MT+ Beneficiary Guide

1 0o (8 ox 1 o] o WP P PPPPPRR 2
[ (01T (o T o =] A= (o o] T PR P PSPPI 3
10T |1 PSSP 4
AULOMALIC NOTIFICAIONS. ......eiiiiiiie e e e 8
MenU and NAVIGALION...........coooiiii i e e e e e e e e e e e aeaaaeeeaaaaeeeesseassaasansansnnennnes 9
LiST FUNCHONAITIES. ...t e e e s s r e e e e e e e bbb e e e e e e e e anneees 12
PrOJECT DELAIIS. ...t ettt e e ettt e e e et e e e e e e e e e e e e e e b e e e e e e e e an 17
HOW 10 MaNAJE ONgANISALIONS. .....cciiiiitieieiee e ettt e e e e et e e e e s s e e e e e s s sbb e e e e e e e e e nnne e e e e e e e e anneees 19
HOW t0 MANAJGE CONTACES. .. ..eeuiiiiiiiiit et e et e e e e e e e e et e et ee b s e e e e et nseaeetaeeeeesnaeeaaees 22
How to manage mobilities for KAL and KA PrOJECLS........cccccccuiiuiiiiiiiiriiiiieereeereereeeeeeeeeeeeeeeaaaens 28
Howto manage activities fOr KAZ2 PrOJECLS. ....uuiiiiiiiiiiiei e e e e 47
How to complete and submit the beneficiary repart...........ccccooiiiiiieie i 104



Introduction

Mobility Tool+ is an Information System that allows Erasmus+ Beneficiary Organisations to access and
manage their project's information, request individual participants' reports and submit final reports to
their National Agencies. Erasmus+ National Agenaigo use Mobility Tool+ to monitor and validate the
projects information entered by Beneficiary Organisations at any time from anywhere.

Mobility Tool+ is designed, developed and maintained by the European Commission being used by
Erasmus+ Beneficiary ganisations and National Agencies involved in decentralised projects.

Each Erasmus+ key action is divided into different action types depending on the intended programmes
objectives and target groups. Activity types theréimther divide such action types into homogeneous
groups of participants encoded as mobilities within Mobility Tool. Mobilities represent the sending of a
particular individual from an origin country to a destination country typically within the setasniirs+
programme countries. Depending on the activity type concerned each participant in an Erasmus+
mobility is entitled to receive funds for travel, individual support, special needs, exceptional costs, etc.
Mobility tool allows Beneficiary Organisations manage all this information in a coherent and
meaningful manner.

Strategic partnerships' projects are also supported by Mobility Tool. Although not managing pure
mobilities such projects need to be managed in terwf the outcomes and results they produce
especially for those projects mostly concerned with development of innovation. Therefore Mobility Tool
provides all needed functionality to create and manage a KA2 project allocation of funds for project
managemeh and implementation, transnational project meetings, intellectual outputs and associated
multiplier events and individuals participating in learning, teaching and training activities, the latter
mostly relevant for projects targeting exchanges of practicehe filling in and submission of final report

by Beneficiary Organisations and subsequent validation by National Agencies is also available for KA2.

The management of the project and its contents is the respoitgilif the Beneficiary Organisation
users. Contacts defined in the electronic application form as contact persons and legal representatives
for the applicant/beneficiary organisation will automatically have access to their corresponding projects
in Mobility Tool+ This happens when the project's data is submitted frbhs Project Management
System National Agency users can also have access to Mobility Tool+ for monitoring and validation
purposes.



How to get access

 How to get access to the mobility tool
o0 Contact person from the beneficiary or coordinating organisation
0 Incorrect email address for contact person
o National Agency User

Contact person from the beneficiary or coordinating organisation

Those persons who are indicated as the project contract person of the beneficiary or coordi
organisation in theNAs Project Management Systemill automatically be given access to MT+. Thi
usually the same details as entered in the applicatiomfaunless changed during the selection proce
The email address associated with this contact person will receive the notification from the syster
the project is created in the Mobility Todlhis contact person will be able tweate new contactsvith
or without access to edit the project details in MT+.

Incorrect email address for contact person

If the incorrect email address is used for the project contact person, the National Agency should
the email address ithe NAs Project ManagemeRystemand resend the data to MT+.

National Agency User

Contact your local MT+ National Agency Administrator (NA Admin) to gain access. If there is
Admin please create an issueNWWUAMto nominate a user as T+ National Agency Administrator.



Login

This page explains how to log in BT+ using ECAS. An email notification will be sent to the project
contact on creation of the project in the mobility tool.

Select the "External” domain.

Log In.

Password lost?

Create a new ECAScount.

Help (Frequently asked guestions).
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Select the "External" domain.

The correct domain must be chosen before logging in. The correct domain for those working
National Agency or those indicated as the project contact of the beneficiary or coordinating organ
must choose the domaigxternal To change the domamsExternal click theCHANGE IButton.

Contact| Privacy Statement | English (en)

EUROPEAN COMMISSION AUTHENTICATION SERVICE (ECAS)

IntraComm > Authentication Service > Login

ECAS authenticates your identity on European Username or e-mail address

Commission websites I

Password

W Remember my username
Il Warn me each time an application asks for my identity
W view my ECAS account details after logging me in

* ¥k
* *
* *
* *

*xk LOGIN!
European
Commission

Lost your password? | Help
European Commission

Is the selected domain correct?

CHANGE IT

Log in with your

= 2 B Wa Be e

Password Mobile phone Token Software token elD ECAS mobile app



https://webgate.ec.europa.eu/eac/mobility/index.cfm?fuseaction=user.main
Go#_Select_the_"External" o 
Go#_Select_the_"External" o 

A list of several options will appear. Select Exdernaldomain.

) 4

Where are you from?

Welcome to the European Commission Authentication Service (ECAS).

Choose the institution or body for which you want to log in. Choose "External” if you don't work for a European institution or body. Choose "W+7" if you have a special external account
composed of w and 7 digits.

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

- o W7 ?

External 5 I don't know?
Partners, Researchers, Citizens. t More information about this screen

filter by show all Institutions Regulatory Agencies Joint Undertakings Other

Log In.

Enter your ECAS Usernameor your e-mail address and yourECAS Password This must be the
same email address as used by the-mail notification informing you of your access. If you do not ust
the same email address, you will not gain access to the project information.

ECAS authentiCateS YOUI" identity on European Username or e-mail address

Commission websites S

Password

W Remember my username

B Warn me each time an application asks for my identity
Il View my ECAS account details after logging me in

LOGIN!

Lost your password?
External Create an account | Help

Is the selected domain correct?

CHANGE IT

Once you entered your ECAS Username and PassglicidtheLOGINbutton.



ECAS authenticates your identity on European
Commission websites

External

Is the selected domain correct?

CHANGE IT

Password lost?

