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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 Agencies also 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 Organisations 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 therein further 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 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.

Strategic partnerships' projects are also supported by Mobility Tool. Although not managing pure
mobilities such projects need to be managed in terms of 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
management 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 practices. The 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 responsibility of 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 from NAs Project Management
System. National Agency users can also have access to Mobility Tool+ for monitoring and validation
purposes.



How to get access

e How to get access to the mobility tool
o Contact person from the beneficiary or coordinating organisation
o 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 coordinating
organisation in the NAs Project Management System will automatically be given access to MT+. This is
usually the same details as entered in the application form, unless changed during the selection process.
The email address associated with this contact person will receive the notification from the system once
the project is created in the Mobility Tool. This contact person will be able to create new contacts with
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 change
the email address in the NAs Project Management System and resend the data to MT+.

National Agency User

Contact your local MT+ National Agency Administrator (NA Admin) to gain access. If there is no NA
Admin please create an issue in NAUAM to nominate a user as a MT+ National Agency Administrator.



Login

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

o Select the "External” domain.

e |loglin.

e Password lost?

e (Create a new ECAS account.

e Help (Frequently asked questions).

Select the "External” domain.

The correct domain must be chosen before logging in. The correct domain for those working in the
National Agency or those indicated as the project contact of the beneficiary or coordinating organisation
must choose the domain External. To change the domain as External, click the CHANGE IT button.
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Log In.

Enter your ECAS Username or your e-mail address and your ECAS Password. This must be the
same e-mail address as used by the e-mail notification informing you of your access. If you do not use
the same e-mail address, you will not gain access to the project information.
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Once you entered your ECAS Username and Password, click the LOGIN! button.



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

n apphication asks for my identity
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LOGIN!

External account | Help
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CHANGE IT

Password lost?

If you have lost your ECAS Password or you need to create a new one, click the hyperlink Lost your
password? and follow the instructions.
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Create a new ECAS account.

In order to create a new ECAS account, click on the Create an account hyperlink and follow the
instructions.
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Help (Frequently asked questions).

If you need help or need to check the frequently asked questions, click the Help hyperlink.
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Automatic notifications

Notifications by default will be sent to the project contact of the beneficiary organisation as indicated in
the NAs Project Management System. The person who receives notifications can be changed in MT+ by
indicating another contact from the beneficiary organisation as the Preferred 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 Tool

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

When the project data has been updated in MT+, a similar message to the one below will be sent to the
project contact. The project contact is indicated as the Preferred contact in MT+ and can be changed 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

e Home page.
e Difference between the link to projects for KA1 & KA3 and for KA2.
e Difference between the tabs for KA1 & K3 and for KA2.

Home page.

Explanation and illustration

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

1. The Project List window is displayed.

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

3. At the top middle of the screen, details of who is connected to the tool are identified.

4. A sub-window, which provides a definition of the Mobility tool, is displayed.

5. The project references are sorted depending on the programme and listed by the Grant
Agreement No.

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

User Status: Logged in: ECAS EAC_TRAINING

European Commission

M 0 b i I ity to OI e ELO1 Greek State Scholarship's Foundation (IKY)

User Status: L n: ECAS EAC_TRAIN beneficiary [
Home Project List

Welcome ECAS EAC_TRAINING

@muﬁ @ @ﬂ)m the tool @\

Grant Agreement No National IDf” 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.
Grant Agreement No National ID

2013-1-CR1-ERA02-04935

= Lifelong Learning Programme

1-CR1-ERA02-04898

CR1-ERA04-04978 /




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

Explanation and illustration

Access to the KA1 or KA3 projects is different than for the KA2 projects.

1. When a KA2 project is clicked from the Project List, the system opens a new browser page. Note
that projects concerning KA2 are highlighted in blue.

2. When a KA1 or KA3 project is clicked from the Project List, the system opens the project
directly in the same browser page.

User Stal

European Commission

M obi I ity 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+ programmes. The Tool is developed
by the European Commission for you, as
beneficiaries of these projects.

Crant Agreement No National ID User's role in project

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)

In the Mobility Tool you will be able to provide

( 2014-1-FRO1-KA103-000420 beneficiary all the information on your projects, identify
participants and mobilities, complete and

2 update budget information, generate and

follow-up participant reports and generate

and submit your own report(s) to your

National Agency.

= Lifelong Learning Programme

CGrant Agreement No National ID
2013-1-CR1-ERAD2-04935
2013-1-CR1-ERAQ2-04898

2013-1-GR1-ERAC4-04978
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Explanation and illustration

The tabs for KA1 & KA3 are different than for the KA2.

The Tabs for KA1 & KA3 are displayed in a structure that organizes the mobilities management inside the
Mobilities tab.

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

Import - Export

Project Details for 2014-1-FRO1-KA 103000420

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

Project 2014-2-FRO1fKA205)03734  Details ntellectusl 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 the list item.

e Search.

e Selection.
e Export.

o View.

e Edit.

e Delete.

e Back to list.

Search.

In order to find information quickly in each tab of the menu, type, for example, the name of the
organisation in the Search field.

The result will appear in the list.

Q
[ Szkola Podstawowa im. Henryka Sienkiewicza w Oblegorku ] Q
Bzkola Podstawowa im. Henryka Sienkiewicza w Oblegorku Q
= Participating Organisation Role Total Amount (Adjusted)
[ 8] Szkola Podstaviowa im Henryka Sienkiewicza w Oblegorku Beneficiary 1.500.00 € ]
Total: 1,500.00 €
10 [ 25| 50 | 100
Selection.

The Selection option allows you selecting or de-selecting all detail lines.

12



qQ
o
~
(%
Public
Beneficiary Coordinator Partner PIC Legal Name DepartmentBody Non-profit Country City Role
°|v x x 743330, StrolaPodstawowa im. Henryka v * Poland Oblegorek Beneficiary  [=
Sienkiewicza w Oblegorku
® |x x v 940853441 Vaajakummun koulu v v Finland Vaajakoski Partner B
® |x x v 940649450 école élémentaire Joliot-Curie v v France gi::gny o Partner =
® |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 (=]
@ |x x v 942367611  Akraskolan x x Sweden Sala Partner =
® |x v x 948378216 Three Legged Cross First School v v glr:ledd = Wimbome Coordinator [=
— gdo
10 | 25 | 50 100
Depending on the tab, where you select data, the button Delete records appears.
I -
L 2 ] >
B Legal Name No. of Participants With Special Needs Description Total Cost
® Szkola Podstawowa im. Henryka Sienkiewicza w Oblegorku 2 Special needs asked 100.00 € =W 4
L ] Szkola Podstawowa im. Henryka Sienkiewicza w Oblegorku 1 Special needs 50.00 € =W 4
Total: 150.00 €
10 [ 25 | 50 100
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Export.

The Export button allows you exporting your selection and choosing a format amongst the three following
options: PDF File, XLS file or CSV file.

® l & Export |

23 ONONE @

Q

@ sele & Export

[$]

In the example below the PDF File format has been clicked.

"=

) =

A pop-up message will appear allowing you to open the pdf file.

Opening organisation.pdf @

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 (default) v

[l ") SaveFile

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

' [ ok || conce | |
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View.

To view the details of a line, click the view icon.

Meating Receiving Receiving Number of Total Total
Meeting 1D Title Start Date  End Date  Receiving Organisation Country City Participants [Caleulated) (Adjusted)
03503 2 3 Stowarzyszenie Miedzynandowe] i " e .
1 Uit ) 5 A fchatoy 7 €
TPIA-00001 M 09V05/2015 265117201 Misdzykulurewe] Wymiany ANAWOS Poland Michatowe 15 1047500 € 9,200.00 F
Tatal 15 10,475.00 € 8, 200.00 €

Edit.

To edit the details line, click the pencil icon.

Meating Receiving Receiving Number of Toeal Total
Maeting 1D Title Start Date  End Date  Recelving Organisation Country City Particig Ic i Adjusted]
03503- = s e Stowarzyszeme Miedzynarodowe; i I
TEM000G1 TPM 1 ORO0SR015 2N i rewel Wymiany AHAWOS Poland Michatowo 15 10,475.00 € 920000 €
Total 15 10,475.00 € 8,700 00 €
A window showing details will open. Here the fields can be edited.
seewsst  Transnational Project Meetings
Maeting 10 Mesting Tithe
03503-TPM-00001 TPM 1
Project Duration o1oRantd 2016
Start Date End Date
08/06/2015 = 281112016 ]
Receing Organisation . Recaing Country . Recaiving City
Stowarzyszenie Miedzynarodowe] | Miedzykulturowe :-! Poland E—5 Michalowo
Cancel Nothing bo Sawe
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Delete.

To delete the details line,

click the bin icon.

Meating Receiving Recelving Number of Total Total
Meeting 10 Title Start Date  End Date  Receiving Organisation Country City Panticip [Cal (Adj
03503 S o ARar Stowarzyszenie Misdzynardowey i . . o . 4 —
TPAL00001 TPM 1 09052015  26/1172015 Miedzykultirows] Wymiany ANAWOJ Poland Michatowe 18 1047500 € 920000€ [=
Total 15 10,475.00 € 9,200.00 €
Back to list.
In order to get back to the list of details, click the back to list button.
s
sacktolist | Transnational Project Meetings
@ Edit
Meeting ID Meeting Title
03503-TPM-00001 TPM 1
Project Duration 0110912014 310812016
Start Date End Date
09/05/2015 ] 26/11/2015 2
Receiving Organisation Receiving Country Receiving City
Stowarzy y wej i y owe Poland Michatowo
You will be redirected to the list of detail line(s).
WMaowting Roceiving Receiving Number of Total Total
= Maeting 1D Title Start Date  End Date  Recaiving Organisation Country City Participants (Calculatad) (Adjusted)
03503 2 2 Sowarzyazenie Miedzynanodows] | . 2 oy 4 —
EMopiei et 015 22015 o todeubuvewe) Wymsiany ANAVOS Fxolan Mchaloma: 13 oA 00 320000 #
Total 15 047500 € 8,200.00 €
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Project Details

"Project Details" page.

Changes to "Project Details".

Explanation and illustration

Once you click on the project's Grant Agreement No from the MT+ homepage, a new screen will
open displaying the Project Details.

The key details of the project are structured in the following fields: Context information, National
Agency, Project information, Beneficiary Organisation information and Project Access. The screen also
presents History information, giving details of the creation of the project in MT+, last update and person
(or system) that updated the project last.

Note that the tabs listing Project Details for KA1 & KA3 are different than for KA2 projects, however, the
content fields are the same. See more information about the differences in the Project Details screen

interface for KA1 & KA3 and for KA2 projects in the page Menu and Navigation.

Home Project List

Context information

Programme: Erasmus+
Key Action: KA1 - Leamning 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

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

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

Project Details Dashboard

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

Organisations Contacts

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 ~ Budget B 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: 05/06/2015 16:48:36

os PAPADOPOULOS

Updated by: The

Updated on: 14/09/2015 1554 56

See the
information
about the latest
updates here!

17




Explanation and illustration

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

It is possible to add and remove Contacts, Mobilities and Participants, as well as to edit the current
Budget information. See more information about editing details in various How-to pages of the guide.
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How to manage organisations

For most key actions the organisation details can not be changed in MT+ but should follow the process of
an amendment.

Organisation details that are entered into URF (URF and Participant Protal guide) should first be updated
there before the National Agency will be able to adjust the details in the 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 notification once the
updated information is sent to MT+.

Open the list of "Organisations".

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

Open the list of "Organisations”.

From the list of tabs, click on the Organisations menu item.

Mability Tool :: My Home % http://cfOeactl. oject/42/view x |
eactl.cc.cec,eu.int6086/ eac/mobility/systemlayers/5_FE/dist/index_completelayout htmi#/s/proje (& m' Coagie P ﬁ E 3 @

{8 Most Visited ® EACIT TRAINING - EA... [l ITS-Promote IT - IMT @) R4 - Link Collection €  ECAS training profiles ... 3, Standards for "how to™... 3, How to manage Bulk ...
& ECAS RANNG (benef

European Commission

Mobility tool =ACCrey

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

Details Organisations Contacts

The list of Organisations will 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-UK01-KA201-000229_3  Details | Organisations | Contacts  Project Management and Implementation ~ Transnational Project Meetings

Intellectual Outputs Multiplier Events ~ Learning, Teaching and Training Activities ~ Special Nee

s Support  Exceptional Costs Exceptional Cost Guarantee Budget  Reports

Project & Beneficiary Organisation |

Q
Public
= Beneficiary Coordinator Partner (GR1-EN)_PIC Legal Name DepartmentBody Non-profit Country City Role
Szkola Podstawowa im. Henryka s
147443330 Poland Obl k Benefi
K’ * ® 3 Sienkiewicza w Oblegorku L x oan 2gare ensficiary [ \
0O x x v 940853441 Vaajakummun koulu Ev 4 v Finland Vaajakoski Partner =]
O x x v 940649450 école élémentaire Joliot-Curie L¥ 4 v France g;‘;‘;g"y ur Partner =
O X b4 v 942733689 RK Basisschool Bernardus = v Netherlands Saasveld Partner =
Scoala Gi la L ;
o x x v 949361796 P::::m e e v v Romania Pascani Partner =
x b4 v 4 942254606 CEIP Ciudad de Valencia EY 4 v 4 Spain Madrid Partner I_
x x v 942367611 Akraskolan 4 4 Sweden Sala Partner =

United
&x v x 948378216  Three Legged Cross First School v v K!r:;jom Wimbome  Coordinator  [=) /

View organisation details.

Click on the view icon to open Organisation Details screen.

Public
=i Beneficiary Coordinator Parner (GR1.EN)_PIC Legal Name DeparmentBody Non-profit Country Ciity Role
= Szkola Podst: Henrylk i
o v x x 947443330 L, e o b 3 Poland Oblegorek Beneficiary
Sienkiewicza w Oblegorku
0O x x 4 940853441 Vaaakummun kauly 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 request and
should first be updated in URF and then by the NA in the NAs Project Management System.
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File View Setup Tools Window Help
x E J % 29 [¥] Find organisation ... % =
Belsd{adi BApctOleview
£~ 4 Application Root - - -
phipezistoh a Project Code  2014-1-UK01-KA201-000229_3
L S P~ - -_—
i T & Cont Organisation Updates B -
[ Dy
e ‘Q The following organisations received updates from URF:
@
E-@ P Organssation
R 942367611 lmamna.
= 940649450 | école élémentaire Jolot Cure
= 947443330 | Sekola P im, Hennyka Si w Oblegork
g 942254606 | CEIP Cudad de Valencia
[ & [ Preserve current data ]] [[ Copy new organization data ]
| &8 Cod\
L@ Vaow - ~Total of Transiered Cashed Amount, calcula Total excluding LPI
4 it ] ’ Final Grant Amount : Paymisrcmmdmdassignedammﬂ\m planned.
[ hopication r @ g |
o hoees | Validation Report (v)
o/ BeneiRepots | vy Procedwes | | Rest Data Message
‘s Payments I n Management ’ » ijod:Oneaupmm&mdee(fraﬁmdk,.“Themejmbvﬁ.

