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1.Gener al | ntroducti on

1.1. Description

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 Mobility Tool will be able to provide all the information of the projects they
manage. They will be able to identify participants and mobilities and to complete and update
budget information. The tool will generate participant reports based on the mobility data

introduced by the Mobility Tool users.

The elements of the projects managed in Mobility Tool presents the diagram below.

Project content
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Beneficiary a - ZI];:itlity -
11 @ 3

Organisation

%
g f Mobili
—_— W % gudgoetI Ity~ ,‘
g g g
%
L

+ Partners

S|z
21 NS

'Ihl

Total Grant €

1.2. Erasmus actions supported in the tool

Mobility Tool supports the following Erasmus projects:
- Higher Education Institution (HEI) Mobility i single HEI (ERAQ02, HEI):
- Student mobility - Study abroad (SMS)
- Student mobility - Placements abroad (SMP)
- Staff mobility - Teaching abroad (STA)
- Staff mobility - Receiving training abroad (STT)
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- Placement Consortia i consortia of HEIs (ERA04):

- Student mobility - Placements abroad (SMP)

- Intensive programmes (IP, ERA10)
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1.3. Mobility Tool users

The users of Mobility Tool are:

- Beneficiary organisations i 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 1 users of the National Agencies are controlling and monitoring project
information and in case of Erasmus projects - validating the information entered by
Beneficiaries

- European Commission Directorate for Education and Culture (DG EAC) i system owner
and central administrator of the tool

- Participants i not direct Mobility Tool users, but interacting with the tool via participant
reports

2How to | ogihnhytdoMbBi |
Mobility Tool can be accessed using the following URL address:

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

In order to login to Mobility Tool you need to have 1) an ECAS (European Commission
Authentication Service) account and 2) be registered in Mobility Tool. For 1) please refer to

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 within your project

application, you will be registered automatically. If you are not sure whether or not your email

address was provided in the project details please contact your National Agency for help.

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 one presented I

unless you work for any organisation or agency listed on that page.



https://webgate.ec.europa.eu/eac/mobility
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Contact| Privacy Statement | English (en) Rl

EUROPEAN COMMISSION AUTHENTICATION SERVICE
L (ECAS)

European - "
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.

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 sereen.
Institutions | Regulatory Agencies | Joint Undertakings
}: o o -~ o i
ACER ™ : ‘ -
R -
of Entegy Regolators ~ CONSILIUM
Agency for the Cooperation of Energy Artemis Joint Undertaking {Brussels) Committee of the Reglons Council of the European Union
Regulators
gz eniac \
Court of Justice of the European Union ENIAC Joint Undertaking (Brussels) Eurojust (The Hague) Eurapean Agency for Safety and Health

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.

Contact | Search |Legal notice | Privacy Statement  English (en) v

= EUROPEAN COMMISSION AUTHENTICATION SERVICE

=7

(ECAS)

Er
External

EUROPA > Authentication Service > Login

New password Sign Up Help

LOgin Not registered yet

1s the selected domain correct?
External Change it

authenticates your identity on
( European Commission websites )

* Required fields

Or log in with your

DMnhMeghnne ETnken Ld

The most important fields are:

10
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- "Is the selected domain correct?" i 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 ei mail address" i 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" i as defined during the registration process

2.1. How to change language of user interface?

The Mobility Tool website can be translated to many languages. Languages available to you
can be seen on the upper right corner dropi down list.

The languages are described in the following convention: "BE3 7 English (EN)", where BE3
is the National Agency code and English (EN) is the language available for that agency.
Please note that only these languages available to the agencies are available to the
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.

User Status: Logged In: Test User ACCOUNT - beneficlary [ Log out ] | Legal notice FR1 - English (EN) &I

Eurnpea.n ‘tnmmissinn
Mobility tool FRL Agence Eu :

My Home

Welcome Test User Account

About the tool
List of the Projects

Mobility Tool is the system for the management of mobility projects that
Grant Agreement No National 1D receive an EU grant under the Lifelong Learning Programme. The tool is

developed by the European Commission for you, as beneficiary of these
2012-1-DE1-ERADZ-00017 projects.

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

projects, identify participants and maobilities, complete and update

Your National Agency budget information, generate and follow-up participant reports and also
generate and submit your own report(s) to your National Agency.

Name: FR1 Agence Europe Education Formation France
Helpdesk - Contact:

.
» Email: >
= Web: http://penelope.2e2f.fr/aide.php?tab=2

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

11
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3.Project

3.1. How to view project details?

1. Login to Mobility Tool with your ECAS username (or email address) and password. After
login you will see Mobility Tool page similar to the one presented below. This is your
Mobility Tool homepage.

User Status: Logged In: Test User Al

European Commission

Mobility tool

Welcome Test User Account

About the tool
List of the Projects

Mobility Tool is the system for the management of mobility projects that

Grant Agreement No | National ID receive an EU grant under the Lifelong Learning Programme. The tool is
developed by the European Commission for you, as beneficiary of these
2012-1-DE1-FRAD2-00017 projects.