Username or e-mail address

Password

M Remember my username
Il Warn me each time an application asks for my identity
Il View my ECAS account details after logging me in

LOGIN!

Lost your password?
Create an account | Help

If you have lost youECAS Passworgr you need to create a new one, click the hyperlirdst your

password?and follow the instructions.

ECAS authenticates your identity on European
Commission websites

External

Is the selected domain correct?

CHANGE IT

Create a new ECASccount.

Username or e-mail address

Password

M Remember my username
Il Warn me each time an application asks for my identity
M View my ECAS account details after logging me in

Lost your password?
Create an account | Help

In order to create a new ECAS account, click onGneate an accounthyperlink andfollow the

instructions.



ECAS authenticates your identity on European Usemame or e-mail address

Commission websites S

Password

M Remember my username
Il Warn me each time an application asks for my identity
Il View my ECAS account details after logging me in

LOGIN!

Lost your password?
External Create an account | Help

Is the selected domain correct?

CHANGE IT

Help (Frequently asked questions).

If you need help or neetb check the frequently asked questions, click Hhephyperlink.

ECAS authenticates your identity on European ¥-To
Commission websites

Username or e-mail address

Password

. Remember my username
B Warn me each time an application asks for my identity
M View my ECAS account details after logging me in

External
Lost your assword?

Is the selected domain correct? Create an account ' Help

CHANGE IT




Automatic notifications

Notifications by default will be sent to the project contact of the beneficiary organisation as indicated in
the NAs Project Management Systefrhe person who receives notifications can be changed in MT+ by

indicating another contact from the beneficiaryganisation as thd’referred contact The notification

by default is sent out in English and may also be sent out in the language of the National Agency if the

translation of interface has been done for that language.

Creation of project in the Mobility To ol

On creation of a project in MT+, a notification will be sent to the project contact person o
beneficiary organisation. The email notification provides instructions on how to login in to MT+
ECAS. If you do not have an ECAS account folloiwdtnactions to register in ECAS first.

Dear Ben,
Your project has been created in the Mobility Tool

Project details
EC Project Number: 2015-1-FRO1-KA107-014887

National Project ID: 197517170

Project title: -

: UNIVERSITE PARIS [ PANTHEON-SORBONNE legal name epl import

Mobility Tool is the system for the management of projects that reccived an EU grant under the Lifclong Learning and Erasmus+ programmes. The Tool is developed by the European Commission for you, as beneficiarics of these projects.

In the Mobility Tool you will be able to provide all the information on your projects, identify participants and mobilities, complete and update budget information, gencrate and follow-up participant reports and generate and submit your own
report(s) to your National Agency.

To access the project, pleasc follow the steps below.
«  Go to Mobility Tool websitc at https:/‘webgate.cc.curopa.cu/cac/mobility/index.cfm?fuscaction=uscr.main

- If you haven't register yet, pleasc click “Not registered vet” and sct up your account. During the registration process please usc the cmail address that this message was sent to,
- Ifyou already have an ECAS account associated with this email address, please use it 1o log in

Please contact your National Agency if you need further information or support.
Agence Erasmus+ France / Education Formation

http://ec.curopa.cwprogrammes/erasmus-plus/tools/national-agencies/index_en. htm

This is a system generated message from Mobility Tool. Please do not reply.

Project Update

When the project data has been updated in MT+, a similar message to the one below will be sen
project contact. The project contact is indicated as Breferred contacin MT+ and can behanged to
another contact of the beneficiary organisation.

From: replies-will-be-discarded@ec. europa.eu [mailto:replies-will-be-discarded@ec. europa.eu]
Sent: Monday, December 07, 2015 1:09 PM

To: Ben

Subject: Mobility Tool - Project update /

Dear Ben,

Your project has been updated in Mobility Tool with new information on 07-DEC-15
Project details:

EC Project Number: 2014-1-UK01-KA201-000229_4

National Project Number: 28020673

Project title: Once upon an Erasmus Tale (Traditional Arts and Languages across Europe)

Be aware that the changes appear in the Mobility Tool for information only. It is your responsibility to adapt the project information in accordance with these changes, if necessary.

Please contact your National Agency if you need further information or support
Agence Erasmus+ France / Education Formatio:

This is a system generated message from Mobility Tool. Please do not reply.




Menu and Navigation

1 Home page.
9 Difference between thdink to projects for KA1 &A3and for KA2.

9 Difference between the tabs for KA1 & K3 dodKA2.

Home page.

Explanation and illustration

Once logged to the tool, the home page is displayed as follows:

=

TheProjectListwindow is displayed.

2. The system allows you choosing amongst a list of different languages and changing the le
of the interface.

3. At the top middleof the screen, details of who ®nnected to the toohre identified.

4. Asubwindow, whichprovides adefinition of the Mobilitytool, is displayed.

5. The project references amorted depending on the programme and listed by tBeant
Agreement No

6. For KA2 projects, the type of access you have for the project will be indicated next to the

reference.

User Status: Logge

European Commission

M 0 b i I ity tO 0' a ELO1 Greek State Scholarship's Foundation (IKY)

User Status: n: ECAS EAC_TRAINING - beneficiary [
Home Project List

Welcome ECAS EAC_TRAINING

@smuw @ @ﬁ)m the tool @\

User's role in project Mobility Tool is the system for the
management of mobility projects that received

partner (View Access to Project) an EU grant under the Lifelong Learning and
Erasmus+ p! The Tool is

coordinator (View Access to Project) by the European Commission for you, as

beneficiaries of these projects.
beneficiary (Edit Access to Project)
In the Mobility Tool you will be able to provide
all the information on your projects, identify
participants and mobilities, complete and
update budget information, generate and
follow-up participant reports and generate
and submit your own report(s) to your

National Agency.
CGrant Agreement No National ID

2013-1-CR1-ERA02-04935

= Lifelong Learning Programme

CR1-ER -04898

2013-1-CR1-ERA04-04978 j




Difference between the link to projects for KA1 & KA3 and for KA2.

Explanation and illustration

Access tahe KA1 or KA3 projects different than forthe KA2 projects.

1. When a KA2 project is clicked from tReoject List the systenopens a new browser page. No
that projects concerning KA2 are highlighted in blue.
2. When a KA1l or KASBoject is clicked from theProject List the system opens the projec

directlyin the same browser page.

European Commission

Mobility tool

ELO1 Greek State Scholarship's Foundation (IKY)

Home Project List

Welcome ECAS EAC_TRAINING

= Erasmus+

Crant Agreement No National ID User's role in project

2014-1-FRO1-KA201-002304 & partner (View Access to Project)
2014-1-UK01-KA201-000229 4 & coordinator (View Access to Project)
2014-1-FRO1-KA201-008555_1 beneficiary (Edit Access to Project)

( 2014-1-FRO1-KA103-000420 beneficiary

2

= Lifelong Learning Programme

Grant Agreement No National ID
2013-1-CR1-ERAD2-04935
2013-1-CR1-ERAD2-04898

2013-1-GR1-ERAQ4-04978

About the tool

Mobility Tool is the system for the
management of mobility projects that received
an EU grant under the Lifelong Learning and
Erasmus+ programmes. The Tool is developed
by the European Commission for you, as
beneficiaries of these projects.