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

In this case additional icons will be present on screen to allow editing (pencil icon) or deletion (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-FR01 014829 [P
earch Q
De & Ex (54

Public
B Beneficiary (GR1-EN)_PIC Organisation 1D Erasmus Code Co-Beneficiary Legal Name DoparmeniBody Country  City
t1aaze F CENTRE INTERNATIONAL DETUDES SUPERIEURES EN —
L S oncoet  MONTRELI SCIENCES AGRONCMIGUES DE MONTFELLEER v ey UDNIPELLER, 1 a
11843 —
o % OSE0514T O T FCANNESDS X ELRECOM = France BT AF W
014851 ECOLE RATIONALE SUPERIEURE ODARCHITECTURE DE PARIS LA e= -
o x Q49530867 ORG-00001 F PARIS126 x VILLETTE o France PARIS = , g
o sonzE Lt GHIBA DAIGAKU w J Chiba B o
X ORG-IM0G ol iapan = |# B
o x sy DAL x HATIONAL UINVERSITY CORFORATION KYUSHU LVERSITY v Japan  FUKUOKA mle &
o smpy (T University of Tok J Tok =P
x ORG-00005 ® rivarsity of Tekyo L apan yo (==l F AT
014851 "~
0 x SH3ET4A49 ORG-00002 x UNNVERSIDAD DE LA REFPLSLICA [ Liniguay Montaudan = F AT
o x ssegrzsr LAt % UNIVERSIIAD CENTRAL DE VENEZLELA - Venezuels CARACAS = ls =
ORG-00007 i
w25 %0 100
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How to manage contacts

The project contact as indicated in the application form will automatically receive an email when 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 also be given for KA2 projects.

Quick steps
e 1. Click the project reference.
e 2. Click the "Contacts" menu item.
e 3. Click the "+Create" button.
e 4. Fill in the details

o 4.1.Select the organisation.

o 4.2. Allow access to project?

o 4.3.Indicate as "Preferred Contact"?

o 4.4.Indicate as "Legal Representative"?

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

Detailed steps

1. Click the project reference.

Click on the project reference to open a project.

European Commission

Mobil lty tool ELO1 Greek State Scholarship’s Foundation (IKY)

Home Project List

Welcome ECAS EAC_TRAINING

BB frasmus+ 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

Grant Agreement No National 1D User’s role in project

Edit Access to Projecy

beneficiaries of these projects

in the Mobility Tool you will be able to provide

£ Lifelong Learning Programme all the information on your projects, identily
participants and mobilities, complete and
update budget information, generate and
Grant Agreement No National 1D follow-up participant reports and generate

and submit your own report(s) to your National
ERAO2-04900 Agency.
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2. Click the "Contacts" menu item.

Details  Organisations  Contacts

European Commission

M 0 b | I Ity tOOI EAC Directorate-General for Education and Cig

Projec( 201 4—1—UKO1-KA201-000229_3 i Details : Organisations Project M; and Impl T Project Meetings

Intellectual Outputs Multiplier Events Leaming, Teaching and Training Activities Special Needs Support E t Costs E Cost Gi Budget Reports

Project Details

Context information Project information Project Access
Programme: Erasmus+ Partnership Identifier: 2014-1-UK01-KA201-000229 User’s role in project: beneficiary
Key Action: KA2 - Cooperation for innovation and the Grant Agreement No.: 2014-1-UK01-KA201-000229_3 Access to Project: Edit Access to Project

hi f good ti
exchange of good practices National ID: Project is locked: (]

Action Type: KA201 - Strategic Partnerships for school

education Project Title: Once upon an Erasmus Tale (Traditional

Arts and Languages across Europe)
Call Year: 2014 "
Project Acronym: TALE History information
Round: 1

Only Schools: @
Start of Project: 01/09/2014 Created by: NA Staff

End of Project: 31/08/2017 Created on: 19/11/2015 11:00:16

Frrofect Duration {montis); 36 Beneficiary Organisation information Updated by: ECAS EAC_TRAINING
Updated on: 08/12/2015 10:06:10
(GR1.EN)_PIC: 947443330

National Agency Coordinator: (J

Legal Name: Szkola Podstawowa im. Henryka
National Agency: PLO1 - Foundation for the Sienkiewicza w Oblegorku

il f th i
Development of the Education System Business Name: ZPO Oblegorek

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

Full legal name (National Language):

The list of contacts appears. The full list of project contacts as entered in the application form will be
entered here.

T
s | Contacts | P

Project 2014-1-UK01-KA201-000229_3  Detais  Organ

Managsmant and lmpk

entation  Transnational Projct I Intellectual Outputs  Multipier Events  Learning, T

s Support  Exceptional Costs

Exceptional Cost Regotts

List Contacts

Q

s & Expot o

Pic LegatHame Cortact Firsliame  Conac Lasiliame  Depariment_ Posiion Emai Tebephane | Bencliciary  Coordinator  Legal Represeniaiive _ Prefered Coniact

Seicla Podpianoua im Heyia S Hernea [— Hand Tescher PR r——— WasnNa o x v x =y

‘S posmtavens m Hamia S ™ Bejaiana Engiin Teacnar A TRANING. '9gee wesgn e easarsoaoezs v x x v msa
O 24284000 CEIP Ciudad de Valenda Vizans Marinaz Natal Edvaion  Engiu Teacher MoRElyGEAC au <3amraazsess x * v v Bea
© w4 CEIP Ciuded ée Vaitnsa Vissria Mo tital Eovaaion  Ergiih Teachr NeResREAS samiazee * x x v =R -]
© sarmess K Basmencel Semaris snncer i Eoveanen  wesamsaner NoRaplyQEAC ou neazeraras x x v v ="
© sarmess K Bumeedl Bwda an Pol Eovaten  Tescher teest GE aras x x x v =R -
© T Scwals Girvsials Luscs, Pascani - pra— Eouasten O NeResh@EAC U warcants X x v v mse
© sesseitse  Scoain Gimnasisls Lunce, Pascani biiara un— Eoucation  Tuscnar shost coumeior ool @EAS e sowmoisise % x x =s8
© samsze Trees Lagges Crem Fist Senost wer Eoucanen  Messtessmer e REAC u x v v v =
© BMETEE  Trves Logaes rom it Sehos! Viasia ushi Eoumtion  Inrnatons] Senoch Corssinmier NaashyGEAC ou x v x v mes
O sessiar  vaspmmn o . s R — oo GEAC eu oosraescos X x v v Bs8
© swmmen  vesssumeun i nve Rusnaiinen Bovaanen  Tesrawensna MRBEAC x x x x =P~
O seeTon  Auwicien Sonia B IR — RaRashBEAC o x x v v =)
© saerei Awesoion Helana Laoman oo Giem teacher NoashGEAS e x x x v [P R-
© swesio e Spon e EBoumuen  Hesstessmer HeResEAC o oreosessaz x x v v =,

[ R selctCure Stecnan ValtinLivet Eomion  Teacher Nafash@EAC oreosenz x * x v

\

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

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

Project 2014-1-UK01-KA201-000229_3  Details  Organisations ~ Contacts  Project and T Project Meetings  Intellectual Outputs ~ Muttiplier Events
Learning, Teaching and Training Actvities ~ Special Needs Support  Exceptional Costs ~ Exceptional Cost Guarantee  Budgst  Reports
~
(53
ContactFirst  Contact Last Legal Preferred
PIC Legal Hame Name Hame Department Position Email Telephone 1 Beneficiary CoordinatorRepresentative  Gontact
Szicla Podstawows im. Henryka Sienkiewicza w S EAC-TRAINING-
O ss7se33m Herrietts Gisawsiawa Heaa Tescher 0048413020428 W x v x
Oblegony
Sthola Podstawows im. Henryka Sientiewicz w EAC-TRAINING.
744 Iaze o tish Te 44841203042 =] e
O sirassm L Blaze Bujslows English Teacher e S 8412020428 x x v = [V 2|
O 942254008  CEIP Giudsd de Valendia Victoria Martinez Nistal  Education  Englisn Teacher e x x v v #
O 942254808 CEIP Ciudsd de Valancia Videris Martinez Nistal  Education  English Teacher ‘ u x x x v V.
O 94273383  RK Basisscnoal Bemardus Jasper Diete: Education  Headteacner eu 3tes x x v v e
O 942732689  RK Basisschool Bemardus Ans Pol Education Teacher NoReply@EAC eu +31743484434 X x x v S =
O 949261798  Scosls Gimnazisls Lunca, Pascani Mariana Adavidcsiel Education  Director u 0040730481818 X x v v &
O 943361736 Scoels Gimnazisls Lunce, Pascani Mariana Adsvidosiel Education  Tescher schoo| counselor e X x x x =1
© 548378218  Trwee Legged Cress First School Justine Horn Education  Headieacher NoReply@EAC eu oizoze22400 X v v v V.
O 948378218 Trvee Legged Gross First Schoot Vidteria uphil Education 'c”o_"‘;“:‘:;"‘: Seheon NoReply@EAC eu 01202822420 X v x v 15
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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.

The Legal representative check box is not active for the beneficiary organisation. Only once the contact is
indicated in the NAs Project Management System as a legal representative, the box will be checked.

Contact Details

Organisation @
Wyisza Szkota Europejska im. Ks. Jozefa Tischnera [Beneficiary]
3
1

4.2. Allow access to project?

Depending on the organisation you select, several Access to Project options (check boxes) may be
available. Check the box the option to allow the contact edit or no access to the project details in MT+.

For KA1 and KA3 projects, it is only possible to allow contacts of the Beneficiary organisations edit access.

For KA2 projects (excluding those as indicated as schools only) a contact from a participating organisation
may be provided access to view the project but will not have access to edit the project details.

For KA201 indicated as schools only the participant organisations contacts can be given access to view

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

Checking the box Preferred Contact will highlight the contact, in the organisation list, as the preferred
person for that organisation. There can only be one preferred contact per organisation. For the
beneficiary organisation the preferred contact will receive the automatic notifications when the project
data is updated in the NAs Project Management System and resubmitted to MT+ by the National Agency.
By default this is the project contact as outlined in the application form but may be changed to a newly
created contact for the beneficiary contact person in MT+.

4.4. Indicate as "Legal Representative"?

!\ Please note that the legal representative details cannot be adjusted in MT+. To adjust the legal

representative details please follow the amendment process.

Legal representative check box is not active. Only once the contact is indicated in the NAs Project
Management System as a legal representative, the box will be checked.

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

Click on "Same as Organisation" to copy the organisation address and phone details to the contact's
details.

Leg dress Country
ul. Gimnazjalna 15 Poland =
Region P.O. Box
SWIeIOkrzyskle v, Strawczyn
Post Code CEDEX
26-067
City Telephone 1
Oblggorek +48413030429

Telephone 2

Contact Comments

Cancel | [NEEICS
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5. Click on "Save".

To save the data, click the "Save" button.

Same as Organisation
Legal Address

ul. Gimnazjaina 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 on Delete icon.

Click on the bin icon to delete a contact.

"%\ please note that the legal representative cannot be deleted.

(o} & Ex
ContactFirst  Contact Last
g Logal Hame Hame Hame Department Position
Strola Posstawows im. Henryia Sienkiewicza
0 saraszaz i Henneta Cirowseawa Head Teacher
——
O ss74s3330 Szhola Podstawowa im. Henryea Sienkiewicza w Blaze Bujslaws English Tescher
Chlegou
Fodstawows im. Her T
Q eeasaagn; ol Pulsou (n. Hamyta Shdrilsimicea Marie Supsnt Frenen teacher
Chlegoru
O 942254808 CEIF Ciudad de Valencia Viasria Martinez Nistal  Educstion  English Teacher

~
o
Legal Preferred

Email Telephone 1 Beneficiary CoordinatorRepresentative  Contact
EAC-TRAINING-
g e 0048413030428 ¥ x v % = 4
EAC-TRAINING-

48413030429 -
e suera s B v % x v = ¢
marie dupent@emailsddress com 33413030428 o x 3 s B sE
NeRegly@EAC su +34913328888 X x o 4 = =
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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 within Mobility 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, word or 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 Comments
of video  of Tool

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

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

The scenario used in this video demo is based on the addition of mobility for a
higher education project KA103, for activity type Student mobility for studies
between programme countries. Some fields are only relevant for KA103. Fields,
which are required for other action types or activity types, will be missing from
this scenario.
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http://ec.europa.eu/education/tools/mobility-tool/index_en.htm#adding

How to export and import mobilities using xlIs or xlsx

Quick steps

1. Click the "Mobilities" tab.

2. Select "Import - Export" option.

3. Click the "Export XLS" or the "Export XLSX" button.
4. Click the "Save File" radio button.

5. Click on "OK".
6
7
8
9

. _Enter a name in the "File name" field.
. Click on "Save".
. Double-click to open the file.
. _Update the list of Mobilities.
10. Click on "Import".
11. Select your document.
12. Click on "Open'".
13. Check the "Import Status".
14. Click the blue hyperlink when the file is exported.

Detailed steps

1. Click the "Mobilities" tab.

Click on the Mobilities tab of the project.

European Commission

Mobility tool

Contacts

Home Project List Project Details D O

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

Context information Project information Project Access

Programme: Erasmus+
Key Action: KA1 - Leaming Mobiitty of Indniduals

Action Type: KA107 - Higher education student and staff
mobility between Programme and Partnes Countries

Call Year: 2015

Round: 1

Start of Project: 01/06/2015
End of Project: 3110572017

Project Duration (months): 24

National Agency

National Agency: FRO1 - Agence Erasmus+ France /
Education Formation

For futher details about your National Agency, please consult
the following
gt Hac eur

wjen

Grant Agreement No.: 2015-1-FROT-KA107-014887
Applying on behalf of a consortium?: (&
National 1D:

Project Titlo:

Project Acronym:

Beneficiary Organisation information =

PIC: 999859123

Legal Name: UNIVERSITE PARIS | PANTHEON-SORBONNE
Business Name:

Full legal name (National Language}:

Erasmus Code: F PARISO01

Consortium Accreditation No.: AAAAA

User's role in project: beneficiary
Access to Project: Edit Access to Projct

Project is locked: [J

History information

Created by: NA Staf

Created on: 15/01/2016 11:20.45
Updated by: ECAS EAC_TRAINING
Updated on: 15/01/2016 1120 45
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2. Select "Import-Export" option.

In the drop-down list, click the Import - Export option.