In the Mobility Tool you will be able to provide all the information on your
projects, identify participants and mobilities, complete and update

Your National Agency budget information, generate and follow-up participant reports and also
generate and submit your own report(s) to your National Agency.

Name: FR1 Agence Europe Education Formation France
Helpdesk - Contact:

.
= Email: >
= Web: http://penelope.2e2f.fr/aide.php?tab=2

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

Welcome Test User Account

. . About the tool
List of the Projects

Mobility Tool is the system for the management of mobility projects that

Grant Agreement No | National 1D receive an EU grant under the Lifelong Learning Programme. The tool is
developed by the European Commission for you, as beneficiary of these
2012-1-DE1-ERADZ2-00017 projects.

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

projects, identify participants and mobilities, complete and update

Your National Agency budget information, generate and follow-up participant reports and also
generate and submit your own report(s) to your National Agency.

Name: FR1 Agence Europe Education Formation France
Helpdesk - Contact:

.
= Email: >
= Web: http://penelope.2e2f.fr/aide.php?tab=2

12
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3.2. User interface overview

The graphical user interface of Mobility Tool project view contains a few important elements

that will be used throughout the period of management of the project. The two most

important elements of the page are selected on the following screenshot of the site.

My Home > Project Details

Project Deta”S for 2012_ 1- Home | Project Details | Partners ] Mobilities J Budget J Updates and Reports
Context & Period Project Identifiers & Summary
Sub-programme: ERASMUS Grant Agreement No: 2012-1-DE1-ERA02-00017
Action: ERASMUS Mobility HEI National ID:
Call year: 2012 Project Title (national language):

User Status: Logged In: Test User ACCOUNT - beneficlary [ Log out ] | Legal notice

Europea'n '(ommission
Mobility tool FR1 Agence Euro

Start of activity: Beneficiary Latin Name: Rheinische Friedrich-Wilhelms-Universitdt Bonn

End of activity:

Element 1 contains a table of 4 cells with the most important details of the project i context

(programme, action and call year), period (start and end of the project activity), project

identifiers (project number, national ID, project title) and beneficiary name.

Element number 2 shows the position of the website menu. The menu contains 6 elements:

Home 1 redirects to the main page of the tool that shows the list of project and the
National Agency contact details

Project details T redirect to the very same page displayed in the screenshot

Partners 7 shows a list of partners in the project, including the beneficiary, sending and
receiving organisations

Mobilities T shows a list of mobilities with participant details

Budgeti shows t he pr osummatyés budget

Updates and Reports i shows the original project details that were imported to Mobility
Tool by the National Agency

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

13
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3.3. Changes to project details

In Mobility Tool you can change partner, mobility, participant or budget information. 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. If such
changes occur it is the beneficiary organisation's duty to look at the project details displayed
in the "Updates and Reports" section and change the project data accordingly.

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

messages sent by Mobility Tool to the beneficiary organisation contact persons.

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

2. Click the project grant agreement number to display the project details.
3. Click the "Updates and Reports" button in the menu, as presented below.

Project Deta”s for 2012_1_ Home Project Details | Partners Mobilities I Budget I Updates and Reports I
DE1-ERA02-00017

Context & Period Project Identifiers & Summary
Sub-programme: ERASMUS Grant Agreement No: 2012-1-DE1-ERAQ2-00017
Action: ERASMUS Mobility HEI National 1D:

Call year: 2012 Project Title (national language):

Start of activity: Beneficiary Latin Name: Rheinische Friedrich-Wilhelms-Universitdt Bonn

End of activity:

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

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

14



Mobility Tool Guide for Beneficiaries of the Erasmus programme

DE1-ERA02-00017

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 Report Language
1494 May 22, 2013 11:57:00 NJA N/A FINAL N/A

Total Pages: 1 [1]

UpdatES and REpOrtS for 2012_1_ Home J Project Details Partners Mobilities I Budget I Updates and Reports J

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

display.

DE1-ERA02-00017

Total Number of Participant Mobility Experiences Approved Participant Reports to Date
Project Update ID ate Time Reporting Actions Beneficiary Report File Request Status Report Type Report Language
1494 May 22, 2013 11:57:00 N/A N/A FINAL N/A
Total Pages: 1 [1]

Updates and Reports for 2012_1_ Home Project Derails Partners Mobilities J Budget J Updates and Reports

6. Compare the project information shown in this window with the information stored in the

other sections of your project in Mobility Tool. Make appropriate changes in project

details if necessary. Check further sections of this document for details on how to add,

change or remove partners, contact persons or budget details.

15
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7. Click "Back" to display a list of updates.

"Approved Budget" details displayed in "Budget" section of Mobility Tool are updated
automatically by the National Agency. The approved section of the budget is presented on
the screenshot below.
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