In the Mobility Tool you will be able to provide
all the information on your projects, identify
participants and mobilities, complete and
update budget information, generate and
follow-up participant reports and generate
and submit your own report(s) to your
National Agency.

10




Explanation and illustration

The tabs for KA1 &A3 are different than for the KA2.

The Tabs for KA1 RAS are displayed in a structure that organizesrtiubilities managemeninside the
Mobilities tab.

Home Project List Project Details Dashboard Organisations Contacts Mobilities 7 Reports
List Mobilities

Import - Export

Project Details for 2014-1-FRO1-KA 1031000420

The Tabs for KA2 are displayed in a structure that splits different activities and manageme
options between various tabs.

Project 2014-2-FRO1}KA2054003734  Details  Organisations ~ Contacts roject Management and tation  Transnational f t Meetings  Intellectual Outputs
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List functionalities

This page explains the common list functionality that are seen throughout MT+, for example the
Organisations and Contacts tabs. The icons used to sort or export the list remain the same for each
screen as well as the icons to edit, delete and view thétdist.

Search.
Selection.
Export.
View.

Edit.
Delete.
Back to list.

=A =4 =4 =8 -8 -8 -4

Search.

In order to findinformation quickly in each tab of the menu, type, for example, rihme of the
organisation in theSearcHield.

The result will appear in the list.

Q
[ Szkola Podstawowa im. Henryka Sienkiewicza w Oblegorku ] Q
|szkola Podstawowa im. Henryka Sienkiewicza w Oblegorku Q
EH Participating Organisation Role Total Amount (Adjusted)
[ o} Szkola Podstawowa im. Henryka Sienkiewicza w Oblegorku Beneficiary 1,500.00 € p ]
Total: 1,500.00 €
10 25 50 100

Selection.

TheSelectionoption allows you selectingr de-selecting aldetail lines.

12



By clicking on the radio button, you can select following optigdisNONEor inverse
Q
® c ~
d — L
® (o]
In the exampléoelow, the optionAll is selected.
n B =
Public
Beneficiary Coordinator Partner PIC Legal Name DepartmentBody Non-profit Country City Role
Szkola Podstawowa im. Henryka
744 | l =]
® |v x x 947443330 Sienkiewicza w Oblegorku v x Poland Oblegorek Beneficiary
® |x x v 940853441 Vaajakummun koulu v v Finland Vaajakoski Partner (=
® |x x v 940649450 école élémentaire Joliot-Curie v v France gr’t;lelgny H Partner =
o |x x v 942733689 RK Basisschool Bernardus x v Netherlands Saasveld Partner =
® |x x v 949361796 Scoala Gimnaziala Lunca, Pascani v v Romania Pascani Partner =
® |x x v 942254606 CEIP Ciudad de Valencia v v Spain Madrid Partner =
o |x x v 942367611  Akraskolan x x Sweden Sala Partner =
® |x v x 948378216 Three Legged Cross First School v v Eln“:d = Wimbome Coordinator [=
S ingdo!
10 | 25 | 50
Depending on the tab, where you select data, the butigieterecordsappears.
@ X =
L T ) >
- Legal Name No. of Participants With Special Needs Description Total Cost
[ ] Szkola Podstawowa im. Henryka Sienkiewicza w Oblegorku 2 Special needs asked 100.00 € B &
[ ] Szkola Podstawowa im. Henryka Sienkiewicza w Oblegorku 1 Special needs 50.00 € B & W
Total: 150.00 €
10 | 25 | 50

13




Export.

TheExportbutton allows you exporting your selection and choosing a format amongst the three follc
options:PDF FileXLS fileor CSV file

® l & Export I

® O NON o

Q

® & Export

[$]

In the example below th@DF Fildormat has been clicked.

®

A popup message will appear allowing you to open the pdf file.

be
Q

Opening organisation.pdf ﬁ

You have chosen to open:
ﬁ: organisation.pdf

which is: Adobe Acrobat Document
from: http://cf9eactl.cc.cec.eu.int:6086

What should Firefox do with this file?

© Openwith | Adobe Reader (defautt) ~

" ") SaveFile "

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

' [ ok || conce | |

14



View.

To viewthe details of dine, click the view icon.

Meeting Receiving Receiving Number of Total Total
Meeting ID Title Start Date End Date  Receiving Organisation Country City Particip (C (Adjusted)
03503- Stowarzyszenie Miedzynarodowej i P
1 / M
TPM-00001 TPM 1 09/05/2015  26/11/2015 Miedzykulturowej Wymiany ANAWOJ Poland Michatowo 15 10,475.00 € 9.200.00 € E] & |
Total 15 10,475.00 € 9,200.00 €
Edit.
To editthe details line,click the pencil icon.
Meeting Receiving Receiving Number of Total Total
= Meeting ID Title Start Date End Date  Receiving Organisation Country City Participants (Calculated) (Adjusted)
03503- Stowarzyszenie Miedzynarodowe] i
105/ 11/
TPM-00001 TPM 1 09/05/2015 26/11/2015 Miedzykulturowsj Wymiany ANAWOJ Poland Michatowo 15 1047500 € 9.200.00 €
Total 15 10,475.00 € 9,200.00 €

A window showing details will open. Here the fields can be edited.

sackolist Transnational Project Meetings

Meeting ID

Meeting Title
03503-TPM-00001 TPM 1
2 . 011092014 3110812016

Project Duration 1108/
Start Date End Date

09/05/2015 =] 26/11/2015 2]
Receiving Organisation Receiving Country Receiving City

Stowarzyszenie Miedzynarodowej i Miedzykulturowe |~ Poland |v‘ Michatowo

Cancel Nothing to save
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Delete.

To deletethe details line, click the bin icon.

Meeting Receiving Receiving Number of Total Total
Meeting ID Title Start Date End Date  Receiving Organisation Country City Particil (Ci (Adjusted)
03503 p B Stowarzyszenie Miedzynarodowej i p—
TPM-00001 TPM 1 09/05/2015  26/11/2015 Miedzykulturowsj Wymiany ANAWOJ Poland Michatowo 15 10,475.00 € 9,200.00 € & E]
Total 15 10,475.00 € 9,200.00 €
Back to list.
In order to get back to the list of details, click theck to listbutton.
s
wscktolist | Transnational Project Meetings
[ Edit
Meeting ID Meeting Title
03503-TPM-00001 TPM 1
Project Duration 01/09/2014 3110872016
Start Date End Date
09/05/2015 ] 26/11/2015 =]
Receiving Organisation Receiving Country Receiving City
Stowarzyszenie Miedzynarodowej i Miedzykulturowe Poland Michatowo
You will be redirected to the list of detail line(s).
Meeting Receiving Receiving Number of Total Total
Z Meeting ID Title Start Date End Date  Receiving Organisation Country City P (Calculated, (Adjusted)
03503- Stowarzyszenie Miedzynarodowej i - — N
TPM-00001 TPM 1 09/05/2015  26/11/2015 Miedzykulturowej Wymiany ANAWOJ Poland Michatowo 15 10,475.00 € 9,200.00 € &
Total 15 10,475.00 € 9,200.00 €
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Project Details

1 "Project Details" page.

