export" button (marked on the screenshot in one of the previous
paragraphs) and clicking "Export Mobilities and the associated Partners information”. This
function will download all project information — in case of a new project with no mobilities -

the template will contain only the field headers.
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The file is organised the way that all header fields are located in the first row of the file,
second row contains field requirements (described below) and data rows start from the third
row. One data row equals to one mobility information — participant, mobility details, partner
details, budget, etc. Please note that even if you use only one sending or receiving partner,
you need to enter the partner organisation details (including organisation contact person
details) as many times as many mobilities your project contains paying attention that the
same partner ID is used throughout.

Note:

List of all fields with their description and specifics (whether the field is mandatory or requires
using dictionary codes) can be found in "Mobility Tool Leonardo da Vinci Data
Dictionary" file. The fields were named in human-readable, as oppose to machine-readable

format.

There are three types of fields in the template file — mandatory fields that need to contain
data (marked by a star * in the template file), code fields (marked as DICT) and optional open
text fields (that may be empty). All code fields are also mandatory fields. The specific of each
field is described in the second row of the template file.

Note:

The list of codes used in the code fields marked with DICT in the template file can be found
in "Mobility Tool Leonardo da Vinci Data Dictionary" file.

Please pay special attention to the list of codes as they will be used extensively during the
data import process — minimum 34 mandatory fields require use of dictionary codes,

additionally 11 is required is project has intermediary partners.

Mobility Tool import function respects use of national characters. Therefore it is important to
ensure the data file used for import is encoded in UTF-8 character format.

The CSV file template can be in one of the three accepted formats:
1. Field 1 ; Field 2 ; ..; Field n
2. “Field 1” ; “Field 2”7 ; .. ; “Field n”

3. “Field 1” ; Field 2 containing a double “” quote” ; .. ; “Field n”

7.2.2. Examples of data import file
The table below depicts the first 7 fields of the template import data file that contains

information about three mobilities. Please note the second row of the file containing

Page 47




Mobility Tool Guide for Beneficiaries of Leonardo da Vinci programme

specification of each field - * being a mandatory field, DICT being a code field. The

“Participant Title” field doesn’t have any requirements; therefore it can be an empty field. For

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

Project ID Mobility | Participant Participant Participant Participant Participant
ID Title First Name Last Name Date of Birth | Gender

* * * * * *’ DlCT

2011-1- 0001 Mr FirstName LastName 01/01/1980 M

BE3-

LEOO1-

00001

2011-1- 0002 Mrs Jane Jones 01/01/1995 F

BE3-

LEOO1-

00001

2011-1- 0003 Mr FirstName LastName 01/01/1980 M

BE3-

LEOO1-

00001

It is very important that during the import of the data, the first two rows — field headers and
field specification must be preserved in the file. Deleting the first two rows from the template
will render the import invalid. It is also important not the change the order of the columns
(fields). Any change in the fields/columns order will render the import invalid as well.

In the following example 8 participants is going from the same sending organisation (code
BEN) will be sent to 8 different hosting partners (codes HOSTO01 to HOSTO08).

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

* * * * *

2011-1-BE3- ID0001 FirstNamel BEN HOSTO1

LEO01-00001

2011-1-BE3- ID0002 FirstName2 BEN HOSTO02

LEO01-00001

2011-1-BE3- ID0003 FirstName3 BEN HOSTO03

LEO01-00001

2011-1-BE3- ID0004 FirstName4 BEN HOSTO04

LEO01-00001

2011-1-BE3- ID0005 FirstName5 BEN HOSTO5

LEO01-00001

2011-1-BE3- ID0006 FirstName6 BEN HOSTO06

LEO01-00001

2011-1-BE3- ID0007 FirstName7 BEN HOSTO7

LEO01-00001

2011-1-BE3- ID0008 FirstName8 BEN HOSTO08

LEO01-00001
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Next example will create 3 different mobilities from the same sending partner to three
different hosting partners for the same participant. Please note that this import will result in
list of participants containing details of the same person 3 times. This is due to the fact that it
is the mobility that identifies the imported data, not participant.

Project ID Mobility Participant Participant Sending Receiving
ID First Name Last Name Partner ID Partner ID

* * * * * *

2011-1-BE3- | ID0001 FirstNamel LastNamel BEN HOSTO1

LEOO1-

00001

2011-1-BE3- ID0002 FirstNamel LastNamel BEN HOSTO02

LEOO1-

00001

2011-1-BE3- | ID0003 FirstNamel LastNamel BEN HOSTO03

LEOO1-

00001

The following example highlights the importance of careful row-by-row data entry. During the
import process the Mobility Tool sees rows as consecutive data entries. Therefore if row 20
contains some modifications of partner data that has already been defined in row 6 of the
same imported data file, it will take the data from row 20 as the most current one and will
update the partner data as a result.

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

Project ID Sending Sending Partner Sending Partner Sending Partner
Partner ID Legal Name Legal Address Postal Code

* * * * *

2011-1-BE3- BEN Beneficiary Rue Leonardo da BE-1000

LEOO01-00001 Organisation Vinci 1

2011-1-BE3- BEN Beneficiary Rue Leonardo da BE-1000

LEOO01-00001 Organisation Vinci 10

Please notice different address of the beneficiary organisation in the last row. Being the last
entry in the imported data file, “Sending Partner Legal Address” will contain value “Rue
Leonardo da Vinci 10”7, not “Rue Leonardo da Vinci 1” as used in another entry.

The following example illustrates the similar behaviour.

Project ID Sending Sending Partner Sending Partner Sending Partner
Partner ID Legal Name Legal Address Postal Code

* * * * *

2011-1-BE3- BEN Beneficiary Rue Leonardo da BE-1000

LEOO01-00001 Organisation Vinci 1

2011-1-BE3- BEN Beneficiary Rue Leonardo da BE-1000

LEOO01-00001 Organisation Vinci 10
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LEO01-00001

Organisation

Vinci 1

Project ID Sending Sending Partner Sending Partner Sending Partner
Partner ID Legal Name Legal Address Postal Code

* * * * *

2011-1-BE3- BEN Beneficiary Rue Leonardo da BE-1000

Please notice the beneficiary organisation data will change twice during the import process.

Once — the “Sending Partner Legal Address” will be changed from “Rue Leonardo da Vinci 1

to “Rue Leonardo da Vinci 10” and then, at the very last row, the address will be changed

back to its original value of “Rue Leonardo da Vinci 1”.

More scenarios will be discussed in following chapters.

7.2.3. ID fields

The data template file contains 12 ID fields. They play very important role in the data import

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

Field name Mandatory? ‘ Description

Project ID Yes Grant agreement number also called project number, i.e.
2011-1-BE3-LEO01-00001. In a single import file this field
must always contain the same value.

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

Certifying Partner ID 1 Equals to either sending, receiving or intermediary partner
ID

Certifying Partner ID 2 Equals to either sending, receiving or intermediary partner
ID

Certifying Partner ID 3 Equals to either sending, receiving or intermediary partner
ID

Sending Partner ID Yes Any unigue identification of a sending (beneficiary) partner,
i.e. BENEFICIARY, ORGL1. The beneficiary ID should
always be provided BEFORE the function of data
import/export is used.

Sending Partner Optional field for any partner national identification, i.e.

National ID organisation registration number

Sending / Receiving / Yes Identification of a partner contact person. This field cannot

Intermediary Partner be updated via the import process.

Contact Email

Receiving Partner ID Yes Any unique identification of a receiving (host) partner, i.e.
HOST1

Receiving Partner Optional field for any partner national identification, i.e.

National ID organisation registration number

Intermediary Partner ID Yes Any unique identification of an intermediary partner — if

exists in the mobility context, i.e. INT1, TRAININGO1

Intermediary Partner
National ID

Optional field for any partner national identification, i.e.
organisation registration number
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Let’s analyse few scenarios that illustrate in details the logic behind the ID fields and how the

system interprets their use.

7.2.3. Data import scenarios
Scenario 1 — data import to an empty project — sending partner other than beneficiary

organisation

Let’s assume you just received the invitation from the Mobility Tool to work with your project.
The website doesn’t contain any information about participants of your project, also there are
no mobilities. You may or may not already have some partners in the project.

You go to the Mobility Tool website, open section Mobility Experiences, click “Import —
Export” button and download the exported data. The file is almost empty — contains only the
field names and their specification — it does not contain any project data.

