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ORAUZNIRE LYGNRRAzOGAZ2Y

This guidebook is designed to be a practical source for those who want to get a glimpse of
how the digital Erasmus+ tools can be used. We aimed to bring the diverse tools and
information under a single guide so as to facilitate the understanding and use of these tools
in a more accessible manner.

For this purpose, we will first provide a brief background of how the digital transformation of
Erasmus+ startedand is continuing. Then, the SUDTE project partner universities will tell their
parts of this transformation specifically with regard to the Erasmus Without Paper network.

Looking at the different universities in each university from the perspectives of institutional
preparation, the IT departments, International Offices, as well as its economic downsides and
upsides will certainly contribute to the knowledge pool that those in need will benefit from.

The later part of the guidebook aims to help both students in their uses of Online Learning
Agreement (OLA) and Erasmus+ App, and Erasmus Coordinators and International Office staff

in their uses of Dashboard.

We hope that the Single Erasmus Digital Guidebook will accompany the users to better grasp

and use the Erasmusd digital tools in an effi

kzmir I nstitute of Technology
International Office
SUDTE Project Team
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Introduction to the Digitali  sation of Erasmus +

The digitalisation of the Erasmus+ programme was largely triggered by the introduction of

substantial changes in the programme in 2014 that led to increased workloads and ever more
complex management requirements for International Relations Offices. While initial
discussions on the Erasmus Without Pape(EWP)topic started already in 2013, the first attempt
to digitise a step in the business processes of the programme was initiated with the prototype

of the Online Learning Agreement (OLA) developed in-house by colleagues at the European
University Foundation (EUF) This was taken a stepforward with its testing and incremental

further development from 2015 onwards th anks to three distinct Erasmus+ Strategic
Partnerships andvery committed partners™.

In the meantime, the discussions onEWPhad allowed to successfullylaunch a first project that
investigated the technical possibilities for digitally transferring data between Higher Educ ation
Institutions (HEIs)instead of handling such processes manually The main conclusions of this
project were drawn in the initial EWPreport? and resulted in the creation of the EWP registry?
and the outline of the first Application Programming Interface (API) specifications®.

In 2016, the EUF consultedcolleagues from the European Commission on the opportunity of
developing a mobile application (App) that would support and enhance the mobility

experience of students. Since the European Commission intended to launch aMobile App for
the celebration of the 30" anniversary of the Erasmus+ programmein 2017 a new project was
born and the first version of the Erasmus+ App was launched in 2017. The App was then
maintained by the EUF and a complete overhaul of the tool was initiated in 2020, resulting in
the launch of the latest version of the App in January 2021°.

In 2019 and 2020, the EUF coordinated the MyAcademiclD project funded under the
Connecting Europe Facility to work on the identification and authentication mechanism that

would put the students at t he centre of the business process flows. The project involved key
stakeholders of the European Student Card Initiative (ESCI)notably Géant, and resulted in the
creation of the MyAcademiclD Identification and Authentication platform that allows students
to authenticate on services of the OLA or the Erasmus+ App using their home university
accounts. It also finalised the generally accepted format and specification of the European
Student Identifier.

10OLA 1 projectOLA 2 projetcand OLA 3 project

2 https://uni-foundation.eu/uploads/2017 EWP%20desk%20research%20final%20version.pdf
3 https://registry.erasmuswithoutpaper.eu

4 https://github.com/erasmuswithout-paper

5 https://www.youtube.com/watch?v=3Rsu4mmi1FGO0

6 https://erasmusapp.eu
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In the meantime, EWPwas formally launched during its second project iteration in 2019 and
was maintained by the partners involved in its development until the Framework Contract
awarded and started by the European Commission in 2022 allowed to reinforce capacity of the
partners to support the community and further develop components of the digital
infrastructure.

Other tools such as the Erasmus Skills platform or the living costs database were developed
in the meantime to further i mprove the st
period abroad & as well as more technical services like theHEI APl were developed to
standardise the identification of inst itutions across networks and platforms and increase their
interoperability.

The digitalisation in Erasmus+ was formally adopted by the European Union with the
endorsement of the European Education Ared during the 2017 Social Summit in Gothenburg ,
Sweden This resulted in the creation of the ESCI which included key recommendations of the
EWP project and paved the way for the establishment of the digitisation roadmap of key
processes of the Erasmus+ programme. The definition of the roadmap was a major step
forward since it was meant to allow the entire higher education community to prepare for the

transition towards digitised workflows starting from 2021. Theroadmap is set as follows:

1 2021- to manage OLAs

T 2022 - to manage inter-institutional agreements (II1As)

1 2023 - to exchange student nominations and acceptances and transcripts of records
related to student mobility

As of 2022, the Framework Contract signed by the EUF on behalf of large consortium of
partners with the European Commission allows to cope with the most urgent issues related to
the deployment of the network and its services, in particular with regards to the support
provided to the higher community (Helpdesk) and the maturity of the connected nodes of the
network.

As of 2022, the key technical components necessary for the full digitisation of data
exchanges in the field of student mobility is summarised as follows:

i Data exchanges via the EWP Network:HEIsoperating in-house Information Systems
connect their solution as a node to the network ; HEE relying on a commercial
provider for their Information System work with the commercial provider to do so;
HEIs (usually smaller ones) not operating any specific system connect via the
Erasmus+ Dashboard

” https://assessment.erasmusskills.eu
8 https://education.ec.europa.eu/about/ee@xplained
9 https://education.ec.europa.eu/educatiotevels/highereducation/europearsstudentcard-nitiative
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1 To release the European Student Identifier necessary for the accurate identification
of users across multiple information systems and simplify authentication of students,
HEIs connect their Identity Providers (IPs) via eduGAIN. HEIs not connected to
eduGAIN via their National Research and Education Networkmay claim a connection

via the IdP of last resort.