Home | Project List

Context information

Programme: E'asmus+
Koy Action: KA1 - Learnng Moblity of Indwduals

Action Type: KA107 - Hgher education student and staff
mobéty between Programme and Partner Countries

Call Year: 2015

Round: 1

Start of Project: 01/0672015
End of Project: 31/05/2017

Project Duration {(months); 24

National Agency

National Agency: FRO1 - Agence Erasmus+ France /
Education Formation

For further details about your National Agency, please consult

the following page

hitp.liec sure

3 &

AgENCIE

Project Details Dashboard

Project Details for 2015-1-FR0O1-KA107-014887

Organisations Contacts

Project information

Geant Agreement No.: 2015-1-FRO1-KA107-014887
Applying on bohalf of a consortium?; &
National 1D:

Project Title: -

Project Acronym:

Beneficiary Organisation information =

PIC: 999659123

Legal Name: UNIVERSITE PARIS | PANTHEON-SORBONNE
Business Name:

Full legal name [National Language):

Erasmus Code: F PARISO)1

Consortium Accreditation No.: AAAAA

=

Mobilities  ~ Budget

List Mobllities

Reports

Project Access

User's role in project: bensSciary
Access to Project: Edd Access to Project

Project is locked: [

History information

Created by: NA Staf
Created on; 1510172016 112045
Updated by: ECAS EAC_TRANING
Updated on: 15012016 1120 45

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

Depending on the Excel file format, click the Export XLS or the Export XLSX button. In this case, we will

click the Export XLS button.

Export Student Mobilities and the associated
Organisations information

L N

Export
Please seiect an import %ﬂﬂﬁhﬂ.l
& impont

Drog Here Your File(s)

Export Statf Mobilities and the associated
Organisations information

Reporicsy  BExponxs B Eport XLSX

Please select an import file for Staff Mobilities

2 import

Drop Here Your File{s)

Import Date

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

Import Status

Import Type

User Role Status
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4. Click the "Save File" radio button.

A pop-up window appears. Click the Save File radio button.

Opening 2015-1-FRO1-KA107-014887_Mobilities_Export_studentsxis (SN

You have chosen to open:
2015-1-FR0O1-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?

© Openwith | Microsoft Excel (defauit) 7|

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

[ OK ][ Cancel ]

5. Click on "OK".

Once you have clicked the Save File radio button, click on the OK button.

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

You have chosen to open:
& 2015-1-FRO1-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?

() Openwith | Microsoft Excel (default) v

@ Save File

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

—f[ ok ||| concet
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6. Enter a name in the "File name" field.

Enter the name of the report in the File name field.

Search Desktop
Organize v New folder =~ @
i S Favorites *  Name Size Item type Date mod'iﬁed
Bl Desktop @ 2015-1-FR01-KA107-014887_Mobilities_Export_students.xls 21 KB Microsoft Excel 97... 29/03/2016 15:21
& Downloads
% MyIntraComm
% Recent Places
. Releases
9 Libraries
|4 Documents -
[ Local Document: ~ ¢ | ] '
YRR 0151 FR01-KALO7-014887 Mobilities Export students.xis 3
Save as type: | Microsoft Excel 97-2003 Worksheet (".xs) Y
(. Hide Folders [ sve | [ conca |

7. Click on "Save".

Click the Save button.

Search Desktop
B
% Favorites *  Name Size Item type Date modified
Bl Desktop 2 2015-1-FRO1-KA107-014887_Mobilities_Export_students.xs 21KB Microsoft Excel 97...  29/03/2016 15:21
8 Downloads @ 2014-1-FRO1-KA103-000158_Mobilities_Export_students.xls 3541 KB Microsoft Excel 97... 29/03/2016 14:53
(% My IntraComm @ GoPro 1KB InternetShortcut  03/04/201516:08
.| Recent Places . Corine File folder 19/11/201513:52
.. Releases ). captivate8-voices File folder 03/09/2015 15:22
Ju Build File folder 03/09/2015 10:04
44 Libraries . Intranet réorganisation File folder 17/06/2015 14:14
|4 Documents . Captivate File folder 16/06/2015 07:20 -
[ Local Document: = < | (] '
|11, CRR2015-1-FRO1-KA107-014887 Mobilities_Export_students.xls v]
Save as type: | Microsoft Excel 97-2003 Worksheet (".xls) =)

'~ Hide Folders [ Cancel |
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8. Double-click to open the file.

To open, double-click on the file.

@.\J". Desktop » - l 4y ] l Search Desktop -
File Edit View Tools Help
Organize v (¥]Open v  Sharewith v  Print  E-mail  Bum  Newfolder =« 0 &
& Favorites s Name ; Size Iterr *
Bl Desktop )
B Dowitoics (21 2015-1-FR01-KAL07-014887_Mobilities_Export_students.xls 2K8 Mid

,C/ My IntraComm
| Recent Places
.. Releases Double-click —

TR

4 Libraries

<] Documents s
B Local Dacisrante ~nohackin | i 2
2015-1-FRO1-KA107-014887_Mobilities_E... Date modified: 29/03/2016 15:21 Tags: Add atag
a1 | Microsoft Excel 97-2003 Worksheet Authors: Add an author

9. Update the list of Mobilities.

In the Excel spreadsheet, you can update the list of Mobilities if necessary. To understand how to
complete the list of mobilities see the How to export and import mobilities with CSV. Specific
instructions for CSV, such importing the file using the From text wizard is not applicable for xls/xIsx nor
saving as CSV. If you export as xls or xIsx the file can be saved as xIs or xlsx.

& o - " 20151 TR -KALDT-DLAGET_Mobilties_Esport_studentsals [Compebiity Model = Micrcsoft Excel | - T
“ Heme | Insert  Pageiajeat  Formusas  Catn Renew  View  Deveaper a@oa &
S o e e B . -~ oo B [T 5 Tem T Tl E sutonum - Amgp
L GG el . il L | = K [ & oo e 7 &

Paste - - Oy - - EE & RE Misrge & Cervter = - . - Conctionsl  Format . Goad Neutral sert Delete Foomat
e Pormat Punter| B & u H oA EER FEE Fugebcomer - By ] e T cl = o e 4 23 Clear =

Fonl Fi

Siptes il

Cligrbroat sk

l Az - & b
| — AT B [ o1 E 1 F l _8 | | | -1 | I g
| 1 Grant Agrmamant Nz Aty Type Longteny sciuibe pant IO ant Fust Narms panl Lact Mame  Parbeipard Dote of Bith  Participant Gondor  Particigart Email Habonabty Famicpant =
2 - < DicT ¥ : : - DOMIYYYY - GicT . DT - DICTVE
UG FROVKAIT 014887 HESMST YES dusting Lz Roy 16-01-1992 F justinploroy@madaddress com BE e
MSAFROKAIOTOMEST  HESMST  YES Laurance Papintier 0031992 ¥ laurence pemnster@emaladdroes com TN no
‘ 2095 1-FRO1-KANT 014887  HESMST YES Hicolas Julign 174091991 L] recolas plen@ emaiaddiess. com FR MO
20151 FROVKAIOT.014387  HESMST  YES Anzhany Malary 17121992 ] shorymelany@emaiaddress com  FR HO.
|g
| 4
1l
|11 L
12
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10. Click on "Import".

To import your file in MT+, click the Import button.

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

Export Student Mobilities and the associated Import Status
Organisations information

mj Data Import T File Usar Rola Status
Bleport CSV = BExport LS | B Expon XLSX s por et

Flease select an Import file for Student Mobilities

(K

Drop Here Your File(s)

Export Staff Mobilities and the associated
Organisations information

M Ewport CSV | [ Export XLS | [ Export XLSX

Please select an import file for Staff Mobilites

X impornt

Drap Here Yout File(s)
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11. Select your document.

Then select your Excel file.

Search Desktop

s~ 0 0

*  Name Size ftem type De 2

New folder

Organize v

¢ Favorites
B Desitop (=
8 Downloads
% My IntraComm
% Recent Places
| Releases

21 KB Microsoft Excel 97... D]

4 Libraries
@ Documents
@ Local Documents - no backup
o Music . . . -
[¥] My Documents

File name:

12. Click on "Open".

Click on the Open button.

Search Desktop

& L2
ftem type De #

¢ Favorites
Bl Desktop = 21KB Microsoft Excel97... 29
8 Downloads =
£ My IntraComm
% Recent Places
| Releases

A Libraries
@ Documents
[3 Local Documents - no backup
o' Music . . ' -
I8l My Documents ‘

File name:
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13. Check the "Import Status".

The Excel file will be automatically imported. The status details of the import is shown in the Import
Status section.

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

Export Student Mobilities and the associated Import Status e
Crganisations Information
Impen Date Imperi T File Usar Role Stasus
BExpot C3V || B Expori XL B Export KL3X i kel i =
[ alew secondaaga  Student 2014-1-FROT-KATIT-OILEET_Moblities_ Export_studests ECAS EAC_TRAINNG  hensheiary  Impod pending ]

Flease select an Import file for Student Mobilities

& Import

Omop Hare Your File(s)

14. Click the blue hyperlink when the file is exported.

When the file is imported, the status is 'Successfully imported X mobilities'. If required, click the blue
hyperlink to open the file just imported.

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

Export Student Mobilities and the associated Import Status e
Crganisations Information
Impen Date Imperi T File Usar Role Stacus
BExpot C3V || B Expori XL B Export KL3X e Lotacl i !
alew seconds aga  Student { 1-FRO1-KATIP-O1LEET_Moblities_Export_studestn ] ECAS EAC_TRAINMG  benshicimy  Impod pending

Flease select an Import file for Student Mobilities

& Import

{Successfully imported 4 mobilities ]

Omop Hare Your File(s)
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Length
of video

10min
16sec

Video

Version of
Tool

MT+1.7.1

Comments

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

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

The scenario used in this video demo is based on the addition of mobility for a
higher education project KA103, for activity type Student mobility for studies
between programme countries. Some fields are only relevant for KA103. Fields,
which are required for other action types or activity types, will be missing from
this scenario.

URL: How to export and import mobilities

QR code:
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http://ec.europa.eu/education/tools/mobility-tool/index_en.htm#mobilities

How to view the error log
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Quick steps

1. Open your project.

2. Click the "Mobilities" tab.

3. Select "Import-Export".

4. Click the "View Error Log" button.

5. Click the error lines.

6. Click the "Close" button.

Detailed steps

1. Open your project.

Open your project by clicking on the reference number.

Ewropean Commission

Mobility tool

arship's Foundation (|KY)

Home " Project List

Welcome ECAS EAC_TRAINING

B Erasmus+

Crant Agreement No Natignal 1D

201410 - RAN | 0429, 4 L

2015-1-PLOI-RAZ18-016330.2

User's role in project

coordinator (View Access (o Propect)
panner (View Access 10 Moject
beneficiary (Fdit Arcess 1o Project)
beneficiary

coordinator (Wiew Access (o Progect)
bensficiary (Edit Access to Projecn

beneficiary (Edit Access to Project)

beneficiary (Edit Access to Prc

About the tool

Mobility Tool is the system for the management of
mobility projeos that received an EU grant under the
Lifelong Learning and Erasmus+ programmes, The
Tool is developed by the European Commission for
wou, &5 beneficiaries of these projecrs.

in the Mobility Tool you will be able to provide all the
Informanon on your projects, identify participants and
mabilities, complete and update budget infarmation,
generate and follow-up participant reports and
gendrate and subimit your own repors) o your
National Agency.
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2. Click the "Mobilities" tab.

Click on the tab or on the arrow of the Mobi

turopean Comm

bility tool

ELO1 Greek Stame

Home Project Ust Project Detalls Organisations  ~ Contacts

Project Details for 2015-1-FR01-KA107-014843

Context information Project information

Programme; Emsmuse Grant Agreement No.- 2015 1-FRITKAIT

Key Action: KA - Leaming Mebity of indmdusis Applying os beball of a consortium ?: &

Actlon Type: KAWY - Highor sdacation chadent and staff mobity Mational 10
etween Proy o Partner Courtx
ween Pregramre ant Partner Caurenas PR—
Calt Yoar: 2015
T Project Acromym:

Round: 1
Start of Project: $1062015
End of Project 20032015
Project Dusation {morshe): 16

o

3

PIC: 398503257

Lugel Name: ECOLE NATIONALE SUPEREURE DES
National Agency TECHIUES NDUSTRIELLES ET DES MMES DE NANTES
Businss Hame: acclo 845 manes & nastes
Full legal rame MNacional Language)
Exasmus Codu: F NANTESZ?

National Ageacy: FAT!
Formaton

Agence Eraamans France ! Edication

For hushar iy 300t you Matonal Agency. anse conaull the
Keddowiey page
nOpxitec e

Comsortium Accreditation No.: 2015-1-FRO1XANE014262

. T T

ities tab, to expand the menu.

scholarship's Fosndation (IKY)

Project Access

User's rolle in project: benfciary
Access 1o Project: Ede Access 1o Propct
Projoct is bockod: &

History information

Creatnd by: HA Staf
Croated on 0032015
Updased by: ECAS EAC_TRANSSG
Updated om: 15042015 1850 46

00123

3. Select "Import-Export".
Select the Import-Export option.

European Commission

Mobility tool

Home Project List Project Details Organisanions Contacts = | Mohikmes 2.
List Mobilities
IMport - Export

Project Details for 2015-1-FR01-KA107-014843

Context information Project information

Progrmnine: Esmu e Geant Agresment No.: 2015-1FRII-KAN07-014843

Koy Action: KA1 - Leaming Msbisty of indwdusis Applying on behalf of & conscetiom?- &

Action Type: KA0T - Higher sducation studert and staf moblity National 10

beatwean Programme and Patne Counties. Projec Thse:

Calt Yoar: 2016 Pioject Aok

Rownd: 1

Stmt of Projoct; 0105201¢

End of Project: 300082016 y Org

Project Duration pmonehay: 16

PIC: 98501257

Legal Name: ECOLE NATIONALE SUPEREURE D
TECHNGUES NDUSTRIELLES ETDES MINES DE NANTES

National Agency

Bminess Nome: eccle des mnes de rartes

National Agency: FROT - Agence Erasmen+ £ranca ¢ Education
Feemati

Full lagal name (ational Language):

Erasmus Code: F NANTESYS
Foe Suthor datails 3bou |
Tullowny page

" euroga

Consortiom Accreditation No.: 2015-1-FR01404108-014262

e

Budpet

ELO1 Greek State Scholarship's Foundation (IKY)

Reports

Project Access

User's tole in project: basstclary
Access to Project: Edt Access ts Proct
Project is locked: &2

History information

Croated by: MA Staf

Croasod om: 0M96/2015 10.012
Updated by: ECAS EAC_TRAMING
Updated on: 15042016 % 50.40
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4. Click the "View Error Log" button.
In the Import Status zone, click the View Error Log blue button.
A pop-up window will appear with:

1. The reference number of the project in the header and the total number of errors.
2. The error details lines with the number of the error found.