You open the file in a program of your choice (please read remarks regarding software at the
end of this chapter) and fill in all required fields, taking into consideration the list of codes at
the end of this document and format of the fields (please pay special attention to the date
format) and ID codes described earlier. Minimum 79 out of 147 fields must be filled in. You

save the file in CSV format and import the file via the website.

The result is following:

1. Minimum two new partners are created with the partner ID’s and partner details specified
in the import file (sending and receiving partner) together with their contact persons.
Minimum one participant is added to the list of participants

3. Minimum one mobility is created

Important

1. The imported partner (sending, receiving or intermediary) contact person is automatically
marked as preferred partner contacts.

2. Values of education, certification and languages fields are ignored for accompanying
persons (they are participants having values for “Is Participant an Accompanying Person” set

to “Yes”), however they must be provided in the imported file.

The result of creating two new partners may not be necessarily the most desirable one as
you might want using your own beneficiary organisation as the sending partner. We'll cover

this scenario next.
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Scenario 2 - data import to an empty project — beneficiary organisation as the sending

partner

Let’s assume you just received the invitation from the Mobility Tool to work with your project.
The website doesn’t contain any information about participants of your project, also there are
no mobilities. You may or may not already have some partners in the project, but you want to
make sure your beneficiary organisation is used to create mobilities during the import
process.

You go to the Mobility Tool website and click Partners to display list of partners in your
project. You click the pencil icon to edit your organisation and enter value for “Partner ID”
field, as presented in the screenshot below. For the purpose of a demonstration, value BEN

was entered in the Partner ID field.
Beneficiary Organisation Partner Details for 2011-1-BE3-LEOO01-00001

Partner Details

Full Legal Name
(national language)*
Full Legal Name (Latin
characters)*

Beneficiary Organisation

Beneficiary Organisation

[Partner ip BEN |
Acronym BO
National ID(if requested
by NA)
Type of Organisation®  ASC-QOTH - Other types of Association v
Commercial Orientation® | NP - Not for Profit v
Scope® | M - national v
Legal Status* | PB - public v
Economic Sector” | P§5.32 - Technical and vocational secondary education ~
Size (Staff)* | S7 - staff more than 5.000 v
Size (Trainees)™ | R7 - more than 5.000 ~
VAT Number

Is the organisation able

10 recover VAT?* respURHONSIRNAY

Leonardo Certificate No

Address & Contact Information

Telephone 1 Legal Address” |Brussels Str. 3
Telephone 2 Postal Code* 1000
Fax City* Brussels
Email* Country* | BE - BELGIUM v
Web Region* | BE10 - Région de Bruxelles-Capitale / Brussels Ho v

Cancel Save

Next, you open section Mobility Experiences, click “Import — Export” button and download the
exported data. The file is almost empty — contains only the field names and their specification
— it does not contain any project data.

You open the file in a program of your choice (please read remarks regarding software at the

end of this chapter) and fill in all required fields, taking into consideration the list of codes at
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the end of this document and format of the fields (please pay special attention to the date
format) and ID codes described earlier. In sending organisation part of the template file you
use data of your own organisation, making sure that “Sending Partner ID” contains value
BEN.

Minimum 79 out of 147 fields must be filled in. You save the file in CSV format and import the
file via the website.

The result is following:

1. Minimum one new partner is created with the partner ID and partner details specified in
the import file (sending and receiving partner).
Minimum one participant is added to the list of participants

3. Minimum one mobility is created

Notice that in this case, your beneficiary organisation was used as the sending organisation.

You may also notice that unless you entered your organisation and your organisation contact
person details exactly as they were on the website, the organisational or contact person data
is updated. Please refer to the next scenario for more details on how to update data using

the import process.

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

information entered via graphical user interface

Let’'s assume you already worked with your project using the graphical user interface (GUI)
of the Mobility Tool. You have added some partners, participants and created some
mobilities. You decide to work with the data outside of the tool using an external editing
software. You go to Mobility Experiences page, click “Import — Export” button and download
the exported data. You open the file in the text editor or a spreadsheet editor and notice that
neither the partners nor the mobilities have ID’s — the fields, despite being marked with the
star (*) as mandatory are empty.

You decide to update some information about the participants and add more mobilities. You

add mobility and partner ID’s in the respective columns. Finally, you import the data.

The result is following:
1. You login to the tool and notice that you have some double entries on the partner page —
some partner have partner ID values the others don’t. You see that the new partners you

added in the import file are correctly displayed on the page.
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2. You notice that you have some duplication on the participant page, however you can find
the participants for whom you changed some data.
3. You notice that you have some duplicated entries on the Mobility Experiences page.

Some mobilities have mobility ID’s some others don't.

In this scenario you used the existing data entered via the website that didn’t have neither
partner nor mobility ID’s defined. The system assumed that new partner and new mobilities
are added since it couldn’t find partners and mobilities with the ID’s you defined in the file.
This is not the most desirable outcome of the data import. You need to manually delete the
mobilities without ID’s. Then you need manually delete the partners without ID’s and at the
end delete the duplicated participant entries — order is very important. You can select all
participants and click “Remove selected” — the system will only delete the participants without
existing mobilities.

How to prevent duplicated data entry from happening is described in the next scenario.

Scenario 4 — data import to project with mobilities — adding new and updating existing
information entered via graphical user interface and avoiding data duplication

Let’'s assume you already worked with your project using the graphical user interface (GUI)
of the Mobility Tool. You have added some partners with their respective partner ID,
participants and created some mobilities with mobility ID’s. You decided to work with the data
outside of the tool using an external editing software. You go to Mobility Experiences page,
click “Import — Export” button and download the exported data. You open the file in the text
editor or a spreadsheet editor and notice that both the partners and the mobilities have ID’s.

You decided to update some information about the participants and add more mobilities. You
add mobility and partner ID’s in the respective columns — you reuse some of the codes as

you have same sending partner for all your mobilities. Finally, you import the data.

The result is following:

1. You login to the tool and notice that partner information remained unchanged as you
didn’t change any data in the import file.

2. You notice that some participant information have changed accordingly to changes done
in the import file.

3. You notice that the list of mobilities is longer than previously — there are new mobilities

that you defined in the import file.

Highlights from the described scenarios
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1. To avoid data duplication always use partner and mobility ID’s. If you already have data
in the tool and you decide to start using the import functionality, make sure you edit all
your partners and all your mobilities and add unique ID’s. In particular, the beneficiary ID
should always be provided BEFORE the function of data import/export is used.

2. To update partner information use the same partner ID in the import file as the partner ID
you find in the partner details on the website.

3. Similarly, to update mobility information use the same mobility ID in the import file as the
mobility ID you find on the Mobility Experience page.

4. If you make a mistake and forgot about adding partner or mobility ID’s on the website,
you can delete all your data — all mobility experiences, partners and participants (in this

order!) and import the file again.

7.2.4. Error handling
Every failed import process generates a message on the website. Example error in

processing the file is presented on the following screenshot.

Import

Please select an Import file for Mobilities | Choose File | Mo file chosen Import

Import did not succeed.
0 mobilities imported.

Failed to import mobilities: Unable to process your C5V file (see 2011-1-BE3-LEQ01-00001 -error-
303E4417-F2C9-0652-33B41AA474636479.csv for more details).

Export
Export Mobilities and the associated Partners information

Cancel

As it was already mentioned earlier, unless all data in the imported file is correct, nothing will
be stored in the Mobility Tool (“All or None” approach).

Every time an error is found in the analysed data, a log file is generated by the system. Log
file can be downloaded by clicking on the link in the error message on the website.

The error log file has almost exactly the same structure as the imported file — it contains field
headers and their specifics (whether the field is mandatory or a code must be used) with
additional field at the beginning of the file — Row Line. The other difference is that instead of
data it contains an error that is linked to a specific field in a specific row of the imported file.
Using the row number and error in the specified field is easy to locate the problematic entry

in the imported data file.

7.2.5. The most important rules for successful data import
Following is a non-exhaustive list of example requirement for successful data import.
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— File must be of CSV format

— File must be encoded in UTF-8

— Project agreement number must be the same as the active project on the website

— Partner ID and Mobility ID must be provided

— Mobility ID must be unigue in the imported file

— All mandatory fields must be provided (except for the intermediary partner)

— All fields must have correct format (use the "Leonardo da Vinci Mobility Tool Data
Dictionary" for reference)

— All codes must be correct (use the "Leonardo da Vinci Mobility Tool Data Dictionary" for
reference)

— Mobility return date must be later than departure date

— Sending and receiving countries cannot be the same

— Sending partner in one mobility cannot be receiving or intermediary partners in any other
imported mobility

— Beneficiary organisation cannot play any other role than sending partner

— There must be exactly one partner contact person per organisation (sending, receiving or
intermediary)

— The certifying partners provided in the import file must be one of the sending, receiving or
intermediary partners

— IVT mobilities can have a maximum of 39 weeks duration

— PLM mobilities can have a maximum of 26 weeks duration

— VETPRO mobilities can have a maximum of 6 weeks duration

— Mobility budget cannot be smaller than 0 and larger than 99999; the budget values may

remain empty in the imported file

7.3. Remarks for text editing programs
There are many examples of text or spreadsheet editing software available on the market.