I Changes to "Project Details".

Explanation and illustration

Once you clickn the project'sGrant Agreement Nofrom the MT+ homepage, a new screen v

opendisplaying theProject Details

The key details of the project are structured in the following fieldsntext information, National
Agency Project information Beneficiary Organisationformation andProject AccessThe screen alsi
presentsHistory information, giving details of the creation of the project in MT+, last update and pe

(or system) that pdated the project last.

Note that the tabs listing’rojectDetailsfor KA1 &KAS3 are different than for KA2 projects, however, 1
content fields are the samé&ee more information about the differences in tReoject Detailsscreen

interface for KA1 & K3 and for KA2 projects in the palylenu and Navigation

Home Project List

Context information

Programme: Erasmus+
Key Action: KA1 - Learning Mobility of Individuals

Action Type: KA103 - Higher education student and staff
mobility

Call Year: 2014

Round: 1

Start of Project: 01/06/2014
End of Project: 31/05/2016

Project Duration (months):

National Agency

the Education System

the following page

National Agency: PLO1 - Foundation for the Development of

For further details about your National Agency, please consult

Project Details Dashboard Organisations Contacts

Project Details for 2014-1-PL01-KA103-000066

Project information

Grant Agreement No.: 2014-1-PLO1-KA103-000066
National ID:
Project Title:

Project Acronym:

Beneficiary Organisation information

PIC: 949423003

Legal Name: ECOLE DES METIERS DE
LENVIRONNEMENT

Business Name: EME
Full legal name (National Language):
Erasmus Code: F BRUZ03

Consortium Accreditation No.:

Mobilities

Project Access

User’s role in project: beneficiary
Access to Project: Edit Access to Project

Project is locked: ()

History information

Created by: NA Staff
Created on: 05/06/2015 16:48:36
Updated by: Theodoros PAPADOPOULOS

Updated on: 14/09/2015 15:54.56

See the
information
about the latest
updates here!

17
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Explanation and illustration

The project details such as: tReoject Title the National 10 the Start and End of Project cannot be
changed in the tool. To request changes to these project details, please contact your National Age

It is possible to add and remov@ontacts Mobilities and Participants as well as to edit the currer
Budgetinformation. See more informativabout editing details in variod$ow-to pages of the guide.

18



How to manage organisations

For most key actionthe organisation details can not be changed in MT+ but should follow the process of
anamendment

Organisation details that are entered indRHURF and Participant Protal gujdshould first be updated
there before the Ndonal Agency will be able to adjust the detailstire NAs Project Management
System

Once changes have been applied, the updated data will be sent to MT+.

The contact person of the beneficiary or coordinating organisation will receive a notificationtlzace
updated information is sent to MT+.

Open the list of "Organisations".

View organisation details.
Organisation details are not updated?.
Edit organisation details.

= =4 =4 =4

Open the list of "Organisations".

From the list of tabs, click on th@rganisationamenu item.

c:|@

Mobility Tool :: My Home % | hitpi//cfOeactl...oject/2428/view X \\+

p://cf9eactl.cc.cec.eu.int:6086/eac/mobility/systemLayers/5_FE/dist/index_completelayout.html#/s/proje (< [3~ Google P ﬁ B8 4 #

i European Commission

Mobility tool FAcPreq

i Details

Contacts

Organisations

Project 2014-1-UK01-KA201-000229_3  Details | «

Contacts Project Management and Implementation

Transnational Project Meetings Intellectual Outputs Multiplier Events Leaming, Teaching and Training Activities Special Needs Support Exceptional Costs

‘ Exceptional Cost Guarantee Budget Reports

The list ofOrganisationswill appear.

19


http://ec.europa.eu/education/participants/portal/desktop/en/home.html
http://ec.europa.eu/programmes/erasmus-plus/documents/manualurf_en.pdf

Project 2014-1-UK0D1-KA201-000229_3  Details || Organisations | Contacts  Project Management and Implementation ~ Transnational Project Meetings
Intellectual Outputs Multiplier Events  Learning, Teaching and Training Activities ~ Special Needs Support ~ Exceptional Costs Exceptional Cost Guarantee ~ Budget =~ Reports
Project & Beneficiary Organisation
Q
@ & 4
Public
=2 Beneficiary Coordinator Partner (GR1-EN)_PIC Legal Name DepartmentBody Non-profit Country City Role
Szkola Podstawowa im. Henryka .
K v x x AT Oblegorku v x Poland Oblegorek  Beneficiary  [=) \
0O x x v 940853441 Vaajakummun koulu E¥ 4 v Finland Vaajakoski Partner |_
O x ® v 940649450 école élémentaire Joliot-Curie [ 4 v France g:‘e'g"y sur Partner [=|
o x X v 942733689 RK Basisschool Bernardus x v Netherlands Saasveld Partner =
Scoala Gi la L .
0O x ® v 949361796 cosla bimnaziala Lunca v v Romania Pascani Partner =
Pascani
x ® v 4 942254606 CEIP Ciudad de Valencia £ v 4 Spain Madrid Partner I-
x ® vy 942367611 Akraskolan 4 x Sweden Sala Partner (=
United
&x V4 x 948378216 Three Legged Cross First School v v Kingdom Wimbomne Coordinator  [=) /
10 | 25 | 50 @100
View organisation details.
Click orthe view icon to operOrganisation Detailscreen.
Public
=2 Beneficiary Coordinator Partner (GR1-EN)_PIC Legal Name DepartmentBody Non-profit Country City Role
Szkola Podstawowa im. Henryka i '
O v x x 947443330 Sz @i ~ x Poland Oblggorek Beneficiary [ =
0O = x v 940853441 Vaajakummun koulu v v Finland Vaajakoski Partner =

Organisation details are not updated?.