Import - Export for 2015-1-FR01-KA107-014843

Export Student Mobilities and the associated Organisations Import Status <
information
import
BEpotCSV | BEpotXLS [ Export XLSX Import Date  Type File User
t ik ECAS
EAC_TRAINING

Piease select an Import file for Student Mobilities

2 impornt

Drop Hese Your File(s)

( 2015-1-FR01-KA107-014843 | (1) ©)
[ Mandatory figld nol 'nowdedﬂ] @
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5. Click the error lines.

Click on the first error line to see the error details and the custom messages. To close the details, click
again on the first error line or click the second error line.

= Note: when the first error line is clicked, it is not possible to click the next error line at the same
time. You are only allowed to open one at a time.

In the example below, two errors have been detected. Those two organisations are not allowed to be
a sending organisation for this mobility.

2015-1-FRO1-KA107-014843 o

[ Mandatory field not provided €3 ]

2015-1-FRO1-KA107-014843 e

Mandatory field not provided @€

Error details Custom Message

& Type of staft tr

Participant Las

ity 107 1485 1-MOB-00011

43



6. Click the "Close" button.

Click the Close button to close the error log.

2015-1-FR01-KA107-014843

Mandatory field not provided @)

Error details Custom Message

Cell Number: D3 - Column Name: Type of staff training - Mobility ID: 14851-MOB-00011 -
Participant First Name: Yuraima - Participant Last Name: MARTIN

Cell Number: M3 - Column Name: Category of Staff - Mobility ID: 14851-MOB-00011 -
Participant First Name: Yuraima - Participant Last Name: MARTIN
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Length Version of Comments

5min

Video

Tool

MT+1.7.1

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

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

The scenario used in this video demo is based on the addition of mobility for a
higher education project KA103, for activity type "Student mobility for studies
between programme countries". Some fields are only relevant for KA103. Fields
which are required for other action types or activity types, will be missing from
this scenario.

URL: How to read the error log

QR code:
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http://ec.europa.eu/education/tools/mobility-tool/index_en.htm#errors

Length

6min
24 sec

Video

Version of
Tool

MT+1.7.1

Comments

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

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

The scenario used in this video demo is based on the addition of mobility for a
higher education project KA103, for activity type "Student mobility for studies
between programme countries". Some fields are only relevant for KA103. Fields,
which are required for other action types or activity types, will be missing from
this scenario.

URL: How to work with CSV

QR code:
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http://ec.europa.eu/education/tools/mobility-tool/index_en.htm#csv

How to manage activities for KA2 projects

Strategic partnerships' projects are also supported by Mobility Tool. Although not managing pure
mobilities such projects need to be managed in terms of 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
management 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 practices. The filling in and submission of final report
by Beneficiary Organisations and subsequent validation by National Agencies is also available for KA2.

When the project is created in MT+, project information is populated under the various tabs, such as
organisations and contacts. The budget approved can be viewed from the budget tab. Details of the
activities for Project Management and Implementation (PMI), Intellectual Outputs (10), Multiplier Events
(ME) and Learning, Teaching and training activities (LTT) are listed but do not contain the cost values for
these activities. These items can be edited under the respective tabs. These items may be updated by
the National Agency as a result of Amendment request or check of grant beneficiary.

Most cost values are calculated automatically in these screens after the number of participants or
distance band is entered.

Mobility Tool

Approved Budgetl Intellectual Qutputs | Multiplier Events ]

Total Project 11,000€
EPlusLink X | Intellectual Out @
puts
Ve v
Intellectual Outputs 7
7/ \_ J
DVD 500€ /7
v
Online 500€ N —
game ~ Mobility Tool
Guideli 200€ A S I will detail the
uidaelines > Approved Budget | Intellectual Outputs | Multiplier Events actual costs of
N - the outputs
TOTAL @ PvD o€
\ \_/ ) Online game
Guidelines
TOTAL
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The “Central Rates Web service” is responsible for the validation and calculation of such costs as the
travel grant, individual support, organisational support, linguistic support, course fees unit, all top-ups
and total amounts. This allows to keep validation rules and calculation formulas harmonised across
different IT systems.

Most tabs open to a list view, displaying the activities or items. In many cases, the activities when
opened or edited may contain additional lists of items such as participating organisations, attendees or
resources. Likewise, when creating new items, you may notice that first the basic information such as
title or location should be saved and only then will it be possible to add the list of participants or
organisations.

The functionality for these lists are explained in the section List functionalities. How to complete the
details is explained under the various How to pages.

For KA2 projects by default the person who is indicated in the application form as the project contact of
the coordinating organisation, will have access to view and edit the project details. Partner contacts may
also be given view access to the project.

For KA201 indicated as schools only, the organisations contacts may have view or edit access to their
projects and view access to the coordinators project. The coordinating organisation's contacts may have
view access to all partner organisations.

The Project Management and Implementation screen allows to record costs for project management
activities such as: planning, finances, coordination and communication between partners.

Quick steps

e 1. Click on the project reference.

e 2. Click on the Project Management and Implementation tab.

e 3. Select the participating organisation.

e 4. Click on the pencil (Edit) icon and enter the Total (Adjusted) amount.
e 5. Click on the save icon.

e 6.Add a comment.
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Detailed steps

1. Click on the project reference.

From the homepage click on the project reference to open the project.

User Status

European Commission

M obi"ty to OI ELO1 Greek State Scholarship's Foundation (IKY)

Home | Project List

Welcome ECAS EAC_TRAINING

== Lifelong Learning Programme About the tool

Mobility Tool is the system for the management of

Grant Agreement No National ID
mobility projects that received an EU grant under
2013-1-GR1-ERA02-04900 the Lifelong Learning and Erasmus+ programmes.
The Tool Is developed by the European
2013-1-GR1-ERA10-04983 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
= Erasmus+ budget information, generate and follow-up
participant reports and generate and submit your
own report(s) to your National Agency.
Grant Agreement No National ID  User's role in project

[ 2015-1-PLOT-KA201-016343 (z" beneficiary (Edit Access to Project)
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2. Click on the Project Management and Implementation tab.

Project 2015-1-PLO1-KA201-016343  Detais

Muitiplier Events Leaming, Teaching and Training Actities

Project Details

Context information

Programme: Erasmus+

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

Action Type: KA201 - Strategic Parnerships for school
education

Call Year: 2015

Round: 1

Stant of Project: 01/09/2015
End of Project: 01/09/2018
Project Duration (months): 36

National Agency

National Agency: PLO1 - Foundation for the Dasslopment of

the Education System

For further details about your National Agency, please consult

the following page

http:/lec zuropa eu/programmes/erasmus-plus/icols/national-

agencies/index_en htm

Special Needs Suppart Exceptional Cost

Organisations. Contacts Project © gemant and Imple

] Transnat i Projact Meetings Inteliactual Outputs

Project information

Grant Agreement No.: 2015-1-PLO1-KA201-016343
National ID:

Project Title: Project Title_13032015

Project Acronym: Project Acronym_13032015
Partnership between regions: @

Beneficiary Organisation information

(GR1.EN)_PIC: 953132380
Legal Name: Hitomizu
Business Name: Hitomzu

Full legal name (National Language):

Exceptional Cost Guarantee

B8

Budgst Reports

Project Access

User’s role in project: beneficiary
Access to Project: Edit Accoss 10 Propct
Project is locked: (J

History information

Created by: NA Staff
Created on: 18/03/2016 154610
Updated by: NA Staff
Updated on: 18/03/2016 154615
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3. Select the participating organisation.
Select the organisation for which the PMI costs are being allocated.
This section contains information about the contributions to the participating organisations' activities such
as project management (planning, finances, coordination and communication between partners, etc.)

according to the specific project contracted duration.

All additional information will have to be added by editing the selected PMI item. The total approved
amount for this item can be viewed at the bottom of the screen and in the budget summary screen.

The total adjusted amount for all organisations should not be greater than the approved amount.

For school to school only projects only the beneficiary organisation will be listed here.

Project 2015-1-PL01-KA201-016343 Dretals Jrganksatio Contacts  Projact Management and mplementation ransnational Project Meetings
~tiitias Special Needs Suppont Exceotionsl Cost Exceptional Cost Cusrantse Budgat Hanart
Project Management and Implementation
Q
Participating Organisation Role Total
] Hatamizu Benehciary Do0€
[+] NIVERSIDAD COMPLUTENSE DE MADRID Partnes 000€
&) UN [TAT AUTONOMA DE BARCELONA Pariner 0.00E
o] UNIVERSITAT DE BARCELONHA Pariner 0.00€
UNIVERS: Partner 000E
[ ] UNIVERSTTEIT GENT Parner 25001006 & ]
Tozal 25.007,00 €
10 |25 0 oo
[e‘«.‘:‘.)'o;e:“. Budget (by Naiional Agency) E:EUITE] ]
11 the ot requesied amount is different from the total caiculated amount ((aking INio ACCoUnt the MAaxEmm alowed amount), please expiain why:
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4. Click on the pencil (Edit) icon and enter the Total (Adjusted) amount.

Enter manually the total PMI contribution to the activities of the specified organisation:

Project Management and Implementation
Q
4 I
i o
Participating Organisation Rale Total
(] Hitomizu Beneficiary no0e
e UNIVERSIDAD COMPLUTENSE DE MaDRID Pastner 0008 7
[=] UNIVERSITAT AUTONOMA DE BARCELONA Partner Click the pencil icon to edit
o UHIVERSITAT DE BARCELONA Partner
o UMIVERSITE DE LIEGE Prartnes
L] UNIVERSITEIT GENT Partner
Tatal 25.001,00 €
Participating Organisation Rale Total
o Hitomizu Bangficiany LoE
w] UNIVERSIDAD COMPLUTENSE DE MADRID Fariner R
=] UHIVERSITAT AUTONOMA DE BARCELONA Parings
Enter the amount
Q UNIVERSITAT DE BARCELCHA Parines
*] UNIVERSITE DE LEGE Pariner
[ ] UNIVERSITEIT GENT Parner [ FAS00 D
Total 26.007,00 €
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5. Click on the save icon.

Participating Organisation Role Tatal
(o] Hitemizu Benaficiary 000€
[a] UNIVERSIDAD COMPLUTENSE DE MADRID Partner 0,04 €
o UNIVERSITAT AUTONOMA, DE BARCELONA Partner
Click the save icon
o UNWERSITAT DE BARCELOMA Partner
Q UNIVERSITE DE LIEGE. Partner
L] UNIVERSITEIT GENT Pastner 23500
Total 25.001,00 €

Participating Organisation Role Total
o Hitomizu Beneficiary 000€ &
o UNIVERSIDAD COMPLUTENSE DE MADRID Partner 000€ 4
o] UNIVERSITAT AUTONOMA DE BARCELONA Partner 000€ &
o UNIVERSITAT DE BARCELONA Partner 000€ &
[o] UNIVERSITE DE LIEGE Partner 000€ &
o UNIVERSITEIT GENT Partner " 2350000€ &4
Total Data successfully saved !7._[21501;0“ ]
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6. Add a comment.

Add a comment if the amount is different than the total calculated amount taking into consideration the
maximum allowed amount. Click on Save.

W
Q

Participating Organisation Role Total
o Hitomizu Beneficiary 000€ 4
(o] UNIVERSIDAD COMPLUTENSE DE MADRID Partner 0,00€ &
(o] UNIVERSITAT AUTONOMA DE BARCELONA Partner 000€ &
o UNIVERSITAT DE BARCELONA Partner 000€ &
o] UNIVERSITE DE LIEGE Partner 0.00€ &
o UNIVERSITEIT GENT Partner 23500.00€ &

Total 23.500,00 €

Approved Budget (by National Agency) ==

G\he total requested amount is different from the total calculated amount (taking into account the maximum allowed amount), please explain why: R

The amount is different due to a reduction....

. L/

1954 characters left

MT+ KA2 Transnational Project Meetings

This page explains how to add the details for a new Transnational Project Meeting. Transnational
project meetings are events organised by one of the project's participating organisations with the
purpose of project implementation and coordination. The screen functionality allows to list the
transnational project meetings, with the number of participants per meeting and its associated cost
amounts also per meeting.
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Quick steps

. Click on the project reference.

. Open the "Transnational Project Meetings tab".

. Click the "+Create" button.

. Fill in the meeting details.

. To save the details and to add participants, click the "Save" button.
. The participants section appears.

. Click the "+Create" button to add a Participants Form.

. Fill in the details.

. Click the "Save" button.

10. The "Participants" list appeatrs.

11. Click on "Back to list" to return to the previous screen.
12. Click the edit icon.

13. Click on delete icon to delete.

[ ]
O |00 N[O | | W (N |-

Detailed steps

1. Click on the project reference.

From the homepage of Mobility Tool click on the project reference to open the project.

Eurepean Commission

M 0b|||[y tool £LO} Greek State Scholarship's Foundation 0KY)

Home Project List

Welcome ECAS FAC_TRAINING

£= Uifelong Leatning Programme About the tool
Grant Agreement No National 1D Mobility Tool Is the system for the
management of mobility projects that recerved
01 3-1-GR 1 ~ERAD2 04900 an EU grant under the Lifelong Learning and
Erasmus + programmes. The Tool is developed
R1-ERAT0- 0498 by the European Commissian for you, as

beneficiaries of these projects,

I the Mobility Tool you will be able 1o provide
all the information on your projects, identify
particpants and mobilities, complete and
update budget Information, generate and
follow-up participant reports and generate and
Submit your own report(s) to your National
Grant Agreement No National ID  User's role in project Agency

@ G

BB frasmus+
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2. Open the "Transnational Project Meetings tab".

The Transnational Project Meetings or TPM's entered into the NAs Project Management System will not
appear in this list, on project creation and will not be updated. The total approved for TPMs can be
viewed under the Budget tab.

These entries will have to be added along with the number of attendees and total cost for each meeting.
The attendees numbers should be grouped according to the travelling distance or distance band and
costs.

If the project is a "KA201 - Strategic partnerships for school education" flagged as "Only schools?" the
sending organisation is always the Beneficiary Organisation.

Project Management and Implementation | Transnational Project Meetings

European Commission

Intellectual Outputs -

M Obl I Ity tool EAC Directorate-General for Education and Culture —_— ‘.§
e =
= .=
Project 2014-1-UK01-KA201-000229_3  Details Jrganisations  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

Transnational Project Meetings m

Q

3. Click the "+Create" button.

To create a new meeting indicating its specific objectives within the more general purpose of project
coordination and implementation, click on the +Create button.

European Commission
Mobi'lty tool EAC Directorate-General for Education and Culture

Project 2014-1-UK01-KA201-000229 3  Dets wacts  Project Managemant and fmplamentation  Transnistional Project Mestings

g and Training Actv Special Neods Suppot  Excogtional Cost Exceptiona

Transnational Project Meetings
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4. Fill in the meeting details.
Complete the details (blank fields) as applicable for the meeting.

Add a meeting title, select the receiving organisation (receiving country and receiving city will be filled in
automatically) and change the start date and the end date. The meeting must fall between the project
start and end date indicated on the Details tab.

