
 

EUROPEAN COMMISSION 
Directorate-General for Education and Culture 
 
Lifelong Learning: policies and programme 
Coordination of the "Lifelong learning" programme 

 

Mobility Tool Guide for Beneficiaries  

 

Version: 17 October 2012 
Mobility Tool version 1.6.0#120821 

 



 

Page 2 of 76 

 

Table of Contents 

Acknowledgements ................................................................................................................................. 4 

Document history ..................................................................................................................................... 5 

1. General Introduction ............................................................................................................................ 7 

1.1 Description .................................................................................................................................... 7 

1.2 Mobility Tool users ........................................................................................................................ 7 

2. How to login to Mobility Tool?.............................................................................................................. 7 

2.1 How to change language of website user interface? .................................................................... 8 

3. Project .................................................................................................................................................. 9 

3.1. How to view projectôs details? ...................................................................................................... 9 

3.2. Changes to project details .......................................................................................................... 10 

4. Participants ........................................................................................................................................ 13 

4.1. How to display list of participants? ............................................................................................. 13 

4.2. How to add new participant? ...................................................................................................... 14 

4.3. How to add new participants in batch? ...................................................................................... 15 

4.4. How to edit participant's details? ................................................................................................ 17 

5. Partners ............................................................................................................................................. 19 

5.1. How to display list of partners? .................................................................................................. 19 

5.2. How to add new partner? ........................................................................................................... 20 

5.3. How to edit partnerôs details? ..................................................................................................... 21 

5.4. How to remove partner? ............................................................................................................. 22 

5.5. How to add beneficiary organisation contact person? ............................................................... 23 

5.6 How to add partner organisation contact person? ...................................................................... 25 

5.7. How to remove beneficiary organisation contact person? ......................................................... 26 

5.8. How to remove partner organisation contact person? ............................................................... 28 

5.9. How to enable or disable beneficiary organisation contact person access to Mobility Tool? .... 28 

6. Mobilities ............................................................................................................................................ 31 

6.1. How to create new mobility experience? ................................................................................... 31 

6.2. How to display mobility experience details? .............................................................................. 37 

6.3. How to find specific mobility or mobility experience? ................................................................. 39 

6.4. How to export all mobility experiences to file? ........................................................................... 40 

6.5. How to change mobility experience? ......................................................................................... 43 

6.6. How to display mobility details? ................................................................................................. 45 

6.7. How to change mobility? ............................................................................................................ 46 

6.8. How to add new mobility to already existing mobility experience? ............................................ 47 

6.9. How to delete mobility? .............................................................................................................. 50 

6.10. How to delete mobility experience? ......................................................................................... 51 

7. Participant reports ............................................................................................................................. 52 

7.1. How to request participant report? ............................................................................................. 52 

7.2. How to request many participant reports at once? .................................................................... 54 



 

Page 3 of 76 

 

7.3. How to approve, reject or re-request participant reports? ......................................................... 56 

7.4. How to check for status of participant report? ............................................................................ 58 

7.5. Participant forms submission deadline ...................................................................................... 60 

7.6. How to print participant report form? .......................................................................................... 61 

8. Budget ............................................................................................................................................... 63 

8.1. How to manage mobility budgets? ............................................................................................. 63 

8.2. How to manage project budget? ................................................................................................ 65 

9. Beneficiary Report ............................................................................................................................. 69 

9.1. How to create and submit beneficiary report? ........................................................................... 70 

9.2. Beneficiary form submission deadline ....................................................................................... 72 

9.3. Final Beneficiary Report discrepancies ...................................................................................... 73 

10. Support and troubleshooting ........................................................................................................... 74 

10.1. National Agency Helpdesk contact .......................................................................................... 74 

10.2. Troubleshooting of the most common issues .......................................................................... 74 

10.2.1. Issues when submitting beneficiary or participant forms using Adobe Acrobat Reader ï 

"NotAllowedError" ......................................................................................................................... 74 

10.2.2. CSV files exported by Mobility Tool are not opened correctly by Microsoft Excel ........... 75 

 

 



 

Page 4 of 76 

 

Acknowledgements 

For security and privacy reasons most names and email addresses used in application 

screenshots presented in this document have been greyed out. All names and email 

addresses are fictional. BE3 agency is used for information and demonstration purposes 

only. All screenshots have been taken using a special, non-production version of the Mobility 

Tool, called Acceptance. Data presented in the screenshots is not a production data. 

 

This document is valid for Mobility Tool website version specified on the title page of the 

document only. 



 

Page 5 of 76 

 

Document history 

Date Change description 

21 June 2011 First version of the document 

10 October 2011  Added numbered chapters 

 Fixed: MTBHD-84 ï page numbering 

 Fixed: MTBHD-82 ï clarification on "Changes to project details" section 

 Added: MTBHD-80 ï values for participant/beneficiary status report in 

paragraph 7.2. 

 Fixed: MTBHD-79 ï note text field cut 

 Changed page numbering style 

 All paragraphs reviewed and changed accordingly to changes in the 

Mobility Tool application layout and functionality. 

28 November 2011  Improved wording 

 Changed font size 

 Added screenshots 

 Changed document version accordingly to Mobility Tool version 

(2011/11/28) 

 Added more information about ECAS logging process 

 Added section "7.2. How to request many participant reports at once?" 

 Modified partner registration process 

 Added "Acknowledgements" section 

02 February 2012  MTBHD-542 ï change in ECAS domain description details 

 MTBHD-539 ï added information about beneficiary and participant form 

expiration 

 MTBHD-537 ï added extra information on budget updates 

 MTBHD-527 ï added information on Adobe Acrobat Reader 

troubleshooting of the "NotAllowedError" during form submission 

 MTBHD-477 ï added information on form printing 

30 March 2012  MTBHD-598 - Change in section 3.2 - changes to project details 

 Change in font size throughout the document 

 Change in screenshot sizes ï max. 14cm in width 

30 May 2012  MTBHD-865 - Change in ECAS screenshot due to ECAS GUI redesign 

30 August 2012  Small changes in the text 

 GUI language selector description added 

 Participant batch import section added 



 

Page 6 of 76 

 

 Mobility experience advanced search description added 

 CSV in Excel troubleshooting added 

 Added Mobility Tool versioning 

17 October 2012  Change of logo of the European Commission 

 



 

Page 7 of 76 

 

1. General Introduction 

1.1 Description 

The Mobility Tool is a web platform tool for collaboration, management and reporting for 

mobility projects under the Lifelong Learning Programme (LLP) of the European 

Commission. It is developed by the European Commission to be mainly used by the 

beneficiaries of mobility projects. 

The users of the Mobility Tool will be able to provide all the information of the projects they 

manage. They will be able to identify participants and mobilities, to complete and update 

budget information, to generate participant reports and to generate their own reports to be 

sent to their National Agency. 

1.2 Mobility Tool users 

The users of Mobility Tool are: 

 Beneficiary organisations ï main users of the tool, responsible for entering mobility 

project details, participants and budget information, creating reports. 

 National Agencies ï generating, controlling and monitoring project information 

 DG EAC, system owner and central administrator of the tool 

 Participants of the LLP mobility projects ï participants don't use Mobility Tool directly, 

only the PDF reports generated by the tool 

2. How to login to Mobility Tool? 

Mobility Tool can be accessed using the following URL address: 

 

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

 

In order to login to the Mobility Tool you need to have 1) an ECAS account and 2) be 

registered in Mobility Tool. For 1) please read the ECAS User Manual document for more 

information on registration and how to obtain a login name and password. For 2) if your email 

address was provided in project information, you will gain access automatically. Otherwise, 

please contact your National Agency for support. 

 

The ECAS login page is shown below. 

https://webgate.ec.europa.eu/eac/mobility
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The most important fields are: 

- "Is the selected domain correct?" ï should be always set to External. If it is set otherwise, 

please use "Change it" link and select "Neither an institution nor a European body". 

- "Username or e-mail address" ï both can be used for login. Since usernames are 

generated automatically by ECAS during the registration, we suggest using email 

address as an easier way to remember. 

- "Password" ï as defined during the registration process 

2.1 How to change language of website user interface? 

Mobility Tool can be translated to many languages. Languages available to you can be seen 

on the upper right corner drop-down list, as shown on the screenshot below. 

The languages are described in the following convention: BE3 ï English (EN), where BE3 is 

the National Agency and English (EN) is the language available for that agency.  

Please note that only languages available to the agencies are available to beneficiary users. 

For example, French agency will only have French language listed while Swiss Agency will 

have German, French and Italian languages available. 

English language is available by default to all agencies and users. 
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If your language is missing from the list, please contact your National Agency. 

3. Project 

3.1. How to view projectôs details? 

1. Login to the Mobility Tool with your ECAS username (or email address) and password. 

You will see a screen similar to the one presented below. 

 

 

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

 

National Agency's amendments to the projects are displayed in the "Updates and Reports" 

section of the tool but the updated information will not change directly in the project. It is 

beneficiary organisation's duty to look at the list of the changes displayed in the "Updates 

and Reports" section and change the project data accordingly. 

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

by the Mobility Tool to the beneficiary organisation contact persons. 

 

To display National Agency changes to the projects, follow the steps below. 

1. Login to the Mobility Tool. 

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

3. Click the "Updates and Reports" button in the menu, as presented below. 

Note:  

In Mobility Tool you can change partner, mobility, participant or budget information ï see 

further sections for details. All other project information, i.e. project title, National Agency 

project ID, project activity periods cannot be changed in the tool.  

To request changes to these project details, please contact the National Agency helpdesk. 
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4. A list of project updates will be displayed. This list always displays at least one position ï 

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

 

 

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

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

other sections of the Mobility Tool. Make appropriate changes in project details if 

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

remove partners, contact persons or budgets. 

 

 

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

 

Please note, that "Approved Budget" details displayed in "Budget" section of the Mobility Tool 

are updated automatically with the latest updates from project amendments. 
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4. Participants 

4.1. How to display list of participants? 

1. Login to the Mobility Tool.  

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

3. Click the "Participants" button in the menu, as shown on the screen shot. 

 

 

4. A list of all participants will appear. The list will display a title, first and last name, gender, 

yes/no for special needs, yes/no for participant type (accompanying person or not) and 






























































































