The future of digitisation will be more akin to a digital transformation process, simplify ing
drastically the processes underlying student mobility using smart contracts triggering a chain
of actions when appropriate stakeholders confirm a student mobility step. These discussions
will be led in the context of the stakeholder forum, under the aegis of the European
Commission Framework Contract and involve representatives of Universities, National
Agencies, solution providers and other stakeholders. The systems that have been deployed so
far will also need to be made fit for purpose for mobilities outside of Erasmus+ as well as at a
global scale so that the simplification brought about is concretely enacted and does not require
HEE to work in parallel running systems.
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Getting Connected

Data Exchange between HEIs and EWP Network Connection

Caseof Selcuk University

Selcuk University (SU) has been using ahird party service provider (i.e. commercial provider)
established in Turkiye,for the management of Erasmus Mobilities for more than a decade.

a) Institutional (legal procedures  and permissions ) level work related to the subject

The use of an external software which is specifically built for ErasmusProgramme has been
supported by the management of the university although moving to another service providers
has sometimes been a topic of discussions due to its cost and functionalities it provides.

To give a brief information about the system ; student, and staff mobilities are divided into two
separate menus as outgoing and incoming in the commercial software. The information about
the student and staff is grouped in different tabs (personal information, student information,
contact information, documen ts, grants, and payments, etc.) and the documents are followed
up by the office staff wusing these menus.
processes Erasmus applications considering the predetermined definitions such as quota,
language threshold, min transcript grade, etc. and allows tracking the mobility processes of the
participants.

The use of an automation system supported by technological developments allowed Selcuk

University's transition from manual to digitized workflows even bef ore the launch of EWPin

2019. For example, the software has already been connected to the Student Information
System (SIS) of our university. That made it easy to gather necessary information of the
participants internally and helped with the authenticati on and identification issues and

contributed to the "Paperless Erasmus" motto.

In the process of connecting to the EWP network, some preparations and plans were made at
the corporate level and the process was aimed to proceed in a healthy and planned manner.
In this context, extensive information was given to the university administration about the EWP
network, the importance of this network in Erasmus mobilities and legal procedures. After that,
the issue was discussed in a joint working group with the university administration, Erasmus
Office and IT unit officials on the details of technical and legal processes. After the legal
declaration made by the university administration to the EWP administration for the
connection request, the necessary studies for the connection were started.
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b) IT Team (Experience s, challenges)

The communication and demand-expectation arrangement between the IT team and the third
party provider was carried out under the coordination of the Erasmus Office, and the
connection process was started. Signing a contract with the commercial provider including the
API implementation steps, durations and costs was one of the most important steps as it set
out the framework of the digital transformation. This process is followed by IT integration

seamlessly,thanks to several online trainings and functionality tests with partner institutions.

Another important step was to get connected to the Edugain which was done by the IT
Department of SU. The situation where we are nowenables usto process the following digital

features:

Authentication and Identification
Factsheets

Inter-Institutional Agreements
Online Learning Agreement
Nominations

= =4 -4 -8 -

The further implementations will be carried out once the existing features work without a hustle
and the EU commi ssionds announcements to do so.

¢) International Relations Office (Experiences, challenges)

After the announcement of the EU Commission about the roadmap for the digital
transformation in Erasmus+, SU took the necessary actions immediately and started to
implement the EWP standards almost at the earliest time possible. This would not have
happened if the following conditions were not met:

1 The awareness of thelnternational Relations Office (IRO)staff about the updates in
EWP,

1 Informing top management and the associated units at the institution about the up -
coming deadlines,

f The ability and agility of the 3 Party Commercial IT company to provide the EWP
services

d) Economical Challenges (the cost of connection, sustainability , etc.)

In a nutshell, getting connected to the EWP network did not require a lot of technical effort for
the IRO staff at SU. This was mainly due to the readiness ofthe Erasmus Office at SU to adapt
the digital changes. Of course, everything comes with a price. Compared to the other means
of digital transformation, using a 3™ party provider was little costlier, and more importantly it
makes the institution to be more dependent on the third -party provider. This means that
whenever an update is required for the implementation, the institution must accept the invoice
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issued by the company. Otherwise,the institution cannot proceed with the latest te chnology
becausethe service provider hascontrol of the system. Since the EU Commission will make the
digital transformation mandatory, the institution will have no other option but to obey with
what the 3rd party service provider requests.

Caseof the University of Vigo
a) Institutional (legal procedures and permissions) level work related to the subject

The University of Vigo (UVIGO)decided to use a commercial provider, for the management of
Erasmus mobilities, owing to the positive early experiencesreported by other Spanish HEIs.
Word-of-mouth is commonly sought in Spain as regards the adoption of technological tools
in the so-cal | ed odigital transformati onbo, whi ch i s
institutions. The Ministry of Education and Vocational Training, for instance, has been offering
substantial subsidies since 2020 to public universities for the modernization and digitization of
the Higher Education systems. These aids are aimed at promoting investment in infrastructures,
technological developments and teaching innovation projects to improve academic resources
in digitization; reduce the digital divide for academic staff and students; promote inter -
university digital innovation projects of a strategic and interdisciplinary nature ; and promote
digital training, among other actions.

