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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:

e Beneficiary organisations i main users of the tool, responsible for entering mobility
project details, participants and budget information, creating reports.

¢ National Agencies i generating, controlling and monitoring project information

e DG EAC, system owner and central administrator of the tool

o Participants of the LLP mobility projects i 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.

Page 7 of 76


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

Contact | Search | Legal notice | Privacy Statement  English (=n) -

m EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

Commission External

EURCOPA » Authentication Service » Login

New password  Sign Up  Help

LOgin Not registered yet

Is the selected domain correct?
External Change it

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

o R

Password

P More options...

* Required fields

Or log in with your

D Maobile phone E Token eld

The most important fields are:

- "Is the selected domain correct?" i should be always set to External. If it is set otherwise,
please use "Change it" link and select "Neither an institution nor a European body".

- "Username or e-mail address" 1 both can be used for login. Since usernames are
generated automatically by ECAS during the registration, we suggest using emalil
address as an easier way to remember.

- "Password" i as defined during the registration process

2.1 How to change language of 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 i English (EN), where BES 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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European Commission
MO b| I |ty tOO' BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwe

My Home

Welcome Beneficiary Test User

List of the Projects

2011-1-BE3-LEOD1-00001

Total Pages: 1 [1]

Your National Agency

Name: BE3 Europese Programma's voor Onderwijs, Opleiding en
Samenwerking - Agentschap

Helpdesk - Contact: +32

mobilitytool@

About the tool

Mobility Tool is the system for the management of mobility projects
that receive an EU grant under the Lifelong Learning Programme. The
tool is developed by the European Commission for you, as beneficiary
of these projects.

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

If your language is missing from the list, please contact your National Agency.

3. Project

3.1. How to view projectd sletails?

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.

European Commission

My Home

Welcome Beneficiary Test User

MO bility tOO' BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwe

List of the Projects

2011-1-BE3-LEOO1-00001

Total Pages: 1 [11

Your National Agency

Name: BE3 Europese Programma's voor Onderwijs, Opleiding en
Samenwerking - Agentschap

Helpdesk - Contact: +32

mobilitytool@:

About the tool

Mobility Tool is the system for the management of mobility projects
that receive an EU grant under the Lifelong Learning Programme. The
tool is developed by the European Commission for you, as beneficiary
of these projects.

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

2. Click the project's grant agreement number to see the project details.
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European Commission
M0b| I |ty tool BE3 Europese Programma’s voor Onderwijs, Opleiding en Samen:

Welcome Beneficiary Test User

About the tool
List of the Projects

Mobility Tool is the system for the management of mobility projects
2011-1-BE3-LEQO1-00001 that receive an EU grant under the Lifelong Learning Programme. The
tool is developed by the European Commission for you, as beneficiary
of these projects.

Total Pages: 1 [1]

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

' your projects, identify participants and mobilities, complete and
Your National Agency update budget information, generate and follow-up participant
reports and also generate and submit your own report(s) to your
National Agency.

Name: BE3 Europese Programma's voor Onderwijs, Opleiding en
Samenwerking - Agentschap

Helpdesk - Contact: +32

mobilitytool@

Note:

In Mobility Tool you can change partner, mobility, participant or budget information i 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.

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.
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U

European Commission

> Project Details

My Home

Home | Project Details | Partners | Participants

MO b| I |ty tool BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerki

ser Status: Logged in: Beneficiary Test USER - beneficiary [ Log out ] | Legal notice

_—
Mobility Experiences | Budget ‘l Updates and Reports |

Project Details for 2011-1-BE3-LEO01-00001

Context & Period

Sub-programme: LEONARDO DA VINCI
Action: LEONARDO DA VINCI IVT (Initial Vocational Training)
Call year: 2011

Project ldentifiers & Summary

Grant Agreement No: 2011-1-BE3-LEQO1-00001
National ID: 1234
Project Title (national language): Project Title

Start of activity:

End of activity:

Beneficiary Latin Name: Beneficiary Organisation

4. Alist of project updates will be displayed. This list always displays at least one position i
the original data import to the tool when the project was created by a National Agency.