This paragraph will not extensively cover any particular examples of software but will provide
few cases of using Microsoft Excel 2010. We will focus on the most typical examples of

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

7.3.1. UTF-8
As mentioned already in this chapter, the Mobility Tool import preserves national characters

during the process. The import files must have UTF-8 encoding. Otherwise, some national
characters may be displayed incorrectly on the website and consecutively in the beneficiary

or participant reports.

Page 56



Mobility Tool Guide for Beneficiaries of Leonardo da Vinci programme

Microsoft Excel 2010 does not save CSV files in UTF-8 character encoding. As a result,
some national characters in a large number of European alphabets, such as Greek,
Bulgarian, Polish and more, may be incorrectly preserved and as a results displayed on the
website. Therefore it is suggested to test office suites available on the market to find the one
that is fully compatible with UTF-8 and best suited to the user's needs. Some examples of
office suites that have been tested to be fully compatible with UTF-8 are: Libre Office,
Apache Open Office for Microsoft Windows, Apple OS X and Linux or Apple iWorks on Apple
OS X.

7.3.2. Saving CSV file format from Microsoft Excel 2010

Note:
The process described below doesn’t produce correctly encoded characters for a large

number of European languages. Please refer to the previous paragraph for more information.

Microsoft Excel 2010 is capable of opening and saving files in CSV format. However, whilst

opening the file is rather straightforward (see troubleshooting section “11.2.2. CSV files

exported by Mobility Tool are not opened correctly by Microsoft Excel” if you experience

problems), saving files in CSV format may require a bit more attention. Here are a few steps

to ensure that the data is saved in a proper format.

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

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

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

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

7.3.3. Long numerical values
Some spreadsheet software may shorten your long numerical values, for example a phone

number, of 3212351234567 to a format of 3.12E+12. Pay special attention to the cell data
type because unless the type is changed to text (or similar that doesn’t require any special
formatting), the imported data will contain 3.12E+12 in the phone number field on the

website.

7.3.4. Auto-completion during writing
Some software offers auto completion during text editing which may create some problems.

Automatically corrected by Microsoft Excel values may not be accepted during the data
import. In Excel, the auto-completion can be disabled in menu File, then Options, Proofing,

“AutoCorrect Options...” button, “Math AutoCorrect” tab, deselect “Replace text as you type”.

Page 57




Mobility Tool Guide for Beneficiaries of Leonardo da Vinci programme

8. Participant reports

8.1. How to request participant report?

Note:
Participant reports are generated per Mobility Experience. Reports include questions for all

Mobilities within the Mobility Experience.

1. Follow the steps from “6.2. How to display mobility experience details?” paragraph.

2. Click the left hand side green loupe icon ( next to Mobility Experience for which you

want to send a participant report.

European Commission
M 0b| | |ty tOO' BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerking - Agentschap

My Home > Mobility Experi

List of Mobility Experiences for 2011-1-BE3-LEO01-00001 Home | Project Detais | Parners Partcioamts | Mobilty Experiences Budget | Updates and Reports
New Mobiity Experience | Delete | Advanced Search | | Clear Fiters 1 [Impon - Export|
Last Name First Name First start date Last end date Report status Mobilities
FirstName 017012011 31/03,2012 EMAIL NOTIRED 2§
Add New Mobility

roa Host O 02/0312012
Last Name First Name First start date Last end date Report status. Mobilities.
14122011 08/01/2012 EMAIL NOTIRED " B
i Ad New Mobilty
ReLaND on1

3. Click the "Report Requests" tab on top of the page.

Mobility Experiences || _Reports Requests \|

Detail of Mobility Experience for 2011-1-BE3-LEO01-00001

Participant Participant

Title [Mr Address [Street 1
First Name [FirstMame Postal Code 1000

Last Name [LastName City IEWBSE‘S
Country |BE - BELGIUM
Date of Birth 01 01] 1980 (dd-mm-yyyy) I
Region |E|E1ﬂ - Région de Bruxelles-Capitale / Brussels Hoofdste

Gender |M - Male
Telephone |

With Special Needs [NO email [irstname lastname@emai com
Is Accompanying l—
Person ho
Type of Participant [STD-ADL - Adult leamers .
Education

IVT Participant Type [MobIVT-Sch - Trainees in school based initial vocational training Economic Sector'. [&- AGRICULTURE, FORESTRY AND FISHIZ]
Field of [7 - Health and Welfare =l
Education*:
Level of [ISCED 0 - Programmes at level 0, (pre-prima =]
Education®:

4. Alist of participant report requests will appear.
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Mobility Experiences |[ Reports Requests
Reports Requests FirstName LastName for 2011-1-BE3-LEO01-00001

Request New Report

D Status Request Date Receive Date PDF File Report Language

Total Pages: 0

5. Click the "Request New Report" button.

Mobility Experiences || Reports Requests
Reports Requests FirstName LastName for 2011-1-BE3-LEO01-00001

Request New Report

1D Status Request Date Receive Date

PDF File Report Language

Total Pages: 0

6. Select report language. You can only use languages that were assigned to national
agency that approved the project. If required, type in a comment that will be sent along

with an email message to the participant.

Here you can request a Participant Report PDF file.

Choose the language in which you wish the Report to be genearated in and fill in
your message to the participant. Upon submission of the form, the PDF Report file
will be generated and the participant will be notified via email that his report is
ready for downloading.

Report Language
IEIE3-Enin9h [EN) =

Request Comment
(Your message will be inserted into the notification email message to the Participant)

=

=
Characters typed: (limit: 250)

Back Request Mew Report |

7. Click the "Request New Report" button to send the request. You will be redirected to the
list of participant report request. Please note the newly created report request is listed

with its current status (most likely REQUESTED).
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Mobility Experiences || Reports Requests

Reports Requests FirstName LastName for 2011-1-BE3-LEO01-00001

Request New Report
1D Status Request Date Receive Date PDF File Report Language
1328 REQUESTED 13-12-2011 14:04:20 Not avaliable BE3 - English(EN)

Total Pages

8. Once the system generates a PDF file, the status will change to EMAIL NOTIFIED. That
means an email with a link to PDF file has been sent to the participant. Please check “8.4.
How to check for status of participant report?” paragraph for more details on participant

report status.

Reports Requests FirstName LastName for 2011-1-BE3-LEQO01-00001

Request New Report
D a Request Date Receive Date PDF File Report Language
1328 EMAIL NOTIFIED 13-12-2011 14:04:20 Download PDF EE3 - English(EN)

Total Pages

9. Please note that as a beneficiary you can download participants report using the
"Download PDF" link on the Report Requests page. You can use this link in case participant
didn't receive or deleted the automated notification about report request. This link will always

provide a copy of an empty PDF file.

Reports Requests FirstName LastName for 2011-1-BE3-LEO01-00001

Request New Report
D Status Request Date Receive Date PDF File Report Language
1328 EMAIL NOTIFIED 13-12-2011 14:04:20 Download PDF BE3 - English(EN)

Total Pages

8.2. How to request many participant reports at once?

1. Follow the steps from “6.2. How to display mobility experience details?” paragraph.
2. Using the left hand side check boxes select all mobility experiences for which you want to

create participant report requests.

