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Mobility Tool+ Guide for Beneficiaries of the Erasmus+ programme

1. GENERAL INTRODUCTION

1.1. Description

Mobility Tool+ is a web platform tool for collaboration, management and reporting for
mobility projects under théifelong Learning Programme (LLP) and under EBeasmus+
Programmeof the European Commission. It is developed by the European Commission to be

used bythe beneficiaries dErasmus+ Projects managed ba&nus National Agencies

The users of Mobility Todl will find in the tool some ofhe information of the projects they
manage(included in the Delegation Agreement signed with their National Agency) and are
able to encode the remaining informatidmey can identify participantsnobilities, outputs,

etc. and complete and update budget information. The tool can also genetatggrer
reportsand beneficiary reports, botlased on the mobility data introduced by the Mobility

Tool+ users.

The elements of the projects managed in Mobility Fqoksents the diagram below.
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Mobility Tool+ supports the following Erasmtisctions ad action types

(1) Key Action 1 (KA1):

i KA101 - School education staff mobility
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(2)
.
'
.
.
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3)

KA10271 Vocational Education and Training (VET) learner and staff mobility
KA1031 Higher education student and staff mobility
KA104 - Adult education staff mobility
KA1057 Youth mobility
Key Action 2:
KA200 - Strategic partnerships addressing more than one field
KA2011 Strategic partnerships for school education
KA2021 Strategic partnerships for vocational education and training
KA2031 Strategic partnerships for higheslucation
KA204 1 Strategic partnerships for adult education
KA205 - Strategic partnerships for youth
Key Action 3:

KA3471 Dialogue between young people and policy makers

1.2. Mobility Tool+ users

The users of Mobility Todl are:

Beneficiary organisations the main users of the tool, responsible for entering mobility
and participant details via the graphical user interface or via the import process and for

entering budget information. They can also consult the participant report data.

National Agencies the wsers of the National Agencies monititie project information

andvalidatethe information entered by the Beneficiaries

The European Commission Directorate for Education and Culture (DG E&@)system

owner and the central administrator of the tool

Participantg indirect Mobility Took usersnteracting with the tool via participant reports




2. ACCESS TO THE APPLICATION

2.1.What is the URL address of Mobility Tool+ website?

Mobility Tool can be accessed using the following URL address:

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

2.2.How do | login to Mobility Tool+?

In order to login to Mobility Toot you need to have
1) an ECAS (European Commission Authentication Service) account and
2) be registered in Mobility Tosel

For the first point please refer to th&eCAS User Manual document for more
information on registration and how to obtain a login name and passworttheFsecond

point, if you are the contact person of the beneficiary organisation of an awarded project,
your email address was provided within your project apgibbn and you will be
registered automatically. If you are not sure whether or not your email address was
provided in the project detailsr you are not sure which of your email addresses were
providedpleaseconsult yoursubmittedapplicationPDF form or contact your National

Agency for support.

You are always redirected to ECAS login page for authentication when you enter
Mobility Tool+. If you have never used ECAS system before, the authentication system

will welcome you with a screen similar to the grresented below. On this page, please

sel ect TifPExrttenremnrasl, Researchers, Citizenso, ur
or agency listed on that page, i.e. European Central Bank, European Institute for Gender
Equality, Eurojust, etc.

Commi ssion europ®enne/ Europese Commi ssi e, -Td43222B9liikel | es/ Brussel,

http://ec.europa.eu/dgs/education_culture


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

Contact | Privacy Statement | English (en)

EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

Commission European Commission

IntraComm > Authentication Service > Where Are You From?

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.

I PaANN

I =

A )

N/

European Commission External

European Commission, Executive Agencies. Partners, Researchers, Citizens.
I have an account w + 7 digits. I don't know?
Special external accounts. More information about this screen.
| Institutions | Regulatory Agendies [ Joint Undertakings
e ; i P o £
ACER ™ - = -
< » &7 cPvo-ocvv
- A‘,;my {a; the ICoﬂpeuunn
FEnersy Regulaions ~
Agency for the Cooperation of Energy Committee of the Regions Community Plant Variety Office
Regulators

: =3
A CVRIA JOINT UNDERTAXING
CONSILIUM W
Council of the European Unien Court of Justice of the European Union ENIAC Joint Undertaking Eurojust

ECAS will remember the choice of your organisation in your browser and will use the
selection in future logins. The ECAS login page that you will normally see is shown

below.
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Contact | Privacy Statement | English (=n) E\

EUROPEAN COMMISSION AUTHENTICATION SERVICE
LA (ECAS)

European

Commission External

EUROPA » Authentication Service » Login

New password  Sign Up  Help

Log in Not reqgistered vet

1s the selected domain correct?
External Change it

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

o Wi

Password
requires you to authenticate _

P More options...

Mobility Tool

D Remember my username
[E] warn me each time an application asks for my identity
3 view my ECAS account details after logging me in

(1,1 | Ost vour password?

* Required fields

Last update: 24/10/2014 (3.10.1-hum) | 6 ms | 4 Top

The most important fields are:

i "Is the selected domain correct?"should be always seb t'"External”. If it is set
otherwise, please use "Change it" link and select "Neither an institution nor a

European body".

T "Username orianail addressT both username anemail address can be used for
login. Since usernames are generated automaticalAS during the registration,

we suggest using email address as an easier alternative.
i "PasswordT as defined during the registration process

2.3.How to change language of user interface?

The Mobility Tool website can be translated to many languages. Largyasgiable to

you can be seen on the upper right corneridfopn list.