For S2S projects the sending organisation can only be the beneficiary organisation.

After filling in all the mandatory fields the "Cancel" and "Save" button will appear.

The receiving organisation cannot be the same as the sending organisation in a given meeting. An
exception is made in the following case:

The receiving organisation is allowed to also send their own participants and pay them for travel
expenses if the travel distance is at least 100 km (>= 100 km).

oust Transnational Project Meetings

@nq D Meeting Title \

229_3-TPM-00001 Conference

& 01092014 3110872017
Project Duration N

Start Date End Date
04/11/2015 =] 04/11/2015 =]

Receiving Organisation Receiving Country Receiving City

\szkma uuuuu m. Henryka ; |= Poland - Oblegorek
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5. To save the details and to add participants, click the "Save" button.

sexwus Transnational Project Meetings

Mesating ID Meeting Tilke

229_3-TPA-00001 Conference

o 4 1

Project Duration e ; el
Start Date End Date

0411112018 -] 041112015 ®
Recening Drpanisabon - Receiving Country N Receiving City

Szkola Podstawowa im. Henryka Sienkiewic: |= Poland - Oblggorek

| Click the "Save" button

i

6. The participants section appears.

The section "Participants" appears. From this list you can create a new entry for a participant or group of
participants. The participants should be grouped according to the distance band.

Project 2014-1-UK01-KA201-000229_3 Details  Organisations  Contacts  Project Management and Implementation ~ Transnational Project Meetings
ntellectual Outputs Multiplier Events Leaming, Teaching and Training Activities Special Exceptional Cost Guarantee Budget
Repc
sacktolst Transnational Project Meetings
Z Eait
Meeting ID Meeting Title
229_3-TPM-00001 Conference
Project Duration Cdinnondod . 31082017
Start Date End Date
04/11/2015 =] 04/11/2015 =]
Receiving Organisation Receiving Country Receiving City
Szkola F im. Henryka Si i Poland Oblegorek

Participants ﬁ
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7. Click the "+Create" button to add a Participants Form.

To create an attendance list including a clear identification of all attendants for each meeting, click the
+Create button.

ijecl 2014_1.UK01.KA201_000229_3 Details Organisations Contacts Project Management and Implementation Transnational Project Meetings
Intellectual Outputs ~ Multiplier Events ~ Leamning, Teaching and Training Activities ~ Special Needs Support  Exceptional Costs ~ Exceptional Cost Guarantee ~ Budget

Reports

sacktolist  Transnational Project Meetings

@ Edit

Meeting ID Meeting Title

229 3-TPM-00001 Conference
Project Duration N . 3110812017
Start Date End Date

04/11/2015 =] 04/11/2015 ]
Receiving Organisation Receiving Country Receiving City

Szkola Podstawowa im. Henryka Sienkiewic |~ Poland v Oblegorek

Participants
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8. Fill in the details.

The fields "Sending Country" and "Sending City" are automatically filled based on the details of the
organisation selected in the meeting details.

Fill in the "Distance Band" field. If the distance band is not known, click on the Link to distance
calculator.

From the moment the distance band is calculated, the Grant per participant, Total (Calculated) and Total
(Adjusted) fields will be automatically filled.

Meeting

Maating ID: 229_3-TPM-00001 Meeting Tithe: Conference Start Date: 041172015 End Date: 04/11/2015
Recelving Organisation: Szkola Receiving Country: Poland Receiving City: Oblegorak
Podatawowa im. Henryka Ssenkiswicza w

Oblegark

Fill in the details
Participant Form
@ﬂ Participants Sending Organisation \

18 Szkols Podstawowa im. Henryka Slenkiewicza w Oblegorku
Sending Country Sanding City

Poland = Oblegorek
Distance Band Link to distance caloulat Grant per participaat

100 - 1959 km - 578
Tatal {Calculated) Total (Adpsted)

ET80 5750

Cancel

-
B

9. Click the "Save" button.

Meeting

Mooting 10: Z29_3-TF#-00001 Mesting Tide: Conference Start Date: 04711,
Rocaiving Organsation fimeaiving Country’ Poland Fineniving Ci
Podstawowa im Henryka Sienkiewicza w

Oblegothu

End Date: (41172315

Participant Form

Numbar of Pariicipants Samding Duganisation
10 Szkola Podstawowa Im. Henryka Sienkiewicza w Oblegorku
Sending Country Sending City
Poland - Oblggorek
Distance Band Link to distance cakulal Grant per participant
100 - 1888 km = 578
Total [Cakcailated) Total (Adjustod)
5750 5750

Click the "Save" button

Cancel :m '
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10. The "Participants" list appears.

After clicking on save, you are returned to the previous window.

The newly added details appear in a line, in the participants list.
additional entries for participants if required.

Click on the create button to add

sackolist [ransnational Project Meetings

& Edit
Meeting ID Meeting Title
229 _3-TPM-00001 Conference
Project Duration Al g FE2NT
Start Date End Date
04/11/2015 =] 04/11/2015 8
Receiving Organisation Receiving Country Receiving City
Szkola Podstawowa im. Henryka Sienkiewic Poland Oblegorek
Participants
Q
The Participants line appears in the list. e
L%
Humber of Sending Sending  Distance  Grant per Total Total
Participants Sending Organisation Country City Band participant (Calculated)  (Adjusted)
Szkola Podstawowa im. Henryka 100-1883 R _ p— o a
[ Q 10 Sienkiewicza w Oblegorku Poland Oblegorek 4 575 575000 € 5,750.00 € =| # ]
Total 5,750.00 € 5,750.00 €
0| 25| 50 100
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11. Click on "Back to list" to return to the previous screen.

| back 1o st |Transnational Project Meetings

ZEdt
Meeting 1D Meeting Tithe
229 3-TPM-00001 Conference
Project Duration it . il
Start Date End Date
04/11/2015 -] 04/11/2015 B
Receiving Organisation Receiving Country Receiving City
Szkola Podstawowa im. Henryka Sienkiewic Poland Oblegorek
Participants m
Q
e The Participants line appears in the list. 7
5 gale =
Number of Sending Sending Distance Grant par Total Total
Participants Sending Crganisation Country City Band participant {Calculated) (Adjusted)
Szkota Podstawowa im. Henryka 100- 1999 = &
1 A
[ [#] 1] Sienkiswicza v Otiegorku Peland Oblagorek m 575 ET50.00€ 575000 € = # | ]
Total 5,750.00 € 5,750.00 €
10.| 25 | 50 100

12. Click the edit icon.

If you require to make changes click on the pencil icon to edit.

Transnational Project Meetings

Mesiing 1D Meeting ThleStart Date  End Date  Recelving Crganksatlon Recelving Country Recelving CloyNumber of Total (Caleh Tatal fhdj
a 229 3TPM-OO0M  Conferance  D4AV2015  D4/112018  Szhola Podstawnwa im. Hanryka Sienkiswicza w Dbisgorku  Poland Oblegorak 10 575000 € 575000 € T
Total 0 575000 € 5, 75000 €
10 | 25 80 100
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13. Click on delete icon to delete.

If you require to remove an entry, click on the dustbin icon to delete it. To view without editing click on
the view icon.

Transnational Project Meetings

Click the delete icon.

Maoting ID Moating TitleStart Date  End Date  Recoiving Organisation Recoiving CountryRecuiving Cityl of Partici Total (C

Q 229 3-TPM-00001  Conforence  04/1U2015  O4M12015  Szkola Pedstaweowa im. Hanryka Sienkiewscza w Dblegodku  Poland Oblegorek 0

Total w

Click to view.

This page explains how to manage the list of Intellectual Outputs in MT+. Intellectual outputs represent
the project's tangible results such as curricula, pedagogical materials, open education resources (OER), IT
tools, analyses, studies, methods and others.

The screen allows the beneficiary to list the project's exact set of realised intellectual outputs. It also
allows to detail the cost of their production, according to the different types of resources required to
produce it.

Quick steps
e 1. Click on the project reference.
e 2. 0Openthe menu item "Intellectual Outputs".
e 3. Click on "+Create".
e 4. Complete the details of the new Intellectual Output.
e 5. Click on "Save".
e 6. Click "+Create" to add the organisation details.
e 7. Select the organisation and complete the details.
e 8. Click on "Save".
e 9. View the organisation's cost.
e 10. Edit an Intellectual OQutput.
e 11. Delete an Intellectual Output.
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Detailed steps

1. Click on the project reference.

From the homepage click on the project reference to open the project.

User Status

European Commission

M obility tool ELO1 Greek State Scholarship's Foundation (IKY)

Home | Project List

Welcome ECAS EAC_TRAINING

== lLifelong Learning Programme About the tool

Mobility Tool is the system for the management of

Grant Agreement No National ID
mobility projects that received an EU grant under
2013-1-GR1-ERA02-04900 the Lifelong Learning and Erasmus+ programmes.
The Tool Is developed by the European
2013-1-GR1-ERA10-04983 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
e participants and mobilities, complete and update
= Frasmus+ budget information, generate and follow-up
participant reports and generate and submit your
own report(s) to your National Agency.
Grant Agreement No National ID  User’'s role in project

2014-1-UKO1-KA201.

[

-000229_3 i?j beneficiary (Edit Access to Project)
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2. Open the menu item "Intellectual Outputs".

The Details screen appears and when the Intellectual Outputs tab is clicked the information entered
into the NAs Project Management System will appear in this list. The amount for the different staff
categories is not entered and must be added for each Intellectual Output, which is automatically created
by the system. The total approved for the Intellectual Outputs is visible under the Budget tab.

Note, for School to School only the Intellectual Outputs for the beneficiary organisation will appear.

European Commission
Mobllity tool EAC Dreclorate-General for Education and Culture

Project Details

Context information Project information Project Access
Programme: Erasmus+ Grant Agrasment No.; 2015.1-PL01-KA01-016342 Usar's rols in project: bensficiary
Key Action: KA2 - Cooperation or innovaticn and the sxchange Nationat 10: Accoss 1o Project: Edit Access to Projoct

of good practicen

Project Tifle: Project Ttie_13032015 Project is locked: (J

Acti T KA201 - Stratege Pansseships for school
oewochiide gz el s it Project Acronym: Pregect Acronym_13032015
Call Yeor: 2016 Partership between regions: &

History Information
Round: 1

Start of Project: 01/0972015 ~ S
Beneficlary Organisation information (= Created by: NA St
End of Project: 010%2018 5 Y
Created on: 18032016 15 )

o c %
Projact Duration (months) (GRYEN)_PIC: 953132380 Updated by: HA 51

Legal Name: Heomizy Updoted on: 21032016

Business Mame: Heomizu

National Agency

Full lagal name (National Language)

3. Click on "+Create".

Once in the Intellectual Output tab, if a new Intellectual Output is required, click on the +Create button.

Project 2015-1-PLO1-KA201-016343 R wlacts | Progct Mana and mplamentat tansnational Project Macting Intolloctual Ditputs

Intellectual Outputs

Approved Budget (by National Agency) ET0EY
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4. Complete the details of the new Intellectual Output.
Fill in the blank fields.

The start and end dates for Intellectual Outputs must always be within the project duration's start and
end dates as specified on the Details tab.

Note:
For 2014 projects a "Output Type" field appears and "Available Media" fields are not appearing.

For 2015 projects a "Output Type" field is not appearing and "Available Media" fields are appearing.

Intellectual Outputs

Output title

tput Identification
o1 E‘

+ " 010912015
Project Duration

Start Date

01/03/2016

Available Language 1
English EI

Available Media 1

Software El

Intellectual Output Detailed Description

Seminar

End Date
=) 02/03/2016

Available Language 2

=]

French

Available Media 2

Social Media s

=

Seminar on the importance of traditional stories, language in a modern Europe)

-

Available Language 3

Available Media 3

m\

01/09/2018

Polish E'
Internet E'

1922 characters left
Cancel
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5. Click on "Save".

To save the information, click the Save button.

Intellectual Outputs

Distpat ieamtste atisn
o1

Project Duraion 12018

Stast Dt

1032018

vwsdlabie Language 1

English

Avsitabie Media 1

Software

Inisfloc sl Owtpst Drlaiied Descriplion

Dt

- Seminar

T1OBIEE
Emal Date
[ ] 02102r2018 -]
suailatin Lasgeape 2 Wrailubie Langeage 3
- Franch I=| Palish -
Avnilatie Medin 7 Availatie Nedia 3
’ -
= fiocial Madia =] intarnet .

Saminar ¢n the importance of traditional stories. language in a modern Europe)

6. Click on "+Create" to add the organisation details.

The Intellectual Output Details screen appears, completed with the details received from the NAs

Project Management System. Click on +Create to add the details of the organisation.

Intellectual Outputs

Output iduntification
o1

. 010971
Praject Duration

St Dt

03208

‘afiabile Language 1

English

Arailable Kedsa 1

Software

inlefactuad Duiput Detailsd Description

Seaminar on the imp & of

Cutput titls
Seminar

#Availabie Langsage 2

French

Availabilo Misdia 2

Sccial Media

Organisations

stories, language in 3 modern Europe.

e
o1oanE
End Daste
02032018 -

Availobie Language 3

Polish

Available Med 3

Intemnet

To add an Organisation, click the "+Create” button
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7. Select the organisation and complete the details.
Select an organisation and complete the details as applicable for the Intellectual Output.

When filling the fields for No. Of Working Days, both Daily Rate and Total (Calculated) fields will be
filled in automatically for each Staff Category.

Note that one and only one of the organisations within a given Intellectual Output must be flagged
as "Leading".

Intellectual Outputs - Organisation

. =

tio. O 9 0o Total (Catcuiated)
10 280 2800
TEA
o Dty Rote Total (Cateuiated)
1 214 2140
Ho. O Working Days Daily Rate Total (Catculated)
10 182 1620

OMINIS TRATIVE SUPPORT STAFF
No. Of Working Days ity Rate Total (Caiculated)
{ / 191 1310

.

8. Click on "Save".

Click on the Save button to save the data and return to the list view of the current Intellectual Outputs.

Intellectual Qutputs - Organisation
gamime o Lastng
— Bal

. 0 Wering iy ot i i wereaie
© o wen

. o ST
" " 2140

. St eeting 1 D e
" 162 &0

oo Cof orng Dars Dm Raw 31 120 e
! it o
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9. View the organisation's cost.

After clicking on Save, the current Intellectual Output screen appears. The organisation's cost just
entered for that intellectual output will be displayed at the bottom of the screen.

For School to School it will only be possible to add one line for the beneficiary organisation. To return to
the list of all Intellectual Outputs, click on back to list.