Hew Mobilty Expenence | [Delete| | Advanced Search | | Cleas Fiters Request repon | Imgen - Export
Last Name First Name First start date Last end date Report status Motilities
FirstName 01/01/2011 31/03/2012 EMAIL NOTIRED 2

Add New Mobilty

TuGA )
Tonia o 02/03 ] 2
Last Mame First Mame First start date Last end date Repart status Motslties
Jongs 140272011 08,01 /2012 EMAIL NOTIED !
List oF Mobilites for this Mobilty Experience A N Ny
UECHTENSTEN RELAND tost Organisaion 140272000 08/01/2012
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3. Once selected, click on "Request report" on the top of the table.
Mew Mability Expenence  Délete  Advanced Search  Clear Filters ImpﬂH-Exparl| |

Last Name First Name First start date Last end date Report status Mobilities
O e Frstame 01,01 72011 31032012 EMAIL NOTIED : B

ities for this Mobility Experience Add New Mobility | ~ Delote
Wby 10 sanaing Country Receming Coumry stare date Ena gate

sELi PORTUGAL 01012011 o1 0272011 9.
BuLcaRs esTona 02/03/2012 31032012 o 1o
Last Name First start date Last end dare Report status Mobilities
B  lew Jame 140212011 08,01 /2012 EMaL NOTIED -]
ithes for this Mability Exper Add New Mobility  Delete
oy facakmg Commay
- LD 1enz220m o8/01,2012 (o Ja]

4. A confirmation form will appear where a report language selection and additional
comments can be made. Please note that the list of mobility experiences for which the
reports have been requested is presented on top of the form.

Batch Participant Report Request for 2011-1-BE3-LEQ01-00001

For the following Mobility Experiences, a new Participant Report Request is going to be created:

Last Name First Name First start date Last end date Report status Report Language
LastName FirstName 01/01/2011 01/02/2011 EMAIL NOTIFIED BE3 - English (EN)
Jones Jane 14/12/2011 08/01/2012 NONE N/A

Choose the language in which you wish the Report to be genearated in and fill in your message to the
participant. Upon submission of the form, the PDF Report file will be generated and the participant will be
notified via email that his report is ready for downloading.

Report Language
IEIE3—EngI\5h EN) =

Request Comment
(Your message will be inserted into the notification email message to the Participant)

Characters t\,rped:l (limit: 250)

Back Request Mew Report

5. Click "Request New Report". A confirmation message will be displayed: "2 Participant
Report Requests are created successfully". Please note the change of report status on
the list of mobility experiences.

Last Name First Name First start date Last end date Report status Mobilities
Il ) |[LasTNAME FirstName 01/01/2011 01/02/2011 REQUESTED 1 i_,l

List of Mobilities for this Mobility Experience
Add New Mobility | Delete |

Sending Country Receiving Country Receiving Partner Start date End date
BELGIUM PORTUCAL Partner no 1 01/01/2011 01/02/2011
Last Name First Name First start date Last end date Report status
r E:] JONES Jane 14/12/2011 08/01/2012

List of Mobilities for this Mobility Experience
Add New Mobility | Delete |
Sending Country Receiving Country Receiving Partner Start date End date

LIECHTENSTEIN IRELAND Host Organisation 14/12/2011 08/01/2012 ‘_] r
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8.3. How to approve, reject or re-request participant reports?

1. Follow the steps from “6.2. How to display mobility experience details?” paragraph.
2. Click the "Report Requests" tab. A list of report requests will be displayed. A report that is

in status "Pending" is ready to be approved, rejected or re-requested.
Mobility Experiences || Reports Requests |

Reports Requests FirstName LastName for 2011-1-BE3-LEO01-00001

Request New Report

1D Status Request Date Receive Date PDF File Report Language
1329 PENDING 13-12-2011 14:13:43 18-12-2011 14:27:25 Download PDF BE3 - English(EN)
1323 INVALIDATED 13-12-2011 14:04:20 Download PDF BE3 - English(EN)

Total Pages: 1 [

a. The latest status can also be checked on the list of all mobility experiences page. It is
advised, however, to check each mobility experience individually in case multiple
reports were requested.

3. Click the report ID or the report status (PENDING).

Reports Requests FirstName LastName for 2011-1-BE3-LEO01-00001

Request New Report

D Status Request Date Receive Date PDF File Report Language
1329 PENDING 13-12-2011 14:13:43 13-12-2011 14:27:25 Download PDF BE3 - English(EN)
1328 INVALIDATED 13-12-2011 14:04:20 Download PDF BE3 - English(EN)

Total Pages: 1 n

4. Report data will appear as the participant filled it in.

User Status: Logged in: Be IE
European Commission
Mob'“ty tool BE3 Europese Programma'’s voor Onderwijs, Opleiding en Samenwerking —

My Home > Mobility Experiences > Mobility Experience Details > Participant Report

Home | Project Details | Partners | Participants | Mobility Experiences | Budget | Updates and Reports |

Report Detalls FirstName LastName for 2011-1-BE3-LEO01-00001

Accept | Reject | Re-Request Dack

r Report Details
Request Date: 13-12-2011 14:13:43
Receive Date: 13-12-2011 14:27:25
Hash code 1DED629B3AE7DDI15

Report Language: BE3 - English(EN)
Status PENDING

rMobility 1
"Languages Used

CS - Czech

rPreparation
Have you done any preparatory activities? | yas
Explain how you have prepared yourself for this Mobility with reference to | rext

linguistic courses attended, choice of host country and organisation, host
country culture and work organisation, etc.

Language preparation received enabled me to cope with everyday situations
Language preparation received helped me to work in my occupational area

I received the necessary information to get integrated into my new
environment
Overall satisfaction regarding preparation

Please describe the type of preparation provided to you: linguistic courses,
host country cultural information, work organisation, etc.

To a very small extent
To a very small extent

To a very small extent

To a very small extent

text

1 was given proper help to find a suitable host organisation

(Contem

To a very small extent
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5. Read the report. There are three options you can take:

a. If you want to accept the report, click
) ) Accept Reject Re-Request BECkl
the "Accept" link in the top of the

window. Once accepted report can be reversed to a "Pending" status. In order to do
so, click the "Revert to Pending" link on top of the page displaying the report data.

Report Details
Request Date: 13-12-2011 14:13:43
Receive Date: 13-12-2011 14:27:25
Hash code: 1DED629B3AE7DDI15

Report Language: BE3 - English(EN)
Status ACCEPTED

b. If you want to reject the report, click the "Reject" link. A dialog form will appear with
the option to provide an explanation on why the report was rejected. An automated
email will be sent to the participant with information that his/her report was rejected
stating the reason for rejection. The rejection email will also contain a link to a new
report PDF file that needs to be reviewed and submitted again. Once rejected, the

status of the report changes to "REJECTED". In this case a hew report request will be

made.
1D Status Request Date Receive Date PDF File Report Language
1331 13-12-2011 14:59:19 Not avaliable BE3 - English(EN)
1329 13-12-2011 14:13:43 13-12-2011 145824 Download PDF BES - English(EN)
1328 INVALIDATED 13-12-2011 14:04:20 Download PDF BE3 - English({EN)

Total Pages: 1

c. If you want to re-request, click the "Re-Request” link on top of the page. A dialog
form will appear to write a reason for the new request. The form is not mandatory to
be filled in. Click the "Submit" button to send a new request. The participant will
receive new email with a link to already filled PDF file. This action does not invalidate
or reject the previous participant submission. This action can be used to send

participant already filled-in report for his/her copy in case the report is missing.

8.4. How to check for status of participant report?

1. Login to the Mobility Tool.

2. Click the grant agreement number of the project you want to open. A page of project
details will be displayed.

3. Click the "Mobility Experiences" button in the top menu. You will see the list of existing
mobility experiences.

4. The current status of the participant report is displayed in the second column from the

right called "Report Status" is displayed.
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Last Name First Name First start date Last end date Report status Mobilities
r LASTNAME FirstName 01/01/2011 01/02/2011 EMAIL NOTIFIED 1

List of Mobilities for this Mobility Experience
Add New Mobility | Delee |

Sending Country Receiving Country Receiving Partner Start date End date
BELCIUM PORTUGAL Partner no 1 01/01/2011 01/02/2011 i
Last Name First Name First start date Last end date Report status Mobilities
i JONES Jane 1471272011 08/01/2012 1

List of Mobilities for this Mobility Experience
Add New Mability | Delete |

Sending Country Receiving Country Receiving Partner Start date End date

LIECHTENSTEIN IRELAND Host Organisation 14/12/2011 08/01/2012 i

a. Report request can also be checked for each individual mobility experience. In
order to verify the report request status, click on the green loupe next to the

mobility experience and then click on Reports Requests tab.