The organisation details for most key actions will be updated as a result of an amendment reque
should first be updated in URF and then by the NthénNAs Project Management System

20



File View Setup Tools Window Help
’& 15_5? ,j z.] 229 Find organisation ... % =
= . . T : -
Q¢ & ] av ga BEoct o
Application =
£ 4 Application Root - ) == :
[ Project Ovens K Project Code  2014-1-UK01-KA201-000229_3 \ Calculated Total - 41.905.00
-4 Submission = - — — — R =
& Cont Organisation Updates \7 XN rant : 38.925.00
: Pm'ed : N a : d: im. Henryka Sienkiewicza w O!
: F“’_“ (_,k The following organisations received updates from URF:
@ -
©-@ Paricpati PIC Organisation
& Summ: Three Legged Cross First School
=9 942367611 | Akraskolan
] 3 940643450 | école élémentaire Joliot Curie
L. 947443330 | Szkola Pod im. Henryka Sienkiewicza w Oblegorku
' g 942254606 | CEIP Giudad de Valencia
& [ Preserve current data ]] [ [ Copy new organization data ] J
=-@ \ /)
@ Victora - . _ ~ Total of Transfered/Cashed Amount, calcula Total excluding LPI
< I ] ) Final Grant Amount : Payment is created and assigned a status other than planned.
.« Applcation | @  Budget |
o/ Aonexes | Validation Report (v)
o/ BenefRepots | Yy, Proceduwes | T Resut_Data  Message
Project: Once upon an Erasmus Tale (Traditional Ar... iﬂ)eu.lru'leealsvaid

Edit organisation details.
For certain Key actions e.g. KA103 and KA107 additional organisation detailsadaetdeThese "host"
organisations can be managed by the beneficiary organisation.

In this case additional icons will be present on screen to allow editing (penciloicda)etion (bin icon)
of the organisation.

Please note that you can not delete an organisation if it is associated to a mobility or activity.

Project & Beneficiary Organisation for 2015-1-FRO1HKA 1074014829 S
Search Q
Oselection & Export o
Public
Z  Beneficiary (GR1-EN)_PIC Organisation ID Erasmus Code Co-Beneficiary Legal Name DepartmentBody Country  City
014829- F CENTRE INTERNATIONAL DETUDES SUPERIEURES EN
ov 9991964 orcoooor  moweELD ¥ SCIENCES AGRONOMIQUES DE MONTPELLIER v France  MONTPELLER [5) g
014843- ——
o x S90ET o e F CANNES09 % EURECOM x France  BIOT =175
014851 ECOLE NATIONALE SUPERIEURE D'ARCHITECTURE DE PARIS LA
o 949530867 o000t FPARIS126 % VILLETTE 3 France PARIS =1V ]
o seo00oaas MO CHIBA DAIGAKU J Chiba =1V ]
X ORG-00006 x v pen !
o x 961770327 noir:g?gﬁum x NATIONAL UNIVERSITY CORPORATION KYUSHU UNIVERSITY v Japan FUKUOKA Bl s
o soasstras UM University of Tok s Tok
* ORG-00005 x niversity of Tokyo v apan okyo (=170
o 99987asa9 UM UNIVERSIDAD DE LA REPUBLICA U Monteid ,
® ORG-00002 * v uguay  Montevideo =1V
o x sogearasy UM x UNIVERSIDAD CENTRAL DE VENEZUELA v Venezuela CARACAS Bl e
ORG-00007 7
10 | 25 | 50 100
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How to manage contacts

The project contact as indicated in the application form will automatically receive ail @&hen the
project is created in the Mobility Tool+. The project contact can create additional users for the
organisations. Edit access can be given to other contacts of the coordinating or beneficiary organisation.
View access to the project can alsodieen for KA2 projects.

Quick steps
M 1.Clickthe project reference.
M 2.Click the "Contacts" menu item.
M 3.Click the "+Create" button.
1 4.Fillin the details

0 4.1 Select the organisation.

o 4.2 Allowaccess to project?

0 4.3 Indicate as "Preferred Contact"?

0 4.4 Indicate as "Legal Representative"?

0 4.5 Contact details are the "Same as Organisation"?
9 5.Click on "Save".
9 6.Click on Delete icon.

Detailed steps

1. Clickthe project reference.

Click on theproject reference to open a project.

User Status.

European Commission

M 0 b | I | ty to OI ELO1 Greek State Scholarship's Foundation (IKY)

Home Project List

Welcome ECAS EAC_TRAINING

== Erasmus+ About the tool

Mobility Tool is the system for the
management of mobility projects that received
an EU grant under the Lifelong Learning and
Erasmus+ prog s. The Tool is P
by the European Commission for you, as
beneficiaries of these projects.

Grant Agreement No National ID  User's role in project

beneficiary (Edit Access to Project)

In the Mobility Tool you will be able to provide
== Lifelong Learning Programme all the information on your projects, identify

participants and mobilities, complete and

update budget information, generate and

Grant Agreement No National ID follow-up participant reports and generate
and submit your own report(s) to your National

2013-1-GR1-ERA02-04900 Agency.

2013-1-GR1-ERA10-04983
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2. Click the "Contacts" menu item.

European Commission

Intellectual Outputs Multiplier Events

Project Details

Context information

Programme: Erasmus+

Key Action: KA2 - Cooperation for innovation and the
exchange of good practices

Action Type: KA201 - Strategic Partnerships for school
education

Call Year: 2014

Round: 1

Start of Project: 01/09/2014
End of Project: 31/08/2017

Project Duration (months): 36

National Agency

National Agency: PLO1 - Foundation for the
Development of the Education System

For further details about your National Agency, please
consult the following page
http://ec.europa.ew/programmes/erasmus-plus/tools
/national-agencies/index_en.htm

Project 2014-1-UK01-KA201-000229_3 | Details

Leamning, Teaching and Training Activities

Details Organisations Contacts

M 0 b | I |ty tool EAC Directorate-General for Education and Cig

Organisations Project M:

T Project Meetings

E Cost Gt

Special Needs Support  E

Project information

Partnership Identifier: 2014-1-UK01-KA201-000229
Grant Agreement No.: 2014-1-UK01-KA201-000229_3
National ID:

Project Title: Once upon an Erasmus Tale (Traditional
Arts and Languages across Europe)

Project Acronym: TALE
Only Schools: @

Beneficiary Organisation information

(GR1-EN)_PIC: 947443330
Coordinator: (J

Legal Name: Szkola Podstawowa im. Henryka
Sienkiewicza w Oblegorku

Business Name: ZPO Oblegorek

Full legal name (National Language):

Budget Reports

Project Access

User’s role in project: beneficiary
Access to Project: Edit Access to Project

Project is locked: (J

History information

Created by: NA Staff

Created on: 19/11/2015 11:00:16
Updated by: ECAS EAC_TRAINING
Updated on: 08/12/2015 10:06:10

The list of contacts appears. The full list of project contacts as entered in the

entered here.

application form

Project 2014-1-UK01-KA201-000229 3  Detsils  Orgaisations | Contacis | Project Managsment and Implementation  Transnational Project Mestings  Intelectual Outputs  Multipier Evants  Learming, Teaching and Training Actrit Spacial Needs Support  Exceptional Costs
Exceptionsl Cost Guarantee  Budget  Reports
List Contacts Create