Intellectual Output Details
on
Intellectual Outputs FEdt
Output Identification Output title
01 Seminar
. 11091201 11091201
Project Duration Sibaces Lol
Start Date End Date
01/03/2016 5] 02/03/2016 =]
Available Language 1 Available Language 2 Available Language 3
English French Polish
Available Media 1 Available Media 2 Available Media 3
Software Social Media Internet
Intellectual Output Detailed Description
Seminar on the importance of traditional stories, language in a modern Europe.
Organisations
Q
s o
staff Category
Managers Teachers/T rocs Youth Worker Technicians Administrative support stall Totals
Legal Wo.OfWorking  Daily Total Mo OfWiorking  Daily Total Mo.OfViorking  Daily Total Mo.OfWorking  Daily Total Total
Hame Leading? Country Days Rate (Calcutated Days Rate (Calcuiates)  Days Rate (Calcutated) Days Rate (Calculated)  [Calculated)
[0 tomn x  oom w0 so0s | zsmme 10 2ume  2iome 10 2o temoee 1o e | iswoe  renoe B 48 |
Total 10 2800,00€ 10 2140006 10 1620,00€ 10 1.910,00€ 7.870,00 €
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10. Edit and Intellectual Output.

To modify an Intellectual Output, click the pencil icon.

' Note - For 2014 projects, the column Total (Adjusted) appears.

Intellectual Outputs

-

St Category

Youth Vieekor

Admini strasve support st

Mansgers Teachers Trainers

o, Of Working Days  Total (Calculated) Ho, Of Working Days  Total (Calculated) Tutals

Output ieatification  Oulput tithe  Ho. Of Working Duys  Total (Calculated) Wo Of Working Days  Total {Calcutated)
(] [ Seminar 10 2800.00€ 10 21000€ 10 182000€ 10 131000€ 787000€ [
Totsl 10 280000€ 10 214000€ 10 1.62000€ 10 1.310,00€ 7.870,00€
10 | 26 | 50 100

Approved Budget (by National Agency)

= =

| ves

11. Delete an Intellectual Output.

To delete an Intellectual Output, click the bin icon.

" Note - For 2014 projects, the column Total (Adjusted) appears.

Intellectual Outputs

I

Approved Budget (by National Agency)

Suff Category
Manaqers Teachers Trainers. IYouth Vicewor Admministratve sopper s
Output ieatification Oulput tithe  Ho. Of Working Duys  Total (Calculated) Wo Of Viorking Days  Tolal (Calcutated) 1o, Of Working Days  Total (Calculated) o, Of Working Days  Total (Calculated) Totals
(o] ot Seminsr 10 2800.00€ 10 2100€ 10 182000€ 10 131000€ 787000€ [= 4
Totsl 10 280000€ 10 2140,00€ 10 1.62000€ 10 1.310,00€ 7.870,00€
10 | 25 | 50 100

g
USRS
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Multiplier Events
This page explains how to manage the list of Multiplier Events in MT+.
Multiplier Events are national and transnational conferences, seminars and other events organised with

the purpose of disseminating the intellectual outputs produced by the project. The costs incurred in the
organisation of such multiplier events can be financially supported.

Quick steps
e 1. Click on the project reference.
e 2. Click on the menu item "Multiplier Events".
e 3. Click the "+Create" button.
e 4. Fillin the details.
e 5. Click on "Save".
e 6. Click on "+Create" to create the Budget.
e 7. Fillin the details.
e 8. Click on "Save".
e 9. Check the "Total (Calculated)" amount and click on "Back to list".
e 10."Edit" a Multiplier Event.
e 11."Delete" a Multiplier Event.

Detailed steps

1. Click on the project reference.

In the homepage click on the project reference in order to open the project.

Eutopeae Commissian

Mobil ity tool ELOY Crowk Stare Sehalarshép's Foondarinn (K}

Home Praject List
Welcome ECAS EAC_TRAINING
&= Frasmus+ About the tool

Haicnal i User's role in project

= Lilelong Learming Programme

Grant AqQretmest No Nannal ID
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2. Click on the menu item "Multiplier Events".
The list of Multiplier Events is displayed. The items in the list can be edited and new ones can be added.
The list will show all Multiplier Events, which have been entered into the NAs Project Management

System, but will not contain all details. The Multiplier Event item must be edited in order to add the costs
and number of participants.

Project 2015-1-PL01-KA201-016343  Details

Project Details

of

Context information Project information Project Access
Programme: Erasmus+ Grant Agreement No.: 2015-1-PLO1-KA201-016343 User's role in project: beneficiary
Key Action: KA2 - Cooperation for innovation and the exchange National ID: Access to Project: Edit Access to Project

f i
W good prackces Project Title: Project Title_13032015 Project is locked: (J
Action Type: KA201 - Strategic Partnerships for school
£ion Type: KA - Skatagic Panerstips for schoo Project Acronym: Project Acronym_13032015
education _

- _
- Partnership between regions: : ' :
History information
Round: 1

Start of Project: 01/09/2015 s NASE
; - Beneficiary Organisation information = Conaied by: AN

End of Project: 01/09/2018 Created on: 18/03/2016 154610

: : =

Project Duration (months): 35 PIC: 953132380 Updated by: NA Staff

Legal Name: Hitomizu Updated on: 21/0372016 17.05.46

Business Name: Hitomizu

National Agency

Full legal name (National Language):
National Agency: PLO1 - Foundation for the Development of the
Education System

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

3. Click the "+Create" button.

In order to create a new Multiplier Event, click the +Create button.

*'For school-to-school projects, only the Multiplier Events for the beneficiary organisation can be
created.

Project 2014-1-UK01-KA201-000229_3
Multipher Events | Loarr ; and Training Acthdtie ocial Need Y- | -Bxcop " r Guamese
Multiplier Events >
Q
Intellectual Grant Rate per No. of Grant Rate per
Event Event Event Outputs Country of International International Local No. of Local Total
Identification Title Description Covered OrganiserOrganisation  Participant Participants Participant Participants  (Adjusted)
Total: 0 0 0.00 €
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4. Fill in the details.
Complete the details as applicable for the event.

For Multiplier Events, which are not automatically created from the NAs Project Management System,
select predefined Event Identification codes ranging from E1 to E999 from the drop-down list.

Note that the maximum allowed amount for all Multiplier Events within a project is 30,000€ and that
at least one Intellectual Output must be selected per Multiplier Event.

The start and end dates for an event must always be within the project duration as specified in the project
Details tab. In case there is a needto change these dates, it should be done in the NAs Project
Management System.

rackiotst - Multiplier Events

Activity

Event identification Event Title Country of Venue

E1 =| Seminar Poland
Event Description

Seminar on the importance of traditional stories, language and culture in a modern Europe.

Intellectual Outputs Covered

010972015 017092018
Project Duration .

Start Date End Date

03/03/2016 j

02/03/2016

[
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5. Click on "Save".

To save the data, click the Save button.

swa  Multiplier Events

Activity
Po— Conen T
13 . Seminar

Fomat Dascrighos

Seminar on the IMPOrtance of traditional S1CTws, IANGLAGe ANG Culture in & modern Burope

IteC I QLS Coverog

Project Duration  —oreants
Start Dute £n0 Date
o2632016 e 0310372016

Coustry ol eaus

Foland

oo

6. Click on "+Create" to create the Budget.

order to create the Budget detail line for this activity, click the +Create button.

Activity

Event Keatifcaton Evant Title
Et Seminar

Fvant Dass nption

Seminar on the impertance of traditional stories, language and culture in 3 modern Eurcpe,

Inteflectual Cuiputs Covered

CAONI01S
Praject Duration

Stort Dase
f2my01e [ ]

Budget

End Date
oXaI2018

Couriry of Vense

Poland

e
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7. Fill in the details.

Fill in the Organisation, Country of Organisation fields. Enter the number of Local Participants and the
number of International Participants.

Grant Rate per Local Participant, Grant Rate per International Participant and Totals fields will be
populated automatically.

'\ Note that one and only one organisation must be flagged as Leading within each Multiplier Event.

backtolist = M ultlpller Events
Activity
Event Identification: E1 Event Title: Seminar
Budget = Edit
=
‘Organisation Leading? Country of Organisation —\
Hitomizu ‘T: L Belgium
No. of Local Participants Grant Rate per Local Participant Total Grant for Local Participants
10 100 1000
No. of International Participants Grant Rate per International Participant Total Grant for International Participants
20 200 4000
Total (Calculated)
| o
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Below you can find an example of the screen for 2015 projects

details are in the same screen.

Event Identification Event Title
E1 E| Seminar

Event Description

Intellectual Outputs Covered

Seminar Seminar
Project Duration °1/0%/2014 "
Start Date End Date
10/11/2015 =] 11/11/2015
Organiser Leading?
Szkola Podstawowa im. Henryka Sienkiewiczaw Q |~ 7
BUDGET
No. of Local Participants Grant Rate per Local Participant
15 100
No. of International Participants Grant Rate per International Participant
15 200

Seminar on the importance of traditional stories, language and culture in a modern Europe.

31/08/2017

Country of Organisation

Poland E‘

Total Grant for Local Participants
1500

Total Grant for International Participants

3000
Total (Calculated)

4500
Total (Adjusted)

4500
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8. Click on "Save".

Once all the details have been filled in, click on the Save button.

werwnet | Multiplier Events

Activity

Ewent Ientification: E1 Event Title: Sermnar

Budget TR

(Omgaminanon Leadng? Country of Organisation

Hitomizu - Belgium

Mo, of Lol Parmicipants Grasl Rate par Locs! Particgant Totat Grant for Local Participants
10 100 1008

M0, o Inreenatonal Parmeipanis Tiras Rats par inssrutvmal Partcpant Tokat flrant ko intaenational Partcpans

0 200 4000

Total |Calculated)

5000

—Ea
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9. Check the "Total (Calculated)" amount and click on "Back to list".

Check the Total (Calculated) amount and click on Back to list to go back to the list of the events.

Multiplier Events
o ected par Millpiier Evert
Activity T e
Eveat ldenuncation Event Titke ‘Country of Venue
E1 Seminar Poland
Event Description
Seminar on the importance of traditional stories, language and culture in a medern Europe
Intefectual Outputs Covered
01 Samins
Project Duration = bt
Start Date End Date
02/03/2016 = 03/03/2016 =]
Budget =
Q
L <z
Grant Rate Total Grant for  No. of Grant Rate per Total Grant for
Country of No. of Local per Local Local i Total
Organisation Leading? Organisation  Participants _ Participant Participants Participants Participant Participants. (Calculated)
o Hitomizy x Belgium 10 100 1000 20 200 4000 5000
Total 10 1000 20 4000 5000
Multiplier Events m
Q
N
Grant Rote
Inteliectual Country Grant Rate pet  No.of
Event Event  Event Cutputs of perlocal MNo.oflocal  Intemational Intemational  Total
Mdentificaion  Title Description Covered Start Date  End Date  Venue Participant  Participants Participant  Panicipants (Calculated)
Senunar on the
(o] Et Samnan 1 2016 0303209  Poland 10000€ 10 20 000 Ms =
medern Eurape
Total 10 20 5000
10 | 25| 50 100
Approved Budgst (by National Agency) [EEZXTIT]
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10. "Edit" a Multiplier Event.

To edit an event, click the pencil icon.

Grant Rate

Intellectual Country Grant Rate per  No.of
Event Evant Event Outpuits af per Local  MNe. of Local Intemational International  Total
Identification Title Description Coverad Start Daie  End Date  Venue Participant  Participanis Particiy Particip {C ]
Seminar on the
importance of
o Et Semingy "ditiona 1 020032016 03032016  Poland 100,00€ 10 20000€ 20 5000
stories, language
and culture m a
moderm Europe
Total 10 20 5000
n n H H
11. "Delete" a Multiplier Event.
To delete an event, click on the bin icon.
Grant Rate
Intellectual Country Grant Rate per  No.of
Event Event Event Outputs of per Local  HNo. of Local Intemational  International  Total
Identification  Title Description Covered Start Date  End Date Venue Participant  Participants Particig P ¥ {C ]
Seminar on the
impaortance of
o Ei Seminy COHonS Faland 100,00€ 10 20000 € 20 5000 =1
stories, language —_
and culture m a
modem Europe
Tatal 10 20 L
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This page explains how to manage the list of Learning, Teaching and Training Activities in MT+.

A strategic partnerships' project can optionally include transnational learning, teaching and training
activities for which support for travel, subsistence and linguistic preparation can be given. These
activities must be justified by the added value that they bring to the project's achievements.

Quick steps
e 1. Click on the project reference.
e 2. 0Openthe menuitem "Learning, Teaching and Training Activities".
e 3. Click the "+Create" button.
e 4. Fillin the details.
e 5. Click on "Save".
e 6. Add a participant.
e 7. Fillin the "Participant"” details.
e 8. Use the "compact view" button if necessary.
e 9. Click on "Save".

10. Click on "back to list".
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Detailed steps

1. Click on the project reference.

In the homepage click on the project reference in order to open the project. It will open in a new browser
tab.

European Commission

M 0 bi Iity tﬂol ELOT Greek 5tate Scholarship's Foundation (Ky)

Home Froject List

Welcome ECAS EAC_TRAINING

= Erasmus+ About the tool
Grant Agree 1 No » 110 User's role in project Mohility Tool is the system far the
management of mobility projects that recenved
COOTAIMETON (View ACCESS T0 Project) an EU grant under the Lifelong Learning and
Erasmus+ programmes. The Tool is developed

5 to Project) by the European Commission for you, as
benaficiaries of these projects.

partner (View Ac

reriebiary (At ocess o Frojech) In the Mobility Tool you will be able 1o provide

all the information on your projects, identify
participants and mobilities, complete and
update budget information, generate and
Todlow-up paricipant repers and generate and
submit your own report(s) to your National
AQency.

coordinator (View Access 10 Project)
beneficiary (Edit Access o Project)

heneficiary (Edit Access. to Project)

beneficiary (Edit Access o Project)

2. Open the menu item "Learning, Teaching and Training Activities".

The Details page opens. When you click the Learning, Teaching and Training Activities or LTT tab, the list
will show all LTTs, which have been entered into the NAs Project Management System.

These items will need to be edited in order to add the additional information of number of participants
and costs.

Project 2015-1-PL01-KA201-016343  Details  Organisation Contact Project Management and implementat Transnational Project Meeting: tellectual Output:

ppot  Exceptional Costs  Exceptional Cost Guarantee  Budget

Project Details

Context information Project information Project Access

Programme: Erasmus+ Grant Agreement No.: 2015-1-PLOTKAZ01-016343 User's role in project: beneficiary

Key Action: KA - Cooperation for innovation and the exchange of good practices National ID: Access to Project: Edit Access to Project
Action Type: KA201 - Strategic Partnerships for school education Project Title: Project Title_13032015 Project is locked: ()

Call Year: 2015 Project Acronym: Project Acronym_13032015

Round: 1 Partnership between regions:

Start of Project: 01/09/2015 History information

End of Project: 01/03/2018

< Created by: NA Staff
Project Duration (months): 36 y Of E LY
Created on: 18/03/2016 15.46 10
(GR1-EN)_PIC: 953132380 Updated by: NA Staff
" : Hitom; : 21703/, 17

National Agency Legal Name: Hitomizu Updated on: 21/03/2016 17:05:46
Business Name: Hitomizu

National Agency: PLO1 - Foundation for the Development of the Education Full legal name (National Language):

System

For further details about your National Agency, please consult the following page
ropa ew/peogrammes/erasmus-plusiools/national-agencies
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3. Click the "+Create" button.