Reports Requests FirstName LastName for 2011-1-BE3-LEQQ1-00001

Request New Report
D Status Request Date Receive Date PDF File Report Language
1331 EMAIL NOTIFIED 13-12-2011 14:59:19 Download PDF BE3 - English(EN)
1329 REJECTED 13-12-201114:13:43 13-12-2011 14:58:24 Download PDF BE3 - English(EN)
1328 INVALIDATED 13-12-2011 14:04:20 Download PDF BE3 — English(EN)
Total Pages: 1

Several values of the participant report status are possible. The complete list of participant

report status is as follows:

¢ REQUESTED - beneficiary has requested a report on the website. The Mobility Tool is
processing the request and creates a participant form.

o EMAIL NOTIFIED - email has been sent to participant with a link to report PDF file

e SUBMITTED - participant has submitted his/her report data electronically via the PDF
form

¢ PARSING - the Mobility Tool is reading data received from participant

e PENDING - report is pending beneficiary decision whether to accept, reject or re-request
the report

e ACCEPTED - report has been accepted by beneficiary

o REJECTED - report has been rejected by beneficiary, a new report request was created

o INVALIDATED — a new report request has been made while other report request was in
"EMAIL NOTIFIED" state

o ERROR - error in processing. Please contact your National Agency and let them know

about the problem.
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8.5. Participant forms submission deadline

All reports have a maximum submission date — the latest date when the reports are accepted

by the system. The maximum submission date is calculated based on project activity dates in

the following method: the latest submission date = Project End Activity date + 60 days

In case a project doesn't have activity end date specified, the following formula is used to

determine the submission deadline: the latest submission date = National Agency contract

signature date + 2 years + 60 days

The details on the project activity dates can be found in the Project Details page in Mobility

Tool. The example start and end activity dates may look similar to the image below.

Start of activity: 01-5ep-2011
End of activity: 30-5ep-2012

The reporting start and end date can be found in “Updates and Reports” section of the tool.

In order to find the details, please follow the steps:
1) Login to the Mobility Tool

2) Click your project agreement number

3) Click "Updates and Reports" in the top menu bar

4) Click update time of the latest project update (the highest position on the list)

(5 - g e [

User Status: Logged in: Beneficiary Test USER - beneficiary [ Log out ]| Legal noti

European Commission
Moblllty tool BE3 Europese Programma’s voor Onderwijs, Opleiding en Samenwerking — Agentschap

My Home > Project Updates

Updates and Reports for 2011-1-BE3-LEOO1 - Home | Project Details | Partners | Particioants | Mobility Experiences | Budget | Updates and Reports |
00001
Total Number of Participant Mobility Experiences Approved Participant Reports to Date
Project Update ID Update Time Reporting Actions Beneficiary Report File Request Status
125 Prepare New Report Download PDF REQUESTED (1041)
Total Pages: 1 m

5) Report start date and Report end date values are displayed in "Submission Data" section

on top of the screen.

User Status: Logged in: Benefi t USER - beneficiary [ Log out ]| Legal notice

European Commission
Moblhty tool BE3 Europese Programma'’s voor Onderwijs, Opleiding en Samenwerking - Agentschap

Project Update ID: 125 - Apr 26, 2011 16:36:00 Home || Project Details ] e J Faripome ] Mobility Expericnces ] Budget || Updates and Reports ]
for 2011-1-BE3-LEO01-00001

Back =

General Information

s

ion Data

Europese Programma's voor

Sub-programme Leonardo da Vinci National Agency: Onderwijs, Opleiding en
Samenwerking - Agentschap
LEONARDO DA VINCI IVT (Initial

Action Vocational Training) Call year 2011
Grant Agreement No 2011-1-BE3-LEO01-00001 Report start date 2011-03-08
Project Title (national language): Project Title Report end date 2013-05-07
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8.

6. How to print participant report form?

Participant forms can be printed either by participant himself or the beneficiary organisation.

Participant:

1) Open the form

2) Scroll to the very end of the report to "Standard Submission Procedure” section

it x > Farticipant Report
£k ~— Call: 2011
-k Education and Culture DG Leonardo da Vinci Mobility

Lifelong Learning Programme Form version: 1.3/ Adobe Reader version: 9.403

Before submitting the form electronically, please validate it. Please note that only the final version of your form should be
submitted electronically.

G.1. DATA VALIDATION

Validation of compulsory fields and rules | Validate

G.2. SUBMISSION SUMMARY

This table provides additional information (log) of all form submission attempts, particularly useful for the National Agencies
in case of multiple form submissions.

Number Time Event Form hash code Status

1 2012-02-02 12:19:58 * Form has not been submitted yet C8243205BD4F1BOD Unknown

* means local PC time, which is not trusted and cannot be used for claiming that the form has been submitted in time

G.3. STANDARD SUBMISSION PROCEDURE

Online submission (requires internet connection) | Submit online

Print the form ” Print form

3) Click "Print form" button. The same can be achieved by using File -> Print... in Adobe

Acrobat Reader Application.

Note:
You can only print reports that are in either PENDING, APPROVED or REJECTED status.

1)
2)
3)

4)

5)

Login to the Mobility Tool
Click project agreement number

Click "Mobility Experiences" menu item on the top menu bar

Select participant you wish to print report for by clicking on the green loupe icon (

the left hand side

Click "Reports Requests" tab on top of the mobility experience details section

) on
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Mobility Experiences | [ Reports Requests |

Reports Requests FirstName LastName for 2011-1-BE3-LEOOQO1-00001

Request New Report

D Status Request Date Receive Date PDF File Report Language
1331 EMAIL NOTIFIED 13-12-2011 14:39:18 Download PDF BE3 - English(EN)
1329 REJECTED 13-12-201114:13:43 13-12-2011 14:58:24 Download PDF BE3 - English(EN)
1328 INVALIDATED 13-12-2011 14:04:20 Download PDF BE3 - English(EN)
Total Pages: 1 [

6) Click PENDING, APPROVED, REJECTED status or the ID of the report

h (Eny
European Commission
M0b|l|ty tool BE3 Europese Programma’s voor Onderwijs, Opleiding en Samenwerking —

My Home > Mobility Experiences > Mobility Experience Details_> Participant Report

Home | Project Details | Parters | Participants | Mobility Experiences | Budget | Updates and Reports

Report Details FirstName LastName for 2011-1-BE3-LEO01-00001

Accept | Reject | Re-Request Back

r Report Details
Request Date: 13-12-2011 14:13:43
Receive Date: 13-12-2011 14:27:25
Hash code:  1DED629B3AE7DD15

Report Language: BE3 - English(EN)
Status PENDING

rMability 1
(Languages Used

Cs - Czech

rPreparation
Have you done any preparatory activities? | yeg
Explain how you have prepared yourself for this Mobility with reference to | rex;

linguistic courses attended, choice of host country and organisation, host
country culture and work organisation, etc.

Language preparation received enabled me to cope with everyday situations | T a very small extent
Language preparation received helped me to work in my occupational area | To a very small extent

I received the necessary information to get integrated into my new | Tg a very small extent
environment

Overall satisfaction regas

ing preparation | Tg a very small extent

Please describe the type of preparation provided to you: linguistic courses, | rext
host country cultural information, work organisation, etc.

I was given pr

er help to find a suitable host organisation | To a very small extent

Fﬁomem

L

7) Print the page using your Internet browser functionality.
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9. Budget

9.1. How to manage mobility budgets?

In the mobility budget section you are able to provide subsistence and travel cost for mobility
participants. Budget values can be entered during creation of mobility experience or
additional mobilities. However, if these values were not provided and need to be added later,

follow the steps below.

Login to the Mobility Tool.
Click the grant agreement number of the project you want to open. A page of project
details will be displayed.

3. Click the "Mobility Experiences" button in the top menu.

User Status: Logged in: Beneficiary Test USER - beneficiary [ Log out ] | Legal notice

- i European Commission
H M0b|l|ty tool BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerking —

My Home > Project Details

BE3 - English (EN) [

Home | Project Details | Partners | Participants ' Mobility Experiences i Budget | Updates and Reports |
e

Project Details for 2011-1-BE3-LEO01-00001

Context & Period Project Identifiers & Summary
Sub-programme: LEONARDO DA VINCI Grant Agreement No: 2011-1-BE3-LEO01-00001
Action: LEONARDO DA VINCI IVT (Initial Vocational Training) National ID: 1234

Call year: 2011 Project Title (national language): Project Title
start of activity: Beneficiary Latin Name: Beneficiary Organisation
End of activity:

4. A list of existing mobility experiences along with corresponding mobilities will be

displayed.

5. Click the green loupe icon ) at the right bottom side of the mobility for which you want

to change the budget.