N Q

(o] & [+
e Legettame ContacFestlame  Gonack LastHame  Degarimert _ Ponibon i Teephons 1 Beoefiiary  Coordnaior  LegalRepreseniaive  Prfered Contack

0 M7441330  Sskola Podstanows im Hennta Sientiewicza w Oblegortu Hendiena [— Head Teacher EAC TRAINING- 18@ec eusope. eu 6048412030429 v x v x =1P3
S07eqs330 Smots Pocmnona im Harta Senievicas w Oslegons sz [ [— O ——— [P x x v =

Q 942204000 CEIP Ciuded e Valancia Vigens Marinez Nistal Edvaation English Teacher MaRaply@EAC 24012228088 x x v v =1 g

©  s4zzsa0e CEIP Ciudad de Valencia Vicidia Mactinwz Nistal Eduaation English Teacher NoReply@EAS e ~34913325488 x x x v B,

P R L —— ser e Edvention  Hesdtescher [—— sreazararas x x v v =)

O 94273389 RK Basimhoc! Bernardus. Ans Pal Eduaaticn Teacher NoResly@EAC eu 31743494434 x x x v Besee

© S43301738  Scosla Gimnazials Lunce. Pascani Madiane Adwidosiei Eduation  Dwedtsr NeResGEAS tu 0040730481819 x x v v =P -1

© 54536175 Scoala Gimnaziala Lunca. Pascani Madiana Acevidosiel Eovostion  Teachier school counsalor NoRepYGEAC eu 6040730481819 x x x x =P -1

© sasae2ie Trees Legged Crom Fimt Schost Hom [ — NeReplyGEAC eu ornaez2es0 x v v v Bes

© sssmene Thees Legged Crom Fint Schosl Vicioria Uhill Eduastion Intarnational Schools Co-ordinator NoRaply@EAS e 01202822440 x v x v Bss

O 3wsaar  Vespskummun wuls Jasen varis Esvcation  Hesdieacher NoReplyQEAC eu 035142004808 x x v v =P

© BB Vesismmmun ey Mage Rustiaiaingn Esvanen  Tescrar et NoReSGEAC ey x x x x Bs8

© sazeren Auasalan Sonla = Eduoation Headinacher NoReply@EAC e x x v v Besa

© 8427811 Amasoian Halana Lamcn Education  Ciam teacher NofleplyBEAC eu aszzesmnay x x x v [P -]

© ss0m4sem0 Sytvie. Maurel Edueation Hesstescne NeResly@EAC e O1e0843022 x x v b =14
e Staghacia ValloLiveli avaten  Teacher [rES— pm— x x x v = j

10 25 | 50 100
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3. Click the *+Create"button.

To add a new contact click on theCreate"button and complete the contact details.

Project 2014-1-UK01-KA201-000229_3  Details  Organisations ~ Contacts  Project and T Project Meetings  Intellectual Outputs ~ Multiplier Events
Leaming, Teaching and Training Activities ~ Special Needs Support ~ Exceptional Costs ~ Exceptional Cost Guarantee  Budget = Reports
n Q
~
=
Contact First Contact Last Legal Preterred
PIc Legal Name Name Name Department Position Email Telephane 1 Beneficiary CoordinatorRepresentative  Contact
Sziola Podstawowa im. Henryka Sienkiewicza w EAC-TRAINING- .
O swrassm OO Henrietts. Cisowskawa Head Tescher TGeaaucreny 0048413020428 W % v x =V
. Scicla Podstancws im. Hennka Sienkieniczs w EAC-TRAINING- .
9474833 oz siolaws lish T 484130304
o B0 o Blaze. Bujsls English Teacher Tme curopa eu 8412020429 o x x v =W -
O 942254608 CEIP Ciudad de Valencia Vidoria Martinez Nistal  Education  English Teacher ey x x v v Bsa
© 942254608 CEIP Ciudad de Valencia Vidoria Msrtinez Nistsl  Education  English Teacher e x x x v Esa
O 942733889  RK Basisschool Bemardus Jasper Diele Education Headtescher NoReply@EAC.2u +31852473728 X x v v B
O 942733889  RK Basisschool Bemardus Ans Pol Education  Tescher NoReply@EAC.eu sTaea X x x v Bsa
O 949381798  Scosls Gimnazials Luncs, Pascani Marians Adsvidoaiei Education  Director e 19 X x v v Bsa
O 949381798  Scosls Gimnazials Lunca, Pascani Marians Adsvidoaiei Education  Teacher school counselor e 19 X x Bsa
© 548378216 Trree Lagged Cross Fist School Justine Hom Education  Headiaacher NoReply@EAC eu oizozmaeen X v v v Bs8
© s4sa7s2ie  Triee Legged Cross Fnt Scnol Victoria uphit Eoucation [oeraienel Schects NoRepIy@EAC sy mzozmzen % v x v Besa
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4. Fill in the details
4.1. Select the organisation.
Select the organisation from the drop down list. This will affect the check boxes that are active.

ThelLegalrepresentativecheck box is not active for the beneficiary organisation. Only once the cont
indicated in theNAs Project Management Systers a legal representatiyéhe boxwill be checked.

Contact Details

Organisation @
Wyisza Szkota Europejska im. Ks. Jozefa Tischnera [Beneficiary]
Tite C
-

4.2. Allow access to project?

Depending onthe organisation you select, severAccess to Projecbptions (check boxes) may t
available. Check the box the option to allow the contact edit or no access to the project details in v

For KA1 and KA3 projects, it is only possible to allow contatite &eneficiary organisations edit acces

For KA2 projects (excluding those as indicated as schools only) a contaet ranicipating organisatior
may be provided access to view the project but will not have access to edit the project details.

For KAR1 indicated as schools only the participant organisations contacts can be given access

the coordinator's project. The contacts from the coordinating organisation can be given access to
participating organisations' projects.
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4 .3. Indicate as "Preferred Contact"?

Checking the bofreferred Contacwill highlight the contact, in the organisation list, as the prefer
person for that organisation. There can only be one preferred contact per organisation. Fc
beneficiary organisation the preferred contact will receive the automatic notificatwamsn the project
data is updated ithe NAs Project Management Systend resubmitted to MT+ by the National Agen:
By default this is the project contact as outlined in the application form but may be changed to a
created contact for the beneficigrcontact person in MT+.

Henrietts Cisowskaws Head Teacher

4.4. Indicate as "Legal Representative"?

. Please note that the legal representative detaiennot be adjusted in MT+. To adjust the leg
representtive details please follow the&mendmentprocess.

Legal representative check box is not active. Only once the contact is indicated MAtfhd roject
Management Systeras a legal representatiyéhe boxwill be checked.