In order to create a new Learning Teaching and Training Activity, click on the +Create button.

Project 2014-1-UK01-KA201-000229_3  Details  Organisations ~ Contacts  Project Management and ation Transnational Pro ctual Outputs  Muliplie
Leaming, Teaching and Training Activities | Special Needs Support ~ Exceptional Costs  Ex I Cost Guarantee  Budget  Repords
Learning, Teaching and Training Activities
® o
No. Of
Activity Longterm  Accompanying  MNo. of No. of Participants Total Travel Total Individual Total Linguistic ~ Total Grant  Total Grant
No.  Activity Type Activity Type activiy?  Persons Participants  With Special Needs Amount Support Support  (calculated)  (Adjusted)

O €7 SP-SCHOOLEVENT Shomtermjontstal 1 1 0 275.00 € 231000 € 000€ 258500€  2585.00€ =W R
training events ¢

O Gl SP.SCHOOLEVENT OSnotterm joint staf x 0 0 0 0.00€ 0.00€ 0.00€ 000€ 000€ =P A
training events LA

O  Cf  SP.SCHOOLEVENT Srordermpint staf x 0 0 0 0.00€ n.00€ 0.00€ 0o0€ n.00€ =1
iraining events = .

o ca SP-SCHOOL-EVENT Cnortierm joint staf % 0 0 0 0.00€ 0.00€ 0.00€ 000€ 0.00€ =R
iraining events y

SP-SCHOOL- Long-term teaching - &

O C5 eoen R x 0 0 0 0.00€ 0.00€ 0.00€ 000€ 0.00€ ) &
Short-term joint staff i

O Cl0  SP-SCHOOLEVENT x 0 0 0 0.00€ 0.00€ 0.00€ 000€ 0.00€ =l
training events L
Short-term exchanges of = =

© €2  SP-SCHOOLEXCH 0 0 0 0.00€ n00e€ 000 € 000€ oo0€ =&
groups of pupils L

O 13 SP.SCHOOLEVENT Snomterm joint staf 0 0 0 000€ 000€ 0.00€ 000€ 000€ =
training events é

4. Fill in the details.

The activity section will appear. Note that the list of participants can be added only after the activity
section is completed. Fill in the activity details (blank fields) as applicable.

" Note - For 2014 Projects, the Field field does not appear.

rackwotst - Learning, Teaching and Training Activities

Activity
Activity Ho. Betivity Type
T :
c1 L Short-term joint staft training events - Leng-term activity?

Description of the activity
Staft learning event discussing teaching and learning methodelogies in early reading and writing practices In @ach pariner Institution. Sharing of baseline information and
establishment of pupil and staff guestionnaires.
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5. Click on "Save".

To save the details of the activity, click the Save button. The list of participants can now be added.

szxwoust Learning, Teaching and Training Activities

Activity
Activity No. Field Activity Type

c1 H Youth v Short-term training events for youth workers - Long-term activity?
Description of the activity

Staff learning event discussing teaching and learning methodologies in early reading and writing practices in each partner institution. Sharing of baseline information
and establishment of pupil and staff questionnaires.

1780 characters left

=]

6. Add a participant.

To add a participant, click the +Create button in the Participants section.

metoist Learning, Teaching and Training Activities

Activity @ Eat
Activity Mo. Field Activity Type
c1 v Youth | Short-term training events for youth workers - Long-term activity?

Description of the activity

Staff learning event discussing teaching and learning methodologies in early reading and writing practices in each partner institution. Sharing of baseline
information and establishment of pupil and staff questionnaires.

S

Q

]
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7. Fill in the "Participant" details.

Complete the details (blank fields) as applicable for the participants.

*Note - For 2015 Projects, the field EU Mobility Total Grant (adjusted) has been removed.

Participant

Parboipant I

Dupont

First Hama

Dupont

MOBILITY

Mabiity 10
16343-MOB-00001

CURATION

S
Project Duration

Stan Date
01/02/2016

Travel days imax 2

Sending Organisation
Hitomizu

Receiving Crganisation

UNIVERSIDAD COMPLUTENSE DE MADRIC

Parficipant Email

Marcgupontggmail.com

Last Hame
Mare
End Date
] 28/02/2018
Interruption days (Phease justily in comments)
[
Sending Country Sending City
= Belgium - Leuven
Receiving Country Recering City
= MADRID

* Spain

Duration Calculated (days)
28

Fumded Duration (days)
H

B compact view

Accompanying Person

Participant With Special

Heeds

Fewer Opportunities

| Group Leader/Trainer

FacilitatorYouth Worker

Hoa EU Funded

Force Majeure 7

Sending Organisation Erasmus Code

Riscesing Organisation Erasmis Code

E MADRIDOZ

100 - 1958 km

TRAVEL GRANT

JAL SUPPORT

TOTAL CALCULATIONS

Distance 8and  Link to distance caiculatar

If a different place of departura or antival is reported, please provide the reason for this difference

FU Trawel Grant

[EU Individual Support

EL Mobiey Tatal Grant {calculated)

Grant mot Requited (Travel Grast)

27N | e

Grant nal Reguired (ndiddusl Suppar)

2580 ¢

28685 €

84




8. Use the "compact view" button if necessary.

If necessary, use the compact view button. This will reduce the screen view so that only the most relevant
and mandatory fields are displayed. In order to expand the view, click again.

*Note - For 2014 Projects, Grant not Required (Travel Grant) and Grant not Required (Individual
Support) check boxes do not appear. The field EU Mobility Total Grant (adjusted) only appears for 2014
projects.

In case the project is a KA201 - Strategic Partnerships for school education and is flagged as Only schools
(or KA219), the sending organisation is always the Beneficiary Organisation.

waieist Learning, Teaching and Training Activities
Activity

e SP-YOUTH-SHORT-TRAIN - Shan-tam training events for yauih workars Long-term actiity? -
== compact view

Participant |:>

Pafﬂcipant i COmpact view

irst Name Last Name Mobility ID Nedompanieg Baran
Dupont Marc 16343-MOB-00001
Force Majeure 7

DURATION
MNon-EU Funded
Project Duration o215 F L icio Grant not Required (Travel
Grant)
Start Date End Date Duration Calculated {days) Travel days (max 2) Interruption days (Please Funded Duration (days) it
n commen ravel Grant
01/02/2016 ) 29/02/2016 -] 29 2 S W comS k1
0 276 €
FROM/TO
Grant not Required
Sending Organisation B Sending Country 7 Sending City {InEhShust Smpport)
Hitomizu - Belgium H Leuven el el kel ol
- 2590 €
Receiving Organisation Receiving Country Receiving City Distance Band Link to distance calculator EU Mobility Total Grant
=] = = (calculated)
UNIVERSIDAD COMPLUTENSE DE " Spain "‘ MADRID 100 - 1998 km =
— = 2865 €

Ganesl @
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9. Click on "Save".

To save the participant details for the activity, click on the Save button.

Distance Band Link to distance calcula
100 - 1999 km

RAVEL GRAN

D ORT
TAL CALCULATION

Overall Comments

Ifa diferant

1ed, Feason fof this difference

EU Travel Grant

EU Indrvidual Support

EU Mobilty Total Grant (calculated)

EU Mobility Total Grant (adjusted)

278

2310

2585

2585
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10. Click on "back to list".

After clicking on Save, the details of the participant will appear in the Participants list. Use the list icons in
order to edit or delete the details.

To return to the list view of all Learning, Teaching and Training Activities, click on back to list.

(0 ) eamning, Teaching and Training Activities

ACtFVIT)‘ = Emt
Actinty No. Fadd Acimity Type
e1 Youih Short-term training events for youth workers Long-erm actinty®

Description of the activity
Staff learning svent discussing teaching and learning methodalogies in early reading and writing practices In each partner Institution. Shanng of baseling Infarmation and establishment of pupll and
s1aft questionnaires.

Participants .
Q
Flent Lot Accompanybng Participant With Seribing Recaiving EL Mability Total Grant
Mame Mame  Pasticipant Email Person Special Needs Mobility 1D Country Couniry Start Date  End Date {calcutated)
o Dupant Mafc aredipont@gmail com 3¢ x ks Belgium Spain MO2A0E  2A0RI2016 2BEs00e B O W
MOB-000ct e L 1
Toml ] [

Learning, Teaching and Training Activities +Cresle
Q
Mo, OF Total Total
Activity Longderm  Accampanying Ho. of No. of Participants  Total Travel Individual Linguistic Total Grant
Hbo. Field  Acthvity Type Activity Type actviy? Persons Participanss  With Speclal Heads Amount Support Support (calculated)
Shoreim tamg
o (3] events for youth » ] 1 o A5 00 € 289000 € booE 2065006 5 & W
warkers
T'osal ) 1 @ 275,00 € 2.500,00 € naoe 2.865,00 ¢

Approved Budget (by National Agency) EXLIS
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Special Needs Support

Participants with special needs are entitled to extra financial support within the scope of a strategic
partnerships project.

Quick steps

. Click on the project reference number.

. Click the menu item "Special Needs Support".
. Click the "+Create" button.

. Fill in the "Special Needs Details".

. Click on "Save".

. Edit "Special Needs Support".

. Delete "Special Needs Support".

e 6 o o o o o
N O W N e

Detailed steps

1. Click on the project reference number.

In the homepage click on the project reference in order to open the project. It will open in a new
browser tab.

European Commission
ELO1 Greek State Scholarship's Foundation (IKY)

Mobility tool

Home Project List

Welcome ECAS EAC_TRAINING

= Erasmus+ About the tool

Nat | Mobility Tool Is the system for the

Crant Agreement No

2015-1-FRO1-KAZ04-0) 3204

2015-1-PLO1-KAZ19:016330.2 (2

[ 2015-1-ML01-KA201-016343 & ]

1D

User’s role in project

coordinator (View Access 1o
Project)

partner (View Access to
Project)

beneficiary (Edit Access to
Project)

coordinator (View Access 10
Project)

beneficlary (Edit Access to
Project)

2014-1-FRO 1 -KA201 -00B555 1 2 beneficiary (Edit Access 10
Project)
2015-1-PLO1-KA219-016330.3 2 beneficiary (Edit Access to

Project)

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 10
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,




2. Click the menu item "Special Needs Support".

The Details page appears. Click the Special Needs Support menu item to see the list, which has
been entered into the NAs Project Management System. These entries can
additional information.

be edited in order to add

Project Details

Context information

Programme: Erasmus+

Key Action
exthange of good pr.

Action Type: KA

educatian
Call Year: 2015

Round: 1

Start of Project: 01/08/2015
End of Project: 01092018

Project Duration (months): 36

National Agency

National Agency: PLO1 - Foundation for th

he Education S,

KA2 - Cooperation far mneuation and the

Lrategic Parnerships for schoo

o Dovelopmont of

plaase consul

Project information

Grant Agreement No.: 2015.1-PL01-KA201-016343
National ID:

Project Titlo: Project Titke_13032015

Project Acronym: Project Acronym_13032015

Partnarship betwoen regions: &

Beneficlary Organisation information

PIC: 953132360
Legal Name: Hiomizy
Business Name: Haomizu

Full legal name (Nationnl Languagel):

Project Access

User's role in project: ban

Access to Projoct: E6t Accoss to Project

Projoct is locked: {

History Information

Craated by: NA Staf
Created on: 18
Updated by: NA Staft

Updated on: 24032016 1405 46

3. Click the "+Create" button.

In order to add a cost line for Special Needs Support, click the +Create button.

*'The value Approved Budget (by National Agency) may be set to zero, if the project is for call year
2014 and the project data was submitted to MT+ before MT+ 2.3.0. In this case please check the budget
screen for the value for this item that has been approved by the National Agency.

Special Needs Support

Project 2015-1-PLO1-KA201-016343

Approved Budget (by National Agency)
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4. Fill in the "Special Needs Details".

The Special Needs Details window appears. Fill in the details (blank fields) as applicable.

Special Needs Details

Organisation

Hitomizu E‘

No. of Participants With Special Needs Total Cost
2 100
Description

Special needs support needed.

1971 characters left
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5. Click on "Save".

To save the data, click the Save button. After clicking on save, the details line will now appear in the list

of Special Needs Support.

Special Needs Details

Organisation
Hitomizu E‘
No. of Participants With Special Needs Total Cost
2 100
Description
Special needs support needed.
1971 characters left
Special Needs Support + Create
Q
3 =
= Lepal Name Description Total Cost
[ [s] Hitomizy Special needs suppon needsd 100,00 € == 4| ]
Toral 100,00 €
10 | 25 | 50 100
Approved Budget (by National Agency) 113
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6. Edit "Special Needs Support".

To edit a line of Special Needs Support, click the pencil icon, update the data and click on Save.

Special Needs Support m
Q
= Legal Name Description Total Cost
(s} Hitorrizu Specuil needs suppon Reeded 100,00 € = 4 | Tid
Total 100, 0 £
10 | 25| 50 100
Approved Budgat (by National Agency) [CXEE)

7. Delete "Special Needs Support".

To delete a line of Special Needs Support, click the bin icon.

Special Needs Support
Q
+ e
Legal Name Description Total Cost
o) Hitomuzu Special needs support neaded 104,00 € = _9‘| I |
Totsl 100,00 €
10 | 25| 50 | 100
Approved Budget (by National Agency) §

92



Exceptional Costs
This page explains how to manage the "Exceptional Costs" in MT+.

Exceptional costs include but are not limited to sub-contracting and purchase of goods/services. If
exceptional costs are added, a comment must be entered on the budget screen.

Quick steps

e 1. Click onthe project reference.
e 2. Click the menu item "Exceptional Costs".

e 3. Click the "+Create" button.

e 4. Fillin the details.

e 5. Click on "Save".

e 6.Add a comment in the "Budget" tab.

Detailed steps

1. Click on the project reference.

On the homepage click on the project reference in order to open the project. It will open in a new
browser tab.

Uber Seatus

European Commission

MObI Iity tOO' ELO1 Greek State Scholarship's Foundation (1KY)

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+ programmes. The

National
Grant Agreement No 10 User's role in project

oordinator (View Access e

Project Tool Is deveioped by the European
Commission for you, as beneficiaries of

partner (View Access 1o these projects.

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

ctary (Edit Access to

coordinator (View Access to informarion, generate and follow-up
Project. participant reports and generate and

submit your own reportis) to your National
beneficary (Edit Access Agency.

beneficiary (Edit Access 1o

Project

beneficiary (Edit Access to

Project
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2. Click the menu item "Exceptional Costs".

After the Details page of the project opens, click on the menu item Exceptional Costs.