Hew Mobility Experience | | Dalete | | Advanced Search | | Clear Fitrs Request repont | | Imert - Expor | |
Last Name First Name First start date Last end dare Report status Mobilities
il (o] LASTNAME FirsiName 01,01/2011 31/03/2012 EMAIL NOTIFED I ~
List of Mabllities for this Mobility Experience A How Mablty
Wobilny 1D sending Country Receing Country surt date Enadate
BELCIM PORTUGAL 010172011 o1/02/2011
BULGARIA EsTONIA 0z/03/2012 31032012
Last Name First Name First stare date Last end dace Repore status Mobilies
=i} (o] JONi Jane 141272011 08/01/2012 EMAIL NOTIRED . ~
List of Mailities for this Mobility Experience ‘Add New Hlobity | | Delee
Receiving Country Recting Partner sanaue tnadate

6. You will see the mobility details form displaying the following information:
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a. "Mobility Partners" — sending, receiving and intermediary partners
"Mobility Details" — sending, receiving country, departure and return date, duration in
weeks and days

c. "Budget" — "Subsistence" and "Travel Costs" with automatically calculated "Total"

value
Mobility Details for 2011-1-BE3-LEQ01-00001, FirstName LastName

Mobility Details Budget
sending Country* IW[
Receiving Country*: W
Departure Date*: W E
Return Date*: W E
Duration in weeks: |—4 and days |—4 Total 200.00

Mobility Partners

Subsistence 100.00
Travel Costs 100.00

Sending Partners: |E|Eneﬁc\ary Organisation (Eeneﬁclj

Receiving Partner: |F’anner no 1 =

Intermediary Partner: |~ =l

Certification

Select Certifying Partner selected Certificates

Languages Used

List of Languages Selected Languages

|Eleneﬁciary Qrganisation (Eleneﬁmaj
Select Certification Type

[Certifications associated to an educ x|

Beneficiary Organisation - Certifications associated to an ed

BG - Bulgarian ﬂ EN - English
CS - Czech

DA - Danish

NL - Dutch

EN - English

ET - Estonian

Fl - Finnish

FR - French

DE - German

EL - Greek x|

Cancel Update Mobility

7. Provide subsistence and travel cost for the mobility. All budget entries are displayed in

Euros.

Budget

Subsistence: | 250.00
Travel Costs: | 100.00
Total: | 350.00

8. Click the "Update Mobility" button. A confirmation message "The record has been
updated successfully" will be displayed.

9. Click the "Mobility Experiences" button in the top menu to return to the list of mobility
experiences.

10. Repeat the process for each mobility, if necessary.
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9.2. How to manage project budget?

In the project budget section you are able to review project budget and compare it with
approved contractual budget values.

On the same page you're also able to enter amounts for "Mobility Organisation and
Management" and for "Pedagogical, Linguistic and Cultural Preparation”. The budget values
are calculated based on values entered on this page as well as based on all mobilities

budget values.
In order to see the budget page or make changes to the budget values, please follow the

steps listed below.

1. Login to the Mobility Tool.
2. Click the project grant agreement number. A project details page will be displayed.

3. Click the "Budget" button in the menu.

User Status: Logged : - beneficiary [ Log out ]| Legal natice

European Commission
M0b|||ty tool BE3 Europese Programma’s voor Onderwijs, Opleiding en Samenwerking

Home | Project Details | Partners | Participants | Mobility Experiences | Budget | Updates and Reports |
E———T

Project Details for 2011-1-BE3-LEQO1-00001

My Home > Project Details

Context & Period Project Identifiers & Summary
Sub-programme: LEONARDO DA VINCI| Grant Agreement No: 2011-1-BE3-LEOQ1-00001
Action: LEONARDO DA VINCI IVT (Initial Vocational Training) National 1D: 1234

Call year: 2011 Project Title (national language): Project Title
Start of activity: Beneficiary Latin Name: Beneficiary Organisation
End of activity:

4. A project budget page will be displayed. Values in the three columns represent:

- Number of participants or number of mobilities for each budget category that have budget
greater than zero

- Total project budget

- Contractual approved budget.

Budget Summary Number of Participants Approved Budget

Mobility Organisation and Management 3 30000.00) 3000.00

[ Pedagogical Linguistic and Cultural Preparation 3 450.00 2000.00
Mobility Budget 3 2750.00 19060.00
3 ) 00 600.00

[ 0.00 300.00

0 0.00 100.00

2 1300 00 1000.00

2 1450.00 10836.00

[ 0.00 5418.00

0 0.00 1806.00

Total 2 18060.00
33200.00 24360.00

Total Budget
Recalculate | | Save
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Items in the last column, "Approved Budget" reflect the amounts approved by the National

Agency as expressed in the Grant Agreement or in the last signed amendment. They cannot

be changed in the Mobility Tool by the beneficiary organisation. If there is any discrepancy

between these amounts and the contents of the project Grant Agreement or the last

Amendment, please contact your National Agency helpdesk.

The budget values are displayed in three distinctive groups:

a. Mobility Organisation and Management

b. Pedagogical Linguistic and Cultural Preparation

c. Mobility Budget, which is further split into:

i. Travel

ii. Subsistence

5. To enter or change the value in "Mobility Organisation and Management" please enter

the amount directly in the field.

a. Click the "Recalculate" button to see the "Total Budget" value recalculated.

450.00

2750.00

1300.00
0.00

0.00
1200.00

1450.00
0.00
0.00

33200.00

b. Click the "Save" button to save changes.

Approved Budget
3000.00

2000.00

19060.00

600.00
300.00

100.00
1000.00

10836.00
5418.00

1806.00

18060.00
24360.00

Recalculate § Save

6. To enter or change the value of the next budget item, click the "Pedagogical Linguistic

and Cultural Preparation” link.

Pedagogical Linguistic and Cultural Preparation for 2011-1-BE3-LEO01-00001

First Name
FirstName LASTNAME
Jane JONES
Johnny BRAVO

Back

Total
25.00
125.00
300.00
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7. Alist of participants and their budgets will be displayed.
a. To change these values, please click the participant's first or last name or the value
itself.

Participant |

Total* 2500

Back | Save

b. Change the "Total" value for the participant.
c. Click the "Save" button to save and return to previous page.
d. If necessary repeat this process for each participant.
e. Click the "Back" button to return to the main "Budget Summary" page.
8. Click the "Mobility Budget" link to see the summarized budget values for all mobility

experiences.
Mobility Budget for 2011-1-BE3-LEO01-00001

Search | Advanced Search Clear Filters

Prt/Acc Person With Special Needs Departure Date Return Date Sending Country Receiving Country Travel Subsistence Total
Prt FirstName LastName NO 2011-01-01 2011-02-01 BELGIUM PORTUGCAL 100.00 250.00 350.00
Prt Jane Jones NO 2011-12-14 2012-01-08 LIECHTENSTEIN IRELAND 125.00 25.00250.00

Total Pages [1]

Back |
a. You can use the search field to quickly find a participant by their first or last name or

click the "Advanced Search" button for more detailed search.
b. To clear search results click the "Clear Filters" button.

9. If you click any participant name you will be redirected to the mobility details page for this
participant/mobility. Check the previous chapter for more details on using this form.

10. On the "Mobility Budget" page click "Back" to return to the project budget section.

11. If you click any of the "Travel" or "Subsistence" budget items you will see mobility budget
data based on the selected position. For example, clicking the "Accompanying Persons"
budget item under "Travel" will display values for accompanying persons only.

Please note that both travel and subsistence values will be displayed on the same page.

If the project total budget or any budget headings exceed the values of the contracted and

approved budget, the budget headers will be displayed in red, as presented below.
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Budget Summary Number of Participants Approved Budget

and Management 3 3000.00
€ and Cultural Preparation 3 450.00 2000.00
3 2750.00 19060.00

2 600.00

o 0.00 300.00

0 0.00 100,00

2 1300 .00 1000.00

2 1450.00 10836.00

[ 0.00 5418.00

1) 0.00 1806.00

Total 2 18060.00

Total Budget 33200.00 24360.00

Note:

The green loupe icons in Travel and Subsistence sections on Budget page next to
"Participants With Special Needs" and "Accompanying Persons" is only displayed when there
are mobilities for participants with special needs or accompanying persons. In this case

number of participants will also be shown as zero (0).
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10. Beneficiary Report

This section applies to final and intermediary beneficiary reporting.

Note:
Beneficiary report created in the Mobility Tool will be pre-filled with the information entered
during the project lifecycle. This information cannot be changed in the report and must be

verified and, if necessary, amended in the tool before creating the report.

10.1. How to create and submit beneficiary report?

1. Login to the Mobility Tool.
2. Click the project grant agreement number. A project details page will be displayed.
3. Click the "Updates and Reports" button in the top menu.