The Spanish Service for the Internationalization of Education SEPIEby its Spanish initials) has
been acting as the main point of reference for national HEIs in relation to the EWPinitiative. In

particular, it has been informing their IROs whenever any significant newswas published or

any useful resourceswere announced/made available, including the communications of the

European Commission or the training materials contributed by the EUF.

The use of the same 3 party software employed by other Spanish universities (including some

of the largest ones) was considered strategic in order to achieve a critical mass that would

guarantee proper attention and service. The market of IT services for HEIls is facing strong

competition and many providers are coming up with attractive offers for different service

packages, even if their software has not achieved a fulproof level of maturity and the
documentation falls short to meet the usersodo exp

That said, UVIGOis making steady progress in its digitization plans, with heavy involvement of
its IT department in order to integrate (and help adapt) the tools used for different purposes:

staff management, student records, mobility, videoconferencing systems, virtual laboratories
and remote software, etc. It is acknowledged that the effort invested in this may influence
decisions to switch to alternative solutions in the future.
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b) IT Team (Experiences, challenges)

The IT team of UVIGO has been working hand-in-hand with the providers of information
services under the supervision of its Chief Digital Officer, in order to achieve full and seamless
integration with the in -house systems. A number of data migration and consolidation
subsystems have been implemented, which came with significant effort and investment of
resources (again, funded by the subsidies mentioned above to support the digital
transformation of Spanish HEIs). The main challenges were related to the difficulties inheent
to the development of complex software projects, worsened at some points by changes to the
specifications of the interfaces intended to guarantee interoperability. The EWPspecifications
were no exception.

As of November 2022, UVIGOis confident about the status of its tools and processes to handle
Erasmus+ mobilities digitally. A follow-up of the interoperability issues detected since the
spring of 2022 showed that more than 90% of the incidents were due to pitfalls of the systems
on the remote side of the connection.

c) International Relations Office (Experiences, challenges)

The IRO staff of UVIGO has been key in order to achieve the current level of maturity. They
have been deeply involved as end users of the tools intended to manage Erasmus+ mobilities,
given the horizon that such tools will speed up their work significantly in the future (hopefully,
already during the management of the mobilities for the 2022 -23 academic year). Nonetheless,
the process has been painstaking for them, due to three reasons:

1 Firstly, their current workload is high all year round and the number of staff members
is limited.

1 Secondly, they often have to try new user interfaces for which there is not yet
sufficient, complete and detailed documentation.

1 Thirdly, they are puzzled by the technical jargon used during the troubleshooting
stages, as they find themselves mediating between the IT staff of UVIGO and the
development teams of the 3rd -party service provider.

Finally, it is important to highlight the fact that part of the IRO staff has non-permanent

contracts, so they may leave their current positions in the future, despite the ample know-how

that they have accumulated. The quality of the documentation and the streamlining of the

processes are key to ensure smooth transitions, which falls under the responsibility of the IRO
directors.

d) Economical Challenges (the cost of connection, sustainability etc.)

So far, the digitization processes have been supported by national and regional funds, but even
so the University has to invest significant amounts of resources of its own. There is substantial
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evidence that this serves to attain improvements and savings, but there may be risks ahead

related to the increased rel i ance on technologi cal means that
control . Apparentl vy, there is always O0one mor e
looming ahead, and HEIs play the role of plain consumers. Any future updates will have to be
implemented in order not to be left out, and they will come along with invoices from the 3 ™

party providers. In many cases, there will be no real possibilities to switch to alternative
companies because of all the time, effort and resources previously investedto make the
formerds solutions wwousksystemgget her with the in

Case of the University of Naples Federico Il
a) Institutional (legal procedures and permissions) level work related to the subject

Since 2014, when Erasmus+ program started (20142020), University of Naples Federico Il
(UNINA) hasused an Excelbased management tool for the realization of Erasmus mobilities.
Starting from 2022, UNINA looked at valuable alternatives to make more efficient Erasmus
mobility management, finding in an external provider, the resolution of several Erasmus
mobility issues. However, the connection of UNINAG systems to EWP hasa pivotal role in the
experience of data exchange systems among SUDTE partners and HEIs overall. Following the
EU policy about the digitalization strategies, the Italian context also revealed a particular
attention to the new digital era for data sharing p urposes. Indeed, HElIs in Italy usually prepare
a comprehensive Strategic Plan in which digital transformation is included. Nevertheless, not
all institutions have had the exact knowledge about this topic and benefits of technology usage
in the institutions have not been realized yet. All the activities concerning EWP are carried out
through a process that transfers the data of institutions and individuals who want to benefit
from mobility to the other institutions. For this reason, various legal regulations have been
made for data sharing among partners and need to be made across European HElIs, in general.
Due to issues such as validity of digital signatures, data sharing and recognition, various
problems have been experiencedslowing down the data exchange between HElIs.

b) IT Team (Experiences, challenges)