Project 2015-1-PLD1-KA201-016343  Details

Project Details

Context information

Programme: Erasmus+

Key Action: KA2 - C
exchange of good

Action Type: KA201 - Strategic Patnerships for school

education
Call Year: 2015
Round: 1

Start of Project: 01/0%/2015

End of Project 01/

Project Duration (months): 36

%

Project information

Grant Agreement No.: 2015-1-PLO1-KA201-016343
National 1D:

Project Title: Project Tt}

Project Acronym: ct Actonym_13032015

Partnership between raglons:

Beneficlary Organisation Information

PIC; 953132380

Legal Nama: Hitomizu

Project Access

User’s role in project: beneficiary

Access 1o Project: Edt A

Project Is locked: (]

History information

Created by: NA Staff
Created on: 18/03/2016 1546 10

Updated by: NA Staff

Updated on: 24/03/2016 1405 46

Business Name: Htomizy

National Agency

Full legal name (National Language):

National Agency: PLO1 - Foundation for the Development of

the Education System

For further detads about your National Agency, please consult

the following
e followng page

3. Click the "+Create" button.

In order to create a new details line, click on the +Create button.

" The value Approved Budget (by National Agency) may be set to zero, if the project is for call year
2014 and the project data was submitted to MT+ before MT+ 2.3.0. In this case please check the budget
screen for the value for this item that has been approved by the National Agency.

Project 2015-1-PLO1-KA201-016343  Detals  Orgamsations  Contacts

Exceptional Costs

Approved Budget (by National Agency) ] pne
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4. Fill in the details.

Fill in the details (blank fields) as applicable.

*Note - For 2014 Projects, the Total (Adjusted) field appears.

Exceptional Costs Detail

rganisation
Hitomizu
Full Real Cost Eligible Cost (75%)
100 75

Description of cost item

Exceptional costs.

-

)

1982 charaders)a/

Cancel
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5. Click on "Save".

To save the data, click the Save button.

Exceptional Costs Detail

Organisation

Szkola Podstawowa im. Henryka Sienkiewicza w Oblegorku
Eligible Cost (75%) Total(Adjusted)
75 75

Full Real Cost

100

Description of cost item

Exceptional Costs

After saving, the details line will now appear in the list.

Exceptional Costs

Q
& =
- ] Legal Mame Description of cost item Full Real Cost Eligible Cost (T5%)
o Htomizu Exceptional costs 100,040 € s00e = T
[ Total 100,00 € TS00€ ]

Approved Budget (by National Agency) [T
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6. Add a comment in the "Budget" tab.

To add a comment in relation to all exceptional costs on the Budget screen, click on the Budget tab, add
the comment and click the Save button.

Exceptional Costs Exceptional Cost Guarantee Budget Reports
Minimum Amount Maximum Amount
Approved Budget % of Approved According to % of % of Approved According to % of ‘Current Budget (in % Current/Approved
(by National Agency) Budget Approved Budget Budget Approved Budget Mobility Tool) budget
B v e IrTRvRE vy ey - rav,uv e e - TR (R
Multiplier Events 3.500,00 € 80,00 % 2.800,00 € 120,00 % 4.200,00 € 5.000,00 € 142,86 %
Learning, Teaching and
Training Activities 0,00 € 80,00 % 0,00 € 120,00 % 0,00 € 2.865,00 € 0,00 %
Short-term training
events for youth workers 0,00 € 2.865,00 € 0,00 %
EU Travel Grant 0,00 € 275,00 € 0,00 %
EU Individual
Support 0,00 € 2.590,00 € 0,00 %
Linguistic Support
Grant 0,00 € 0,00 € 0,00 %
Special Needs' Support 0,00€ 100,00 € 0,00 %
Exceptional Costs
These costs were incurred
while.....
9
e 0,00 € 80,00 % 0,00€ 100,00 % 0,00 € 75,00 € 0,00 %

97



MT+ KA2 Budget

e Approved Budget (by National Agency) and Current Budget (in Mobility Tool).
e Allowed budget transfers between budget items.

Maximum and minimum percentage allowed for the transfer.

Budget for Learning, Teaching and Training Activities.

Budget for Exceptional Costs and Exceptional Cost Guarantee.

Reduction of EU Grant.

Approved Budget (by National Agency) and Current Budget (in Mobility Tool).
Explanation and illustration

The budget summary screen provides an overview of the approved budget as entered into the NAs
Project Management System. This can be seen in the column Approved Budget (by National Agency).

The column Current Budget (in Mobility Tool) reflects the total for each activity and budget item as
entered under each tab of the Mobility Tool:

Project management and implementation
Transnational Project Meetings
Intellectual Outputs

Multiplier Events

Learning, Teaching and Training Activities
Special Needs' Support

e Exceptional Costs

e Exceptional Cost Guarantee

European Commission
M 0 b i | i ty to OI EAC Directorate-General for Education and Culture

Budget
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Budget Transfers (% of Approved Budget)

Minimum Allowed After Transfers To
Another Budget Item

Maximum Allowed After Transfers From
Another Budget item

/_\ Minimum Amount Amount
Approved Budget % of Approved According to % of % of Approved According to % of (Currenl Budget (in | % Current/Approved
(by National Agency) Budget Approved Budget Budget Approved Budget Mobility Tool) budget
Total Project
38,925.00 € 1,500.00 € 3.85%
Reduction of EU Grant 0.00€
Project o and img tion 9,000.00 € 80.00 % 7,200.00 € 100.00 % 9,000.00 € 1,500.00 € 16.67 %
Transnational Project Meetings
6,675.00 € 80.00 % 5,340.00 € 120.00 % 8,010.00€ 0.00 %
Intellectual Outputs
0.00€ 80.00 % 0.00€ 120.00 % 0.00€ 0.00 %
gLl 0.00€ 80.00 % 0.00€ 120.00 % 0.00 € 0.00%
e acti N g AIIning AtEre 23,250.00 € 80.00 % 18,600.00 € 120.00 % 27,900.00 € 0.00 %
Short-term joint staff training eventp 23,250.00 € 0.00€ 0.00 %
EU Travel Grant 8,250.00 € 0.00€ 0.00 %
EU Individual Support 15,000.00 € 0.00€ 0.00 %
Linguistic Support Grant 0.00 € 0.00€ 0.00 %
Special Needs' Support \ 0.00€ ), \_ 0.00€ 0.00 %
Exceptional Costs /—\
0.00€ 80.00 % 0.00€ 100.00 % 0.00€ 0.00€ 0.00%
Exceptional Cost Guarantee
0.00€ 0.00€ 0.00 %
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Allowed budget transfers between budget items.

Explanation and illustration

Transfer between budget items is allowed but only as indicated in the table below:

From PMI

{budget item sending the funds)  Tpp

ME
LTT
SN
EC

EC - Guarantee

PMI

TPM

Allowed

Allowed

Allowed

Allowed

Allowed

(o]

Allowed

Allowed

Allowed

Allowed

Allowed

ME

Allowed

Allowed

Allowed

Allowed

Allowed

To

LTT

Allowed

Allowed

Allowed

Allowed

Allowed

(budget item receiving the funds)

SN

Allowed

Allowed

Allowed

Allowed

Allowed

Allowed

EC - Guarantee

Allowed
Allowed|
Allowed
Allowed

Allowed

Allowed

Maximum and minimum percentage allowed for the transfer.

Explanation and illustration

Where transfer is allowed from or to a budget item, the maximum and minimum percentage allowed is
displayed. Also, both the minimum value and the maximum value are automatically calculated and

displayed here.

If these limits are exceeded the cell will display in orange and the amount should be adjusted under the

appropriate tab for that budget item.

If the amount is different than the approved budget but within the allowed limits it will be displayed in
red. The highlight in red is only for information and will not block any functionality.
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Binimarm Alkovad|

Budget Transfers (% of Approved Budget)

frer Tranators To

mudget tem

After Transhers From

Minimum Amount Maxemum Amount
Approved Budget % of Approved According to % of % of Approved According to % of Cisrrent Budget (in % CurrentApproved
by Hational Agency) Budget Approved Budget Budget Approved Budget Mability Tool) budget
Total Project
28,925.00 € 1,500.00 € J.86%
Reduction of EU Grant 0.00€
Project management and implementation $,000.00 € 80.00 % 7.200.00 € 100.00 % 9,000.00 € 1,500.00 € 16.6T %
TaRShitionisl Froject Meutings 6.E675.00€ 80.00 % 5.340.00 € 120.00 % 8,010.00€ 0.00€ 0.00%
(ntellectual Outputs 0.00€ 80,00 % 0oo€ 120.00 % ooo€ 0.00€ 0.00%
Multiplier Events
P 0.o0E BO.0O % no0E 120,00 % no0€ 0.00€ 0.00%
Learning, Teachi d Training Activiti
aming. Teaching and Training Actvifies | 23.2s0.00€ 80.00% 18,600.00 € 120.00% 27.900.00 € o00€ 0.00%
Short-term joint staff training events 22.250.00 € 0.00€ 0.00%
EU Travel Grant 8,250.00 € 0.00€ 0.00%
EU Individual Support 15,000.00 € 0.00€ 0.00%
Linguistic Support Grant 0.00€ 0.00€ 0.00%
Special Needs' Support G.00€ 00D € 0.00%
Exceptional Costs
0.00 € 80.00 % 0.00 € 100.00 % 0.00€ 0.00 € 0.00%
Exceptional Cost Guarantee
0.00 € 000 € 0.00 %
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Budget for Learning, Teaching and Training Activities.

Explanation and illustration

Learning Teaching and Training Activities budget item is further divided into the activity types.

Project 2014-1-UK01-KA201-000229 3  Details  Organisations  Contacts  ProjectManagement and Implementation ~ Transnational Project Meetings  Intellectual Qutputs

Multiplier Events [I,,aammg_ Teaching and TrammgAcﬁwtms] Special Needs Support Exceptional Costs Exceptional Cost Guarantee Budget Reports

Learning, Teaching and Training Activities
Q
s ' ﬂ 4
& Expor s
No. of
No. Of Participants Total Total Total
Activity Long-term  Accompanying  No. of With Special Travel Individual  Linguistic Total Grant  Total Grant
= No Activity Type Activity Type “\activity?  Persons Participants  Needs Amount Support  Support (calculated)  (Adjusted)
Shortderm
o o SP-SCHOOL-EVENT :f:;;’:" 1 1 0 27500€  231000€ 000€  258500€ 258500€ &
events
Shortderm
o c2 SP-SCHOOL-EXCH ;fg::g‘i:s o 0 1 0 36000€  330.00€ 0.00€ 600.00€  690.00€ [
pupils
Tozal 1 2 0 [ 635.00€  2,640.00 € 0.00€  3,27500€ 3,275.00€ ]

[ Approved Budget (by National Agency)

Budget Transfers (% of Approved Budget)

Minimum Allowed After Transfers To Maximum Allowed After Transfers From
Another Budget Item Another Budget Item
Minimum Amount Maximum Amount
Approved Budget % of Approved According to % of % of Approved Accordingto%of  CurrentBudget(in % Current/Approved
(by National Agency) Budget Approved Budget Budget Approved Budget Mobility Tool) budget
Leariing, Tesching and Tralhing Activites 23,250.00 € 80.00 % 18,600.00 € 120.00 % 27,900.00 € 3,275.00 € 14.09 %
[ Short-term exchanges of groups of pupils] 0.00 € 0.00 %
EU Travel Grant 0.00 € 360.00 € 0.00 %
EU Individual Support 0.00 € 330.00 € 0.00 %
Linguistic Support Grant 0.00 € 0.00 € 0.00 %
[ Shortterm joint staff training events ] 23,250.00 € 2,585.00 € 1112 %
EU Travel Grant 8,250.00 € 275.00 € 0.00 %
EU Individual Support 15,000.00 € 2,310.00 € 0.00 %
Linguistic Support Grant 0.00 € 0.00 € 0.00 %
L J
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Budget for Exceptional Costs and Exceptional Cost Guarantee.

Explanation and illustration

The Exceptional Costs and Exceptional Cost Guarantee both have comments fields. A comment should
be entered and saved, if either items have costs entered.

'/Ex:epnunal Costs \

\ 0.00€ 80.00 % 0.00 € 100.00 % 0.00 € 0.00€ 0.00 %

( Exceptional Cost Guarantee

AN

0.00€ 0.00€ 0.00 %

Reduction of EU Grant.

Explanation and illustration

After the National Agency has processed the final report the total amount by which the current budget
can be reduced may be entered if necessary by the NA into the field Reduction of EU Grant.

Budget Transters (% of Approved Bedget)
WMinimam: Alloawed Afier Transters To Masmum Allowed After Transfers from
Attt Budget lhem Another Budged Bem
Winiream Amount Waximnam Amoumt
Approwed Budget % of Approved According o % ol % of Approved According 1o % of Curvent Budged (in % Currentifpproved
by Habonal Ageecy) Busiget Approved Budige1 Budget Approved Buasget Mabibty Toof) Burdget
Total Project e

’ 10.528.00 € 150000 € 288%

[n-du:non of EU Grant no0 e I
Preject management and (mplemsntation 9,000.00 € 80.00 % 7.200.00 € 100.00 % 9,000.00 € 1,500.00 € 1BET %

Transnational Project Meetings 3
657500 € 80.00 % 5,340.00 € 12000 % B.010.00 € os0E 0.00 %
Intellectual Outputs
cone 80.00 % 000 € 120.00% 0.00 € noo e 0.00 %
Multiplier Events
.00 € 0,00 % 000 € 120.00 % 0.00 € 0.00 € 0.00 %
Learning, Teaching and Training Activities =

21,350.00 € £0.00 % 18,600.00 € 120.00% 27.500.00 € 000 € 7.00 %
Shart-tarm [oint staff training svents 23.250.00 € 0.00€ 0.00 %
EU Travel Grant £.250.00 € 000 € 000 %
EU Individual Support 15,000.00 € 000 € 0o0 %
Linguistic Support Grant 0.00€ 0.00€ 0.00%
Special Needs' Support oo € neoc o.oo %
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How to complete and submit the beneficiary report

This video file cannot be printed but was made available to the National Agencies last year to be
distributed via their own channels.

Length Version of Comments
of video Tool

5min MT+1.6.2 and This overview while created for older versions of MT+ and EPlusLink is still
35sec EPlusLink relevant for most of the current functionality.
2.3.1

New following functionality not shown in this video.

e The Project summary, Context and Budget sections are already filled
in.

e For KA107, Context, Summary of Beneficiary and Partner
Organisations _and Participant Feedback on Erasmus Charter
Provisions and General Issues are already filled in.

e Maximum number of attachments: 10 (instead of 5).

e Maximum size for the attachments: 10 MB (instead of 5 MB).

Video

URL: How to complete and submit the beneficiary report

QR code:
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http://ec.europa.eu/education/tools/mobility-tool/index_en.htm#submitting