User Status: Logged in: Beneficiary Test USER - beneficiary [ Log out ]| Legal natice

n European Commission
Moblllty t[]ol BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerking

Home | Project Details | Partners | Participants | Mobility Experiences | Budget i Updates and Reports |

Project Details for 2011-1-BE3-LEOO1-00001

BE3 - Engiich (EN) [}

My Home > Project Details

Context & Period Project Identifiers & Summary
Sub-programme: LEONARDO DA VINCI Grant Agreement No: 2011-1-BE3-LEOD1-00001
Action: LEONARDO DA VINCI IVT (Initial Vocational Training) National ID: 1234

Call year: 2011 Project Title (national language): Project Title
Start of activity: Beneficiary Latin Name: Beneficiary Organisation
End of activity:

4. Information on number of Participant Mobility Experiences and on number of approved
Participant Reports will be displayed on top of the page for reference, so you can see at
any moment if all Participant Reports have already been submitted and approved or not.
Below, there is a table with as many lines as project updates. Beneficiary report can only

be prepared from the last update. The status of the report is shown.
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European Commission
Mob|||ty t00| B8E3 Europese Programmas voor Onderwijs, Opleiding en Samenwerkin

> My Home > Project Updates

Home | Project Details | Parners | Participants | Mobility Experiences | Budget | Updates and Reports |

Updates and Reports for 2011-1-BE3-LEO01-00001

Total Number of Participant Mobility Experiences Approved Participant Reports to Date
Project Update ID Update Time Reporting Actions Beneficiary Report File Request Status Report Type
125 Apr 26, 2011 16:36:00 Prepare New Report Download PDF DOWNLOADED (1261) | FINAL
125 Apr 26, 2011 16:36:00 Report Request Expired Expired REQUESTED (1041) FINAL
Total Pages: 1 [

5. Click the "Prepare New Report" link.

a. If there is no budget defined for mobilities a message "This project has Mobilities with

0 (zero) budgets. A link to go to "Total Budget" will be displayed.

b. If a project budget goes over the contractual budget amount a warning will be

displayed. Also a link to "Total Budget" will be provided to align the budget values with

the budget agreed in the contract.

If for any reason the contractual budget values are incorrect, please contact you National

Agency.

6. Choose the language of the report. You can only select among the languages approved

by your National Agency.

User Status:

European Commission

Mob|||ty tool 8e3 Europese Programmars voor Onde

My Home > Project Updates

Home | Project Details | Partners | Participants | Mobility Experiences | Budget | Updates and Reports |

Updates and Reports for 2011-1-BE3-LEO01-00001

Total Number of Participant Mobility Experiences Approved Participant Reports to Date
Project Update 1D Update Time Reporting Actions Beneficiary Report File Request Status
125 Apr 26, 2011 16:36:00 Prepare New Report N/A N/AQ
Total Pages: 1 [

7. If more than one beneficiary organisation contact person has been created in the tool, the

person who will be displayed in the report needs to be selected.
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Total Number of Participant Mobility Experiences Approved Participant Reports to Date
Project Update ID Update Time Reporting Actions Beneficiary Report File Request Status
125 Apr 26, 2011 16:36:00 Prepare New Report N/A N/AD

Do you want to continue with the report generation?

Choose the report language: |BE3 - English (EN) x|

Auth. to sign agreement: Clara

Choose the Beneficiary Contact Person you want to show on the report:

Name Department Position Email
# Beneficiary Test USER N/A N/A m _be
© James JASON N/A N/A James.jason@email.com
< Louis Vocational Education Assistant m .com
el o
Total Pages: 1

8. Click the "Yes" button. Confirmation "Request for a new report was sent" will be
displayed.
9. In afew minutes status of the report will change to "Requested".

Updates and Reports for 2011-1-BE3-LEOQ1-00001

Total Number of Participant Mability Experiences Approved Participant Repaorts to Date
Project Update ID Update Time Reporting Actions Beneficiary Report File Request Status
125 Apr 26, 2011 16:36:00 Prepare New Report Download PDF]
Total Pages: 1

10. Click the "Download PDF" link to download and save the report. To open the report
Adobe Acrobat Reader software is required. It is advisable to save the report on a
computer local hard drive.

11. Review the report and provide answers to all required questions in the form.

12. Scroll to the bottom of the report and click the "Validate" button. This action will check if
all required fields have been filled in.

13. Once completed, click the "Submit online" to send the report to your National Agency.
This action requires Internet connection.

14. If needed, print the report by clicking the "Print form" button on the bottom of the form.

10.2. Beneficiary form submission deadline

Beneficiary forms follow the same rules for submission deadlines as participant reports.

Please refer to “8.5. Participant forms submission deadline” for more information.
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10.3. Final Beneficiary Report discrepancies

It may happen in your project that some mobilities don't have a travel and subsistence
budget defined or you forget to create mobilities for some participants or simply your budget
goes over the contracted amount. Neither of these problems can stop you from filling in and
submit your report to your National Agency.

The Mobility Tool will display these warnings during the process of final beneficiary report
creation and will allow you to fix it, if required. Otherwise, you can simply click "Yes" button in
answer to "Do you want to continue with the report generation?"

Below is an example of the above mentioned situation where there are participants without

mobilities, some mobilities without budget and the budget goes beyond the contracted

Total Number of Participant Mobility Experiences Approved Participant Repaorts to Date
Project Update ID Update Time Reporting Actions Beneficiary Report File Request Status Report Type
125 Apr 26, 2011 16:36:00 Prepare New Report Download PDF DOWNLOADED (1261) | FINAL

+ The project has participant(s) without mobilities. Click to go to Mobility Experiences
« This project has Mobilities with 0 (zero) budgets. Click to go to Mobility Budget
+ Total Budget 33200.00 is greater than Approved Budget 24360.00 Click to go to Total Budget

Do you want to continue with the repart generation?

Choose the report language: BE3 - English (EN) -
Auth. to sign agreement: Clara

Choose the Beneficiary Contact Person you want to show on the report

Name Department Position Email
@ Beneficiary Test USER N/A N/A
James N/A N/A
Louis Vocational Education Assistant
Yes \E
125 Apr 26, 2011 16:36:00 Report Request Expired Expired REQUESTED (1041) FINAL
Total Pages: 1

There is a section in beneficiary final report that shows similar summary. The report contains:
— Table with number of expected and received participant reports

— List of participants without mobilities

— List of accompanying persons without mobilities

— Mobility experiences with duration shorter than allowed

— Mobilities with zero budget

Each of these sections has open text fields that allow you to provide more information on any

of the above issues.

Page 77



Mobility Tool Guide for Beneficiaries of Leonardo da Vinci programme

11. Support and troubleshooting

11.1. National Agency Helpdesk contact

All questions or issues with the Mobility Tool should be reported to your National Agency
helpdesk. The contact details are published on the Mobility Tool "Home" page, as shown on
the screen shot below.

Us:

European Commission

MObiIity tOOI BE3 Europese Progral

Welcome Beneficiary Test User

About the tool
List of the Projects
Mobility Tool is the system for the management of mobility projects
2011-1-BE3-LEQO1-00001 that receive an EU grant under the Lifelong Learning Programme. The
ool is developed by the European Commission for you, as beneficiary
of these projects.
Total Pages: 1 [1]
In the Mobility Tool you will be able to provide all the information on
your projects, identify participants and mobilities, complete and
update budget information, generate and follow-up participant
reports and also generate and submit your own report(s) to your
Name: BE3 Europese Programma’s voor Onderwijs, Opleiding en National Agency.
Samenwerking - Agentschap
Helpdesk - Contact: +32
mobilitytool@

Your National Agency

11.2. Troubleshooting of the most common issues

11.2.1. Issues when submitting beneficiary or participant forms using
Adobe Acrobat Reader — "NotAllowedError"

During the form submission, it may happen that a following error is displayed in the form:

"NotAllowedError: Security settings prevent access to this property or method".

If this happens, please follow these steps:

1. Make sure the computer is connected to Internet

2. If the computer has a proxy connection (indirect access to Internet), make sure proxy
configuration is properly saved in system settings (for Windows, it's Internet Options in
Control Panel)

3. When the error appears, there will be an additional message bar on top of the Adobe
Acrobat Reader window with the following message: "Some features have been
disabled to avoid potential security risks. Only enable these features if you trust
this document”

4. Select "Options" button on the message bar (on the right) and choose option "Always
trust this document”

5. A window will be shown asking to save the document and the form will re-open.
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6. After re-opening submission should be successful and error-free.