Regulations regarding processes such as digital signatures, OLAs, llAs and automatic
recognition, permissions-approvals and determinations required for connecting to the EWP
network have been carrying out by U NI N A deam able to servethe institution having more
than 10 thousand students and with high level of expertise and technical infrastructure. . As
stated above, University of Naples Federico Il (UNINA) based all the management of Erasmus
flows on Excelbased management tool for the flows derived by student mobilities. Such tool
implies a manual updating on excel files, which might be prone to several impeding err ors. For
this reason, being such tool highly underperforming . Sarting from 202 2, UNINA used a 3rd
party provider, to manage most of the activities related to Erasmus mobility. Since the
implementation of this support is very recent, we can consider this assistance as still
cexperimentalb . As we write, a part of international st
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of the external provider and hence still exist excel files. Thus, we can consider such
management tool for Erasmus mobility as a hybrid that allows a next step to the full digital
commitments about Erasmus mobilities. With the 3rd party provider, UNINA believes that it
will be able to satisfy the needs that the previous system required. For instance, ceate a
network that will enable all the data repositories in whatever form to communicate with each
other, either exchange structured data and not primarily documents (e.g., scans)or manage
the authentication of servers and users. However, regarding the first early results achieved by
the UNINAG third -party provider has implemented all the requested APIs tested and released
in 2022. Such reached goal represents the main aspect to underline the improvement in data
exchanging activity about the digitalization of Erasmus+ activities. They achieved such results
according to the methods required by the EWP project specifications, having developed server
side APIs that are queried by the other partners to retrieve the requested information. Also,
they integrated the support forthe p a r t MRl irsaider to import all the requested data in
their mobility digital module.

c) International Relations Office (Experiences, challenges)

The effectiveness of data sharing among HEIls is also capable to influence the activities of IRO
staff, boosting the communication among this office and several stakeholders involved in EWP
objectives (department staffs, Coordinators, IT Teams, Teachers). This activity should be
monitored in a coordinated manner so that the digitalization processes and digital platforms
developed for the Erasmus+ programme can be used in a healthy way. In factthe Intellectual
Output 3 of the SUDTE Projectrevealed that on one hand the level of awareness of
digitalization process and digital skills for data management related to EWP is still inadequate,
on the other hand t hat IRO members wish to get a better data exchanging expertise.

d) Economical Challenges (the cost of connection, sustainability etc.)

Being aware of the importance of data sharing for Erasmus+ purposes, Italy and the EU in

general canadmit that their objectives on this novel issue are both broad and somewhat tricky.

Despite the cost of connection are generally high due to both a technical infrastructure not
fulydevel oped and a degree of stakehol dersd6 expert
digitalization process has been directed on an interconnected and sustainable digital society,

on a fair and competitive digital economy in which digital data substitute s paper, and an

Europe as a global digital player that works for people.

Case of Izmir Institute of Tech nology

Izmir Institute of Technology (IZTECH) has been using the Dashboard system to join the EWP
network since the beginning of this project but by the end of this project, IZTECH has
connected its in-house system to the EWP network.
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a) Institutional (legal procedures and permissions ) level work related to the subject

IZTECH has been using an irhouse system to accept student applications to Erasmus+
mobility programs since 2016. IZTECH is one of the few HEIs iff trkiye that employs an online
application system produced by the IT department of the institution to accept and manage
Erasmus+ applications. IZTECH has joined the SUDTE project with the aim of connectings in-
house student application system to the EWP network. This aim had full support and
commitment from the upper management as the only technical institute in Turkiye, because
being a frontier in digitalization and information technologies is among its institutional goals.
Therefore, | Z T E QHdepartment joined the project and started writing the necessary
infrastructure to connect to the EWP network.

IZTECH started receiving Outgoing Erasmus Student Study Mobility applications through an
online in-house system designed by its IT staff in 2016 to save time and paper. Applications
for Outgoing Student Placement Mobility and Outgoing Staff Mobility ( of both administrative

and academic staff) were received through another software purchased in 2016. Due to the
high number of Outgoing Erasmus Student Study and Placement Mobility applications, and to

the overlapping situations of the two mobility, the idea of creating a Joint Online In -house
Study and Placement Mobility Application System emerged in 2019, and the works towards
creating one st ar t dagehm and IntBreaodal OfficeZslatt Iield & seriek of
meetings and workshops together to design a relevant system that could meet the needs of

the International Office (I0). CGPA®6 s ( Cu rRailt Average) ef th&applidast IZTECH
students, were automatically retrieved from the system thanks to the integration of the in -

house system with the IZTECH Student Information System. The irhouse system checks the
eligibility of the student application s and eliminates the ones that do not meet the application

prerequisites. In this way, ineligible applications are not included in further steps such as
placement.

As stated above, at the beginning of this project IZTECH was connected to the EWP network
through the Dashboard, and this connection was established by the IT department.In order to
plan for the development of the necessary software to establish the connection between the
in-house system and the EWP network several meetings have beenheld between the IT
department and the IO. It is important to note that, in terms of administration 10 works under
the guidance of the Advisor to the Rector on Internationalization while IT department works
under the Vice Rector. Therefore, internal communication meetings had to be conducted with
all parties involved. Due to unforeseen circumstances, three software developers involved in
developing the required software quit the IT department during the SUDTEproject. Therefore,
a request for a solution was directed to the Computer Engineering department which led to
two professors joining the project. However, due to data privacy and legal issues, only the IT
department had the necessary permissions to test the system. Thereforetheir involvement in
the project continued to some extent.
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b) IT Team (Experiences, challenges)

The following problems were encountered by the IZTECH IT team in their IZTECHEWP
integration work:

1 Forthe EWP integration, there isinformation confusion at the stage of connecting to
the network, as there is information about the application on different web pages,
but it is difficult to find access to the main application page.

1 The codes shared by the EUF on Github are written only in Java; there are uniusities
in Turkiye and in the world that use C#(.Net Core), but no sample codes were found
in C#(.Net Core).

T No contact point has been found that provides technical support directly to
universities in Europe for the integration of EUF's relevant services.