The list of available languages is using the following naming convention: i'FERglish
(EN) ", where fAFR10 is the Nati onagencAgency
EuropeEducati on Foramad ifoln gFlriasnhc e(EN) 06 i s t he

that agency. English is by default available to all Agencies. Some Agencies offer more

11
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than one language beside English, i.e. French for French speaking countries, Spanish for
Spain, Polish for Poland, etc.

There are default languages for Agencies. For example, French agency will only have

French language listed whiteher Agencies may have mdamguages available.

User Status: Logged TEST USER - beneficiary [ Log out ]| Legal notice

European Commission
M 0 b | I ity to OI PLO1 Foundation for the Development of the Education Systes

[

Welcome Beneficiary Test User

. About the tool
Lifelong Learning Programme

Mobility Tool is the system for the management of mobility projects that received an EU
Grant Agreement No | National ID grant under the Lifelong Learning and Erasmus+ programmes. The Tool is developed by

the European Commission for you, as beneficiaries of these projects.
2013-1-PL1-ERAQ2-00046

In the Mability 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.

Erasmus+

National

Grant Agreement No D

2014-1-
PLO1-KAT03-000098

Your National Agency

Name: PL1 Foundation for the Development of the Education System
Helpdesk - Contact:

* 48224631302 (LEO, ESFOT), +48 224631296 (ERA), +48 224631682 (ESF03)
* Email: MTool_Helpdesk®frse.org.pl
* Web: mtool.llp.org.pl

If your language is not present on the list, please coptactNational Agency.

12



3. PrROJECT

3.1.How to view project details?

Login to Mobility Took usingyour ECAS username (or email address) and password.
After login you will see Mobility Toot page similar to the one presented below. This is
your Mobility Took homepge.

User Status: Logged int Bel

European Commission
M 0 b | I ity tn ol PLO1 Foundation for the Development of the Education Systel

My Home

Welcome Beneficiary Test User

. X About the tool
Lifelong Learning Programme

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.

Grant Agreement No | National ID

2013-1-FL1-ERA02-00046

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.

Erasmus+

National

Grant Agreement No D

2014-1-
PLOT-KA103-000098

Your National Agency

Name: PL1 Foundation for the Development of the Educaticn System
Helpdesk - Contact:

* +48 224631302 (LEO, ESFO1), +48 224631206 (ERA), +48 224631682 (ESFO3)
* Email: MTool_Helpdesk@frse org.pl
* Web: mtool.llp.org.pl

Click the project's grant agreement number or national ID to see your project details.

Please note you may have projects from Lifelong Learning Programme as well as from

Erasmus+ Programme. Make sure you select the right project to manage.
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User Status

|—| European Commission
Mobility tool

My Home

Welcome Beneficiary Test User

. X About the tool
Lifelong Learning Programme
Mobility Tool is the system for the management of mobility projects that received an EU
Grant Agreement No | National ID grant under the Lifelong Learning and Erasmus + programmes. The Tool is developed by
the European Commission for you, as beneficiaries of these projects.

2013-1-PL1-ERA02-00046

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 p:

cipant reports and generate and submit your own report(s) to your
Erasmus+ §
National Agency.

National

Grant Agreement No D

2014-1-
PLOT-KA103-000098

Your National Agency

Name: PL1 Foundation for the Development of the Education System
Helpdesk - Contact

* +48 224631202 (LEO, ESFO1), 48 224631296 (ERA), +48 224631682 (ESFO3)
* Email: MTool_Helpdesk@frse org.pl
* Web: mtool.llp.org.pl

After selecting the project, your screen will present some information about the project.

User Statu:

European Commission

Mobility tool

‘ Home ‘ Project List | Organisations " Contacts " Mobilities Budget Reports

Project Details for 2014-1-PLOT-KA103-000098

Context information Project information History information
Programme: Erasmus+ Grant Agreement No_: 2014-1-PL0O1-KA103-000098 Created by: MT System User

Key Action: KA1 - Learning Mobility of Individuals Narional Id: Created on: 21/10/2014 09:06:10
Action Type: KA103 - Higher education student and staff Project Title: - Updated by:

mobility Project Acromym: Updated on: 18/11/2014 10:09:19

Call Year- 2014

Round: 1

Start of Project: 10/02/2014
End of Project: 30/04/2015 Beneficiary Organisation informat

Project Duration (menths): 16

PIC: 949555803

Narional Agency- PLO1 - Foundation for the Development of Legal Name: Polish Youth Organisaticn

the Educaticn System Business Name: Polish Youth Demo Organisation
For further details about your national agency, please consult Full legal name (National Language):

the following page: Erasmus Code: D ELMSHORO1

http://ec europa eu/programmes/erasmus-plus/tools Consortium ID:

/national-agencies/index_en.htm
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3.2. User interface overview
The graphical user interface of Mobility Tegbroject view contains a few elements that
are important to recognize and remember. fhineemost mportant elements of the page

are selected on the following screenshot.

Areaindicated with numbet contains anenu with 7 elements

I Homeand Project List redirects to the main page of the tool that shows the list of

projecs

i Organisations shows a list obrganisationgaking partin the project, includaig the

beneficiary, sendinggeceivingor other type obrganisations
I Contacts shows a list of contacts for organisations
i Mobilities T shows a list of mobilities with participant details
i Budgetishows a projectobés budget summary
i Reportsi provides facility for final report to National Agency

This manual will describe each section of the tool in greater details in the following

chapters.

15




















































































































































