7. If the problem persists, please contact National Agency Helpdesk.

11.2.2. CSV files exported by Mobility Tool are not opened correctly by
Microsoft Excel
Mobility Tool offers two options for mobility experience data export — Excel and CSV. It may

happen, that when you choose to download and open CSV Microsoft Excel might not
recognize the field separator and will display a whole length of each line in just one cell, as
shown on the screenshot below.

I“_—(l' = IS 2011-1-BE3-LEO01-00001_2012-08-29_15-03-30[1].csv - Microsoft Excel o B =R
Home | Insert  Page layout  Formulas Data Review  View  Developer  Quicktips 2@ =& =
*’3 & Calibri i Ay = Genel - ) Conditional Formatting - i‘ﬂlnsan - E- W l;a
Ba- E3- % »  [§FFormatas Table - I Delete ~ | [g] - &
Paste B I U-| T~ M&m-A- = . ~ Sort& Find&
- 7 = &= - = il [} Cell Styles ~ [ Format ~ | @~ Fiter~ Select~
Clipboard Font Alignment Number Styles Cells Editing
Al - Jx | Last Name;First Name;Gender;Accomp. Person;With Special Needs;Date of Birth;Email;Mobility Experience : v
A B C D E F G H 1 ) K L M N C;
1 |Last Nam _:First Name;Gender;Accomp. Person;With Special Needs;Date of Birth;Email;Mobility Experience No.;Economic Sector;Field of Education;Ley| |
2 | LASTNAN FORESTRY (pre-prim i.e. to prc children continue their education at level 1 (primary education).”;" EMAIL NOTIFIED";1;" BE - BELGIUM";" PT
3 | LASTNAN FORESTRY (pre-prim i.e. to prc children continue their education at level 1 (primary education).”;" EMAIL NOTIFIED";2;" BG - BULGARIA";" EE
4 | JONES;" Jane";" F - Female";" NO";" NO";1995-01-01 00:00:00.0;jane.jones@email.com;2;" BS - Mining of coal and lignite";" 726 - Therapy and rehabilita
5 | BRAVO;". primary and lower secondary education”;" PENDING";1;" DK - DENMARK";" CZ - CZECH REPUBLIC";" Host Organisation™;" Partner no 1";" ";201
6
7 L
3 =
9
10
11
12
13
14 L]
15
16
17 =
1 4 » ¥ 2011-1-BE3-LEOD1-00001_2012-08- /3 M4 il | [0
Ready | |[E@ M 100% (=) [} )

Regional settings change technique

This may happen due to regional settings of your computer. The solution presented below
applies to Microsoft Windows 7, however previous versions of the Windows operating system
may have similar steps.

In order to fix the problem, please go to Control Panel, then Region and Language and click
"Additional Settings" button on the bottom of the window.
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] Region and Language @
Formats ‘ Location | Keyboards and Languages | Administrative
Format:
[Enghsh (Ireland) v]

Date and time formats

Short date: [damamiyyyy -
Long date: [ dd MMM yyyy -]
Short time: [HH:mm -
Long time: [Hrtmm:ss -]
First day of weeki | Monday -]

What does the notation mean?

Examples

Short date: 29/08/2012
Long date: 29 August 2012
Short time: 1518

Long time: 15:19:42

Additional settings...

Go online to learn about changing languages and regional formats

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

fi Customize Format @
Numbers |Currency |'I'|mE |Dabe |

Example

Positive: 123,456,?89‘00| Negative:  -123,456,783.00
Decimal symbol: . -

No. of digits after decimal: [Z v]
Digit grouping symbol: . -
Digit grouping: [18,455,789 v]
MNegative sign symbaol: - -
Negative number format: [-1.1 ‘]
Display leading zeros: [0‘7 ‘]

I List separator: . - I
Measurement system: [Metmc V]
Standard digits: (0123456789 -

Use native digits: [Ne\rar ']
Click Reset to restore the system default settings for
numbers, currency, time, and date.

Please change this option to semi-colon (;), save the settings, close Excel and export the

data again. The issue should be resolved.

Use of Excel data import functionality

The CSV data can be imported into Microsoft Excel without changing the regional settings.
For this purpose text import function can be used in the application. Please note that the
steps presented below may differ between different versions of Microsoft Excel and Office

suits running on different operating systems (Microsoft Windows or Apple OS X).
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1. Open Microsoft Excel with a blank spreadsheet.

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

|‘.|_T|| H9-o- = Bookl - Microseft Excel
E_Home Insert Page Layout Formulas Data Review View Developer Cluick tips
" TEh TED TED Iy Cong@tions 4 ‘ K Clear
= 2 ! A = iE
mem @ b [ oo\ | 2 . reamoty
From From  From Other Existing Refresh o i¢ Sart Filter \'; Text to
Access Web  Text u Connections | All» == EditLinks A7 Advanced | Columns
Get External Data Connections Sort & Filter

3. Select the CSV file you wish to edit in Excel. The import process will continue with "Text
Import Wizard".

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

Text Import Wizard - Step 1 of 3 \E\

The Text Wizard has determined that your data is Fixed Width,

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type
Choose the file at best describes your data:

- Characters such as commas or tabs separate each field.

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

Startimport at row: |1 = File origin: 65001 : Unicode (UTF-8) E|

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

1Project ID;Mobility ID;Mobility Type;Participant First Name;Participant
*;*;*, DICT;*;%;%, DD/MM/YYY¥¥;*,6 DICT;%;;%, DICT;*, DICT:;:*, DICT;99_93;*/ J
01l3-1-GR1-ERAODZ-047358;5M510;5M5; FirstName; LastName; 01/01/1985; M; em=1110

< Back Next = ] [ FEinish

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

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

R )

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

Delimiters
[ 1ab

[] Treat consecutive delimiters as one

] comma : -

Text qualifier: E
[ space
[ other:
Data preview
roject ID ocbility ID pMokility Type Participant First Hame [Paf =
e [ a.' DICT £ - | |
013-1-GER1-ERA0Z-04738 EMS10 M3 irstHame &
<[]

Cancel ][ < Badk ][ Next = l[ Einish

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

preview.

Text Import Wizard - Step 3 of 3

2|

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

@) General

P Text '‘General converts numeric values to numbers, date values to dates, and all
) Tex

remaining values to text,

) Date:  [DMY

() Do not import calumn (skip)

Data preview

CeperiCeperal

Ceperal
EME)

Ceperal
Receiving Partner City (SMP) Receiving Partner Country (SMP) Receivingd +
* | SME) * (EMP), DICT *(5MP), O |

Cancel ][ < Back Mewt =

7. While holding Shift key on your keyboard, click on the last column of the data preview.
You will notice the data preview table will turn black.
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Text Import Wizard - Step 3 of 3

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

Column data format
@ General

O Text remaining values to text,

) Date:  |DMY

() Do not impert column (skip)

Data prewview

‘General' converts numeric values to numbers, date values to dates, and all

)

ng Partner City

{5MP)

ng Partner Country |
DICT

Cancel

] l < Back

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

below. You will notice the headings of the columns in data preview will change from

"General" to "Text".

Text Import Wizard - Step 3 of 3

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

Caolumn data format

) General

@ t remaining values to text,
) Date: | DMY

() Do notimport colurnn (skip)

Data preview

'General converts numeric values to numbers, date values to dates, and all

FirstName

Cancel ]l < Back

9. Click "Finish". The wizard will ask you where the imported data should be placed. Click

button "OK".
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b "

Import Data @

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

! New worksheet

Properties... I [ QK ] I Cancel I

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

11.2.3. Mobility Tool website is not displayed correctly in Microsoft
Internet Explorer

It has been reported that the Compatibility View function of Microsoft Internet Explorer may
cause some display issues on the Mobility Tool website. If you experience any issues
displaying the websites on Microsoft Internet Explorer, please turn off the Compatibility View
by going to Tools, and then click on Compatibility View to deselect it.

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

ActiveX Filtering

Diagnose connection problems...

Recpen last browsing session

Add site to Start menu

View downloads Ctrl+]
Pop-up Blocker »
SmartScreen Filter 3

Manage add-ons

Compatibility View ‘
Compatibility View settings

Subscribe to this feed...

Feed discovery »
F12 developer tools

OneMote Linked Motes
Create Mobile Favorite...

Send to OneMote

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

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

9/features/compatibility-view

All other problems should be reported to the helpdesk of your National Agency.
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