1 Once the initial software is developed the next step is testing. Testing gives an
indication of whether the software works as intended. However, it is impossible to
test a feature because of the system design of EWP. It requires another partner to be
able to test, where almost none agreed to do it since it is seen asa waste of time on
their side.

c) International Relations Office (Experiences, challenges)

After the announcement of the EU Commission about the roadmap for the digital
transformation in Erasmus+, IZTECH initially chose the simple Dashboard connection to start
the digitalization project. As stated above, IZTECH has been using an irhouse student
application system to collect Erasmus+ application. Within the scope of the SUDTE project
establishing a connection between the in-house system and EWP was envisioned. This way the
EWP connection can be designed inamoreusetsf r i endl y way. To this end,
and 10 staff gathered together to establish the in-house system. Since the inhouse system
was designed together with the IT Team and the 10 staff, no additional training was required
for the 10 staff. Another advantage of the in-house system connection is that problems
encountered can be forwarded to the IT department and minor problems can be solved rapidly.
However, due to the technical challenges involved in the EWP connection,IZTECH hasot yet
completely connected to the EWP network. Therefore, IZTECHneeds to use the Dashboard
connection to complete some actions.

d) Economical Challenges (the cost of connection, sustainability etc.)

Connecting | Z T E @Hhoduse system to the EWP network proved to be significantly more
challenging than initially foreseen. In addition to the technical challenges stated above, three
of the four software developers in the IT department quit job unexpectedly, and although
IZTECH received supportfrom its Computer Engineering department, continuing to develop a
project on unfinished code has had its own significant challenges. While the initial investment
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cost for connection of the in -house system has been significantly lower in comparison to the

3rd party service providers, the maintenance can be a problem for smaller institutions with

small and busy IT departments There will be constant improvements in the EWP network as
such an ambitious project will definitely require regularly updating the in -house systemdue to

the needs of the significant number of institutions involved. Therefore, updating the system
so asto keep up with the EWP network will be a challenge for a small IT department. In addition,
testing is a significant problem as stated above, finding constantly testing partners to check on

the EWP connection is going to be very difficult. Overall, while using an in-house system has
many advantages and can be very userffriendly, in the long run, the maintenance of such a
system puts too much pressure on a small IT department. It might be more feasible for a larger
university with a bigger IT department.

Identification and access management of users

The success of the digital transformation process that the Erasmus+ programme is undergoing

|l argely depends on the involved institutions® a
across multiple institutions. The unique identification of students will make sure data sets which

are transferred between institutions are made available to the appropriate students and

departments via the developed online services.

In the context of the MyAcademiclD project®, led by the EUF, the format of the ESH was
standardised with the support of National Research and Education Networks and European
stakeholders like Géant. The adoption of a common standard for a ESlIwas of paramount
importance to ensure interoperability between information systems involved in managing
student mobility and student services at large.

The decision to implement the ESiwill remain with the institutions which decide on whether to
release or not this specific attribute when student authenticate on an e-service (like the
erasmusapp.eu) using their home student account via eduGAIN. This architecture ensures that
there is no central platform for storing all the ESIsand therefore maintains the autonomy of
the HEIsin this regard.

The institutions are invited to start releasing the ESleither through the National Research and
Education Network in their country 2 or, if such a membership is not possible, via the Identity
Provider of last resort® built to serve institutions which cannot be part of eduGAIN.

10 https://myacademicid.eu

1 hitps://wiki.geant.org/display/SM/European+Student+Identifier

2 https://about.geant.org/membership/membersssociategieneratassemblyepresentatives/#National
13 hitps://wiki.geant.org/display/SM/IdP+of+Last+Resort
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The technical documentation regarding the European Student Identifier'* and the identification
and access management platform™ to release the European Student Identifier can be found
on the Géant Wiki.

14 https://wiki.geant.org/display/SM/European+Student+Identifier
15 https://wik i.geant.org/display/SM/MyAcademiclD+Identity+and+Access+Management+Service
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Guiding Students

The Online Learning Agreement (OLA)

The Online Learning Agreement (OLA) is

the digital solution built in EWPfor the

. most important steps of Erasmus
‘\@WAcademich mobilities:  correctly managing the
Learning Agreement (which sets out the
programme of the studies or the
traineeship to be followed abroad) so as
to ensure recognition of the ECTS earned
without any  further  recogni tion
requirements. The Learning Agreement
il i must be  approved by the
student/trainee, the sending

institution/organisation/enterprise and

the receiving counterpart before the start
2 | of the exchange. Changes can be
SO requested ~ exceptionally for various
e o reasons ater the exchange has started,

but only once.

Login with

Examples: University of Bologna, name@auth.gr, Unimib

or

Login with eIDAS

(o)

The OLA is the most convenient way for students/trainees and management offices to create,
edit and approve Learning Agreements online, have them signed and proceed with updates.
There is no need for any part to print the resulting documents, which look online exactly as
they would on paper. The OLAs are always available on theEWP platform to check and
download.

Logging into your OLA Platform

At https://learning -agreement.eu/ there are three options available to access the OLA platform,
as shown in the snapshot below:

w Logginginvia el DASO0élL bet rEdJdisc | Denti ficati on,
Ser v ipatosnd implies using the digital national ID infrastructure of the
studentds/tr8ineebds country.

16 As of August 2022, thisssipported for Belgium, Croatia, the Czech Republic, Denmark, Estonia, Germany,
Italy, Latvia, Luxembourg, Portugal, Slovakia and Spain.
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w Logging in via eduGAIN (the OEDUratedn &Shbodia

using the academic credential sHEtWanaged
w Logging in via Google requires using the authentication services provided by Google

in the first place, and some additional checks afterwards.