4.5. Contact details are the " Same as Organisation™?

Click on"Same as Organisationto copy the organisation address and phone details to the cont:
details.

Leg dress Country
ul. Gimnazjalna 15 Poland "

Region P.0. Box

Smetokrzyskle v Strawczyn

Post Code CEDEX

26-067

City Telephone 1

Oblegorek +48413030429

Telephone 2

Contact Comments

C

Cancel
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https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=107446284

5. Click on Save"

To save the data, click thi8ave"button.

Same as Organisation

Legal Address

ul. Gimnazjalna 15

Region

Swietokrzyskie E'

Post Code
26-087

City
Oblegorek

Telephone 2

Contact Comments

Country
Poland E|

P.0. Box

Strawczyn

CEDEX

Telephone 1

+48413030429

6. Click onDeleteicon.

Click on thebin icon to delete a contact.

-
Pleasenote that the legal representativeannotbe deleted.
@ selecti & &
o cotin e —
= opiIc Legal Name Hame Hame Department Position Email Telephone 1 Beneficiary CoordinatorRepresentative Contact
O 47452230 DM;M“‘""”' anyea Slendasi=a Henrietta Cisowsawa Head Teacner Tomer curopa s 0048412030420 W x v x =l
. Szkola Podstawowa im. Henryka Sienkiewicza w EAC-TRAINING- —
0 e ST Blaze Sujatava English Teacher ST 1303028 v x x v =sE]
O sar4s2220 g:‘:;“"'“”"'“ Hena Sientizviza w Marie Gupent French teacner marie dupont@emailadsress com  +48412020428 x x v Bea
:
© 9422854808 CEIP Ciudad de Valencia Victoria Martinez Nistal Educstion  English Teacher NoReply@EAC.eu +34913325888 x x v v (= -1
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How to manage mobilities for KA1 and KA3 projects

Each Erasmus+ key action is divided into different action types depending on the intended programmes
objectives and target groups. Activity types therein further divide such action types into homogeneous
groups of participants encoded as mobilities witMiobility Tool. Mobilities represent the sending of a
particular individual from an origin country to a destination country typically within the set of Erasmus+
programme countries. Depending on the activity type concerned each participant in an Erasmus+
mobility is entitled to receive funds for travel, individual support, special needs, exceptional costs, etc.
Mobility tool allows Beneficiary Organisations to manage all this information in a coherent and
meaningful manner.

Videos not available in pdf, wodt print format

These videos add here for this chapter can not be printed. All of these videos but were made available to
the National Agencies last year to be distributed via their own channels.

Length Version Commaents
of video of Tool

7min MT+ This video was created using screenshots from MT+ 1.7.1. Deviations fro
03sec 1.7.1 current screen layout and that of this older version may be noted but the
functionality remains the same.

This process describes the steps to befqrened by a beneficiary user in order -
add a mobility using the interface of MT+.

The scenario used in this video demo is based on the addition of mobility
higher education project KA103, for activity type Student mobility for stu
between progamme countries. Some fields are only relevant for KA103. Fi
which are required for other action types or activity types, will be missing f
this scenario.
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R code:



http://ec.europa.eu/education/tools/mobility-tool/index_en.htm#adding

How to export and import mobilities using xIs or xIsx
Quick steps

Click théMobilities" tab.
Select "Import Export" option.
Click the "Export XLS" or the "Export XLSX" button.
Click the "Savel€&" radio button.
Click on "OK".
Enter a name in the "File name" field.
Click on "Save".
Doubleclick to open the file.
Updatethe list of Mobilities.
Click on "Import".
._Select your document.
. Click on "Open".
Check the "Import Status".
Qick the blue hyperlink when the file is exported.

© 0[N |1 [& | |N =

=
©

[N
=

[EnN
N

=
w

= =4 =4 =8 =8 -8 -8 -8 -8 ofoaoa e o
=
e

Detailed steps

1. Click the "Mobilities" tab.

Click on theMobilities tab of the project.

User Status

European Commission

M Obi I i ty tool ELO1 Greek State Scholarship's Foundation (IKY)

Home Project List Project Details Dashboard Organisations Contacts Budget Reports

Project Details for 2015-1-FR01-KA107-014887

Context information Project information Project Access

Programme: Erasmus+ Grant Agreement No.: 2015-1-FR01-KA107-014887 User’s role in project: beneficiary

Key Action: KA1 - Leaming Mobility of Indmviduals Applying on behalf of a consortium?: & Access to Project: Edit Access to Project
Action Type: KA107 - Higher education student and staff National ID: Project is locked: (J

mobility between Programme and Partner Countries " .
Project Title: -

Il Year: 201
Call Year: 2015 Project Acronym:

Round: 1 History information

Start of Project: 01/06/2015

End of Project: 31/05/2017 Beneﬁciary Organisation information @ Created by: NA Staff

Project Duration (months): 24 Created on: 15/01/2016 11:20:45
PIC: 999859123 Updated by: ECAS EAC_TRAINING
Legal Name: UNIVERSITE PARIS | PANTHEON-SORBONNE Updated on: 15/01/2016 11:20.45

National Agency Business Name:

Full legal name (National Language):

National A : FRO1 - A¢ E + F /
ational Agency. gence Erasmus+ France Erasmus Code: F PARIS001

Education Formation

C rtium A ditation No.: AAAAA
For further details about your National Agency, please consult CROERER et e
the following page
http://ec rogrammes/erasmus-plus/tools/national-
en.htm

agencies/inds
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2. Select "ImportExport" option.

In the dropdown list,clickthe Import - Exportoption.

Budget Reports

hboard [ Contacts Mobilities
List Mobilities

&

Home Project List Project Details D

Project Details for 2015-1-FR01-KA107-014887

Context information Project information Project Access

Programme: Erasmus+ Grant Agreement No.: 2015-1-FR01-KA107-014887 User’s role in project: beneficiary

Key Action: KA1 - Leaming Mobility of Indviduals Applying on behalf of a consortium?: @ Access to Project: Edit Access to Project
Action Type: KA107 - Higher education student and staff National ID: Project is locked: (J

mobility between Programme and Partner Countries

Call Year: 2015

Project Title: -

Project Acronym:

Round: 1 History information

Start of Project: 01/06/2015

End of Project: 31/05/2017 Beneficiary Organisation information E Created by: NA Staff

Project Duration (months): 24 Created on: 15/01/2016 11:20.45
PIC: 999859123 Updated by: ECAS EAC_TRAINING
Legal Name: UNIVERSITE PARIS | PANTHEON-SORBONNE Updated on: 15/01/2016 11:20:45

National Agency Business Name:

Full legal name (National Language):

i A : FRO1 - Fi /

National Agency: FRO1 - Agence Erasmus+ France N —
Education Formation

Consortium Accreditation No.: AAAAA

For further details about your National Agency, please consult
the following page

3. Click the "ExporiXLS" or the "Export XLSX" button.

Depending on the Excel file format, click tBeport XL®r the Export XLSXutton. In this case, we wil
click theExport XL$utton.