User Statu:

European Commission
M0b|||ty t00| BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwer

> Project Updates

Home | Project Details | Partners I Participants

Mobility Experiences | Budget | Updates and Reports |

Updates and Reports for 2011-1-BE3-LEO01-00001

Total Number of Participant Mobility Experiences

Project Update ID Update Time Reporting Actions
125 Apr 26, 2011 16:36:00 Prepare New Report
125 Apr 26, 2011 16:36:00 Report Request Expired

Approved Participant Reports to Date

Beneficiary Report File Request Status
Download PDF DOWNLOADED (1261)
Expired REQUESTED (1041)

Total Pages: 1

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

display.

would like to
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European Commission
Mob|||ty tool BE3 Europese Programma's voor Onderwijs, Opleiding en Samenwerki

> My Home > Project Updates

Home | Project Details I Partners l Participants Mobility Experiences | Budget | Updates and Reports l

Updates and Reports for 2011-1-BE3-LEO01-00001

Total Number of Participant Mobility Experiences Approved Participant Reports to Date
Project Update ID Update Time Reporting Actions Beneficiary Report File Request Status Report Type
125 Apr 26, 2011 16:36:00 Prepare New Report Download PDF DOWNLOADED (1261) | FINAL
125 Apr 26, 2011 16:36:00 Report Request Expired Expired REQUESTED (1041) FINAL
Total Pages: 1 [11

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.

' European Commission

My Home > Project Updates * Project Update Details

Home | Project Details | Partners | Participants | Mobility Experiences | Budget | Updates and Reports

Project Update ID: 125 - Apr 26, 2011 16:36:00 for 2011-1-BE3-LEO01-00001

General Information
Submission Data
Europese Programma'’s voor
Sub-programme: Leonardo da Vinci National Agency Onderwijs, Opleiding en
Samenwerking - Agentschap
LEONARDO DA VINCI IVT

Action: (Initial Vocational Training) Call year 20m
Grant Agreement No: 2011-1-BE3-LEOOT1-00001 Report start date 2011-03-08
Project Title (national Project Title Report end date 2013-05-07
language)
Report Type FINAL
- Beneficiary Organisation /[ Partner 1
Full Leigll R (e Beneficiary Organisation Role APP-Applicant Organisation
language)
Full Legal Name (Latin EDU-HEIVoc-Vocational
AT E ) Beneficiary Organisation Type of Organisation: training institute tertiary level
Commercial Orientation: NP-Not for Profit Size (Staff): R7-more than 5.000
Legal Status PB-public Size (Trainees): S7-staff more than 5.000
Scope: N-national Leonardo Certificate No: ~ ————-
P85.32-Technical and
Economic Sector vocational secondary

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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My Home > Budget

Home | Project Details | Partners | Participants

European Commission
: M0b|||ty tool BE3 Europese Programma’s voor Onderwijs, Opleiding en Samenwerkin

Mobility Experiences | Budget | Updates and Reports

Budget Summary for 2011-1-BE3-LEO01-00001

Budget Summary Number of Participants Approved Budget
Mobility Organisation and Management 3 30000.00 3000.00
i:] Pedagogical Linguistic and Cultural Preparation 3 450.00] 2000.00
i:] Mobility Budget 2750.00| 19060.00
Travel
I:] Participants Without Special Needs 2 1300.00 600.00
Participants With Special Meeds 0 0.00 300.00
Accompanying Persons Q 0.00 100.00
Total 2 1000.00
Subsistence
(0] Participams Without Special Needs 2 1450.00) 10836.00
Participants With Special Meeds 0 0.00 5418.00
Accompanying Persons 0 0.00 1808.00
Total 2 18060.00
Total Budget 33200.00 24360.00
Sae

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. Alist 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
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