All three options lead to the MyAcademicID platform, which first asks for a double -check of
the name and email address. Then, the applicant can agree to the terms of the MyAcademiclD
Acceptable Use Policy®. Finally, the applicant must provide some personal information as
shown below to create the MyAcademiclD account, and agree to the Terms and Conditions™®

as well asto the Privacy Policy°.

My account

My Personal Information

Firstname * Lastname *
Date of birth * Gender * Nationality *

dd/mm/aaaa (m] - Select a value -

Field of education * Study cycle *

| have read and agree to the Terms and Conditions and Privacy Policy *

Creating an OLA

Once logged in, the student/trainee can notice that, back on https://learning -agreement.eu/,

the header of the web page now offers links to browse his/her existing learning agreements (if

any) to revise the account information, and to log out.

17 As of Augus2022, this is supported foklbania, Austria, Belgium, Croatia, the Czech Republic, Denmark,

by

Estonia, Finland, France, Germany, Greece, Hungary, Ireland, Italy, Latvia, Lithuania, Moldova, Netherlands,

Norway, Poland, Portugal, Slovenia, Spain, Swedetgeland, Turkiyeand the United Kingdom.
18 Available ahttps://wiki.geant.org/display/SM/Acceptable+Use+Policy

19 Available ahttps:/learning-agreement.eu/termsconditions

20 Available atttps://learning-agreement.eu/privacypolicy
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Then,

t he

a new Learning Agreement.

Upon

0 My eleenaernntisn6g oapgtri o n

takes to

See the status of your Online Learning Agreement to successfully finalise it with the sending and receiving

You have not created any Learning Agreements yet

university.

a

clicking

t he

0Creat e

Newbod

button,

page

t he

As of August 2022, the following three options are available, in the expectation that new types

will be added in forthcoming updates:

w SemesterMobility ,
w Blended Mobility with Short-term Physical Mobility ,
w Short-term Doctoral Mobility

Semester Mobility

Discover a new culture and gain
new experiences by going on
traditional academic mobility of
between 2 and 12 months at
another higher education
institution! Be sure to check out the
possibility to upgrade your mobility
experience with optional virtual
components (e.g. online courses)
next to your academic experience
on campus.

Blended Mobility with Short-term

Physical Mobility

In case regular semester mobility is
too long or otherwise inaccessible
for you, experience short-term
blended mobility! This format
foresees between 5 and 30 days
of physical mobility at another
higher education institution

witha
virtual component.

pulsory

Short-term Doctoral Mobility

Develop your skills and find
contacts by going on short-term
doctoral mobility of between 5
and 30 days at another higher
education institution! To enhance
the synergies with Horizon Europe,
doctoral mobilities can also take
place in the context of Horizon
Europe funded research projects

Each button takes to subsequent pages tailored to the specific Learning Agreement that is
needed, going through several stages as shown below for the case ofSemester Mobility (note
séctiomip Blemaded Mabibties and Short-term Doctoral

that thereisn o

Mobilities options):

oVirtual
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Student Information Sending Institution Receiving Institution Proposed Mobility Virtual C s Commitry
Information Information Programme

w Under oO0Student I nformationo, the applican
indicate the academic year in which the mobility is intended (which may not be the
current academic year).

Student Information

Virtual C C

P
Information Information Programme

Academic year *

2022/2023

First name(s) * Last name(s) *
Email *

Date of birth * Gender * Nationality *

dd/mm/aaaa m] Undefined

Field of Education * Field of Education Comment Study cycle *

Short cycle (EQF level 5)

w Under 0Sending Institution Information6,
institutionds country, name and faculty/ depa
Responsible Person at the Sending Institution : an academic who has the authority to
approve the Learning Agreement, to exceptionally edit it when it is needed, and to
guarantee full recognition of the programme at hand on behalf of the academic unit in
charge. This information is normally given by the institution to the applicant as part of
his/her nomination process.

1  The applicant can optionally designate an Administrative Contact Person , i.e.

a person who provides a link for administrative information and who, depending on the
structure of the HEl may be the departmental coordinator, or works at the IRO or
equivalent unit.
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Student Information  Sending Institution  Receiving Institution  Proposed Mobility  Virtual Components Commitment

Information Pr

Academic year *

2022/202
Sending Institution

Country *

I ;

Sending Responsible Person Sending Administrative Contact Person

First name(s) * First name(s)
Last name(s) * Last name(s)
Position * Position
Email * Email

Phone number Phone number

1  The tool has an auto-complete feature for the country and Sending Institution,
but the responsible persons must be filled in manually with the data provided by the
institution.

Sending Institution

Country *
Spain x

Name *

viga

Universidad de
Conservatorio Superior de Musica de
I. E. S. Politécnico de [ ]

w The process i s repeated under ORecei ving
institution with which the applicant intends to engage as part of his/her Erasmus+
experience.
w  After providing the institutional information, the applicant can build his/her
mobility program by indicating th e Learning Components (e.g. courses at universities)
that s/he intends to take as part of the Erasmus+ experience, and which ones will be
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recognized in exchange. The details about learning components should be provided by
both the Sending and the Receiving Institution (e.g. in the form of course catalogues).

1  Aside from the learning components, the form first requires the start and end
dates of the mobility, as well as the language of instruction at the receiving institution

andt he studentds/traineeds | evel of | anguage ¢
speaker).

1  The student/trainee may add web links to the course catalogues at the Receiving
and Sending Institutions, where the learning outcomes are described. She may also
provide a link to a web page describing the provisions to apply in case s/he does not
complete successfully some educational components.

@ © © 0
Student Information ing Instituti Instituti Proposed Mobility Virtual C Ci
Information Information Programme
\cademic year *
2022/2023
Planned start of the mobility * Planned end of the mobility *
id/mm/aaaa (] jd/mm/asaa (=]
Table A - Study p atthe a9
No Component added yet
Web link to the course catalogue at the Receiving Institution describing the learning outcomes: [web link to the relevant info)
The main language of instruction at the Receiving Institution * The level of language competence *
Table B - ognition at the g institution *
No Component added yet.
Add Component to Table B
Provisions applying if the student does not complete successfully some educational components: [web link to the relevant info]
Web link to the course catalogue at the Sending Institution describing the learning outcomes: [web link to the relevant info)

1  The learning components at the Receiving and Sending Institutions must be
entered manually, one by one, by clicking on
(for the receiving side) and OAdd Component
requested information, as shown on the right, i ncludes the component 0

the number of ECTS to be awarded or recognized, and the semester.
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lable A - Study programme at the Receiving institution *

Component to Table A

Component title at the Receiving Institution (as indicated in the course catalogue) *

Number of ECTS credits (or equivalent) to be
awarded by the Receiving Institution upon
Component Code * successful completion * Semester *

- Select a value - #

Add Component to Table A

o 124 © O -0

Student Information i stituti ivil Proposed Mobility Virtual Compx
Information Information Programme

Academic year *

2022/2023

Table C

Component to Table C

Component title or description at the Sending Institution *

Number of ECTS credits (or equivalent) to be recognised by the Sending
Component Code * Institution *

Short description of the virtual component *

Automatically recognised towards student degree

Automatic recognition comment

Please add the Table if you wish to indicate virtual component(s) at the receiving institution before, during or after the physical mobility to further
enhance the learning outcomes.

Add Component to Table C

T oVirtual Co mp oSemesterMdbilitf/)onast be indicated in case the
applicant intends to take additional online learning components before, during or after
the physical mobility to build up a richer experience. The forms allow indicating the ways
of recognition at the Sending Institution as above, making up a Table C.
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w The final step is to sign the LA, agreeing to a text that highlights the
requirements of the applicant, the Sending Institution and the Receiving Institution, as
well as the applicantds rights as a student gc¢
thedSign and sendd butt onQLAtb theeResppnpibleiPerason it s ends
the Sending Institution for review.

Al three ¢ € eer Frongements, thereby

ensuring rec on = oad without any further

o © © O o o

Student I %] iving itution ility Virtual Components Commitment
Information Information Programme

Academic year *

2022/2023

Commitment Preliminary

By digitally signing this document, the student, the Sending Institution and the Receiving Institution confirm that they approve the Learning
Agreement and that they will comply with all the arrangements agreed by all parties. Sending and Receiving Institutions undertake o apply all
the principles of the Erasmus Charter for Higher Education relating to mobility for studies (or the principles agreed in the Inter-Institutional
Agreement for institutions located in Partner Countries). The Beneficiary Institution and the student should also commit to what is set out in the
Erasmus+ grant agreement. The Receiving Institution confirms that the educational compaonents listed are in line with its course catalogue and
should be available to the student. The Sending Institution commits to recognise all the credits or equivalent units gained at the Receiving
Institution for the successfully completed educational components and to count them towards the student's degree. The student and the
Receiving Institution will communicate to the Sending Institution any problems or changes regarding the study programme, responsible persons
andjor study period.

Clear

By ciicking on "Sign and send” you also give express consent for your personal data contained herein to be transmitted to the HEI or Organisation of
destination.

nline Learning Agreement 1o the Responsible person at the Sending institutior

Back inhttps://learning -agreement.eu/, the applicant can browse the list of OLAs he/she has
created, with a Status field indicating whether they have been signed, modified or rejected,

and a timeline that allows viewing and comparing successive versions. The final status for an
approved OLA is o0Signed by both coordinatorséo.
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Making Changes to the OLA

An applicant cannot edit an OLA after submitting it. However, coming further in his/her
mobility experience, he/she can request exceptional changes for various reasons, butonly
once.

When the OLA has got to the 0Signed by both coo
OApply Changesdé opt ihitps:/l@eaming-dyeempriai/ethatulistsdhes/her
OLAs. Clicking on it, subsguent forms allow the following actions:
w Changing the starting and ending dates of the mobility.
w Changing the information of the Responsible Person and the Administrative
Contact Person at the Sending Institution and the Receiving Institution.
w Revising the learning components at the Receiving Institution, the recognized
components at the Sending Institution, and the table of virtual components. The initial
tables remain unchanged for future reference.
w  The applicant can select which components fom the original tables should be

del et ed, specifying t he reasons for t he cha
component i s not available at the Receiving I
language than previously specified in the course catab g u e 6 , OTi metabl e co
00t her 6) .

w The applicant can add new component s, c h
del eted component 6, OExtending the mobility p

The applicant can finally sign the request for changes, agreeing to a text that highlights
requirements and rights. By clicking on the sending button, the applicant sends the changes
to the Responsible Person at the sending institution for review.
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Erasmus+APP

The Erasmus+ App will guide you through your mobility journey and allow you to find all the
relevant information and services to make your exchange more enriching and smoother.
The Erasmus+ App is owned and funded by the European Commission, and it has been
developed under the 30 Years of Erasmus Campaign and is being fither enhanced as part of
the EuropeanStudent Card Initiative. The aim of the application is to become the single point
of entry for participants to access information on Erasmus+ opportunities, as well as to guide
them through the processes surrounding their mobility and give them access to information
and services.

How to access

1. You can access the Erasmus+ Apptttps://erasmusapp.eu/profile ) via EU Login by setting
an account with your credential.

Erasmus+ Journey Before application ‘

— Before application _

Login to follow your Erasmus+ journey

EU Login

eduGAIN

Erasmus+ at your
Fingertips!

2. After registering, click on your profile icon and enter more information about your Erasmus .
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My Profile Settings

o Ilaria Martino

My Erasmus+ Programme

— Before application

Higher Education Study Mobility

Not specified
Higher Education Study Mobility
Higher Education Traineeship Mobility

Erasmus Mundus
Erasmus+ at your Vocational Education and Training (VET)

Finnartine! === ] Vaiith Fvrhannac -—

3. Alternatively, you can also access via your academic credentials(eduGAIN) which is the
login provided to you by your HEland will allow you to connect to multiple Erasmus+ online
services.

— Before application

Erasmus+ at your
Fingertips!

4. From the Erasmus+ App, you willbe connected to where you can access with your
eduGAIN account.
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\&'MyAcademiclD
Login with
Examples: University of Bologna, name@autt

or

a Login with elDAS

G Login with Google

SIUBOULE 111 IWEN 111 T FICUVIVER LU

VERSITA e STUDLs

b || iEDE-Z)CC| Accedi a MyAcademiciD IAM Service
7 UPPORT
S84 RISORSE Ide
W o

— garr aal
DOCUMENT

' CENTRO DI ATENEO PER | SERVIZI INFORMAT IVI

-~

Acced

* a€cedi con utente completo di
Sunine.R ¢ Gotudentiunine & In ca80 (h Mancato accesso effettuare § reset della password

Before application 0 Y

1l

https://www.youtube.com/c/ESNInternational

5. Once you have logged in with your
eduGAIN credentials, you will come to
this screen asking you to re-enter your
credentials to authorise access

If you do not have the eduGAIN account,
ask your coordinator if your university is
already part of the eduGAIN community
(most probably it is) and how you can get
your credertials.

How to Connect and Communic ate
with other Erasmus Students

Erasmus+ Journey section

In this section you will find a line with each
step of your Erasmus experience:

a. Before application,
b. During application,
c. Before you go,

d. During mobility ,

e. After mobility

a. Before application

You may find the local Erasmus Student
Network (ESN) section or a similar association
at your institution.

These associations are run by volunteers who
have often been on a mobility period and are

happy to give you tips and advice as well as
help you throughout y our Erasmus+ mobility.

Look out for them before you leave as they can

have very valuable insights to share regarding

your preferred destinations!

The $gle Digital Erasmus+ GuidebooR]


https://www.youtube.com/c/ESNInternational

U Go to the tab on the upper left on App+ or click on https://era smusapp.eu/journey,
it Click on Erasmus+ Journey and then cl

associationbo

Erasmus+ Journey Before application

Erasmus+ Journey

— Before application

Before application
Erasmus+ at your

Fingertips!
Inform yourself >
# General 221
Find out about living costs >
Check the deadlines >
o LeTla BENABDALLAH shared Reach out to your local Erasmus+ association >
aTip ?
1 month ago

U Click on Erasmus Student Network (ESN)

Erasmus+ Jourmney Before application

Reach out to your local Erasmus+
association

|

= Before application

Erasmus+ at your

Fingertips!
4 Genera 221 Find the local & Erasmus Student Network (ESN) section or a similar
assoclation at your Institution
These associations are run by volunteers who have often been on a
mobility period and are happy to give you tips and advice as well as help
Lella BENABDALLAM <hared you throughout your Erasmus+ mobility. Look out for them before you
c amp V leave as they can have very valuable insights to share regarding your
1 month ago

preferred destinations
Tiwrkau!

U You will be on the ESN offidal website (https://esn.org/sections ). Through the map
you will be able to find your ESN section
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3¢ESN

Erasmus Sndent Netuerk: ABOUT BLOG FORSTUDENTS MEDIA POLICY PROJECTS EXTERNAL RELATIONS ESN AWARDS

Find your ESN section

000000

Powered by Juicer.lo

b. During application

In this section you will find all information you need for the preparation of the application
documents.For exampl e, if you click on o6get your OL
about what the use of this important document is.

Erasmus+ Journey

Get your Online Learning Agreement signed.
During Application

! . . This step is crucial for the recognition of your

Discover possible study destinations >

successfully completed courses abroad. The
Contact your Erasmus + Coordinator > . X

Online Leaming Agreement defines the
Select ferred host instituti > i 3

B ety programme of studiies you willfollow abroad and

Finalise your application to go study abroad > what courses they will replace in your study
Get nominated > programme at home upon your retun. It must be
Aol oA Hst EiSURIaH 5 approved by you, your home institution and your
R ; host institution before the start of your mability.
Get your Online Learning Agreement signed > . i .

The Online Learning Agreement consists of all of
Get your Grant Agreement signed > T ROo! Loy LI | TP NPT gy | R S | 1 O 01 1 P |
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c. Before you go

This section reminds you of everything you need to do before you leave, based on the country

you are going to and the city you will livein .F o r
l evel 0, w ithle Dnlirfe iLingdistid Suppért (ALE) website to keep up to date

on how you can test your language level.

you

Before you go

Read the Erasmus Student Charter
Assess your language level

Assess your Erasmus+ skills profile before
mobility

European Health Insurance Card

Make sure you get your Visa and