Import - Export for 2015-1-FR01-KA107-014887

Q

Export Student Mobilities and the associated Import Status
Organisations information

@ Export CSV Import Date Import Type File User Role Status
XPO!

Please select an Import tude! lities

& Import

Drop Here Your File(s)

Export Staff Mobilities and the associated
Organisations information

BEpotCSV | BExportXLS = [ Export XLSX

Please select an Import file for Staff Mobilities

2 import

Drop Here Your File(s)
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4. Click the "Save File" radio button.

A popup window appears. Click theave Fileadio button.

=

Opening 2015-1-FR01-KA107-014887_Mobilities_Export_students.xls

You have chosen to open:
2015-1-FR01-KA107-014887_Mobilities_Export_students.xls

which is: Microsoft Excel 97-2003 Worksheet (21.0 kB)
from: http://cf9eactl.cc.cec.eu.int:6086

What should Firefox do with this file?

() Open with | Microsoft Excel (default)

[ o§ave File é ]

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

[ OK ] [ Cancel ]

5. Click on "OK".
Once you have clicked tigave Fileadio button, click on th@©Kbutton.

e

Opening 2015-1-FR01-KA107-014887_Mobilities_Export_students.xls

You have chosen to open:

2015-1-FR01-KA107-014887_Mobilities_Export_students.xls
which is: Microsoft Excel 97-2003 Worksheet (21.0 kB)
from: http://cf9eactl.cc.cec.eu.int:6086

What should Firefox do with this file?

() Open with | Microsoft Excel (default)

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

[ ok ||[ cancel
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6. Enter a name in the "File name" field.

Enter the name of the report in thEile naméefield.

@ Enter name of file to save to...

o0-

-slttop »

Search Desktop

i ——

|-Organize L New folder

)

| -~

¢ Favorites
Bl Desktop
.18 Downloads
@ My IntraComm
2] Recent Places
| Releases

Name

4 Libraries
@ Documents

2015-1-FR01-KA107-014887_Mobilities_Export_students.xls

Size

Item type

21 KB  Microsoft Excel 97...

Date mod'ified

29/03/2016 15:21

|9 Local Document: ~ ¢ |

2015-1-FR01-KA107-014887 Mobilities_Export_students.xls

File name: |

Save as type: | Microsoft Excel 97-2003 Worksheet (*.xis)

(4 Hide Folders

7. Click on "Save".

Click theSavebutton.

Search Desktop

| Organize v New folder 4= v ®
I ¥ Favorites *  Name Size Item type Date modified =
Bl Desktop @ 2015-1-FR01-KA107-014887_Mobilities_Export_students.xls 21 KB  Microsoft Excel 97... 29/03/2016 15:21
I8 Downloads @ 2014-1-FR01-KA103-000158_Mobilities_Export_students.xls 3541 KB Microsoft Excel 97... 29/03/2016 14:53
| % My IntraComm @ GoPro 1KB Internet Shortcut 03/04/2015 16:08
% Recent Places . Corine File folder 19/11/2015 13:52
. Releases . captivate8-voices File folder 03/09/2015 15:22
. Build File folder 03/09/2015 10:04
9 Libraries 1. Intranet réorganisation File folder 17/06/2015 14:14
|5 Documents . Captivate File folder 16/06/2015 07:20 -

[ Local Document: ~ < |

]

2015-1-FR01-KA107-014887_Mobilities_Export_students.xls|

File name:

v

Save as type: | Microsoft Excel 97-2003 Worksheet (*ads)

)

(4 Hide Folders

]
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8. Doubleclick to open the file.

To opendouble-clickon the file.

@Qvl- Desktop » v ‘ ‘,l l Search Desktop ol
File Edit View Tools Help

Organize v @Open v Share with v Print E-mail Burn New folder §= « [l @
Y Favorites Name Size Iterr
Bl Desktop =
B Downloads 2015-1-FRO1-KA107-014887_Mobilities_Export_students.xls 2Kk8 Mg

2 My IntraComm
| Recent Places
|. Releases Double-click —

4 Libraries

_?_] Documents Y
23 Local Documaents - nohackun D] 21" L %
@ 2015-1-FRO1-KA107-014887_Mobilities_E... Date modified: 29/03/2016 15:21 Tags: Add atag
al Microsoft Excel 97-2003 Worksheet Authors: Add an author

9. Updatethe list of Mobilities.

In the Excel spreadsheet, you can updédue list of Mobilities if necessary. To understand how
complete the list of mobilities see thélow to export and import mobilities with CS\&pecific
instructions for CSV, such importing the fileing theFrom textwizard is not applicable for xIs/xlsx n
saving as CSV. If you export as xIs or xIsx the file can be savedradsys

Fd9-e-= 2015-1-FRO1-KA107-014887_Mobilities_Export_students.xls [Compatibility Mode] - Microsoft Excel BRIl
Home | Inset  Pagelayout  Formulas  Data  Review  View  Developer c@od ®
=5 ¥ cut s v o= = () - Tm Tk G E Autesum - A
Arial *10 v AT A == ¥ = Wrap Text General - ﬁ‘:‘a Normal Bad I P | 7
vj &2 copy ~ o o | t‘é F % ;J ;J '_E‘J @ Fiti~ sI‘T& r&&&
t - - S - EE B re & - ditional t it Delet: t t ind
ot g romatrointer B 4 U EH O A FE W FE Evecescentes Fron o WA Condtioea) o Good Neutral || b Delete Fomat | o Sortd finds
Clipboard 5 Font 5 Alignment % MNumber 5 Styles Cells Editing
A22 - £ v
A [ B ] = | D I E F [ G | H [ 1 | ] %‘
1 |Grant Agreement No Activity Type Long-term activity Participant IDParticipant First Name Participant Last Name Participant Date of Birth  Participant Gender _ Participant Email Mationality Participant
21 - DICT = DICT (YES/NO) - l = DD-MMYYYY - DICT - - DICT = DICT (¥
2015-1-FR01-KA107-014887 HE-SMST  YES Justine Le Roy 16-01-1992 F justineleroy@mailaddress com BE NO
2015-1-FR01-KA107-014887  HE-SMS.T  YES Laurence Pepinster 10-03-1992 F laurencepepinster@emailaddress com TN NO
2015-1-FRO1-KA107-014887  HE-SMS-T  YES Nicolas Julien 17-09-1991 ) nicolas.julien@emailaddress.com FR NO
2015-1-FRO1-KA107-014887  HE-SMS-T  YES Anthony Melany 17-12-1992 M anthonymelany@emailaddress.com FR NO
8
9
10
1 E
12
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10. Click on "Import".

To importyour file in MT+, clicthe Import button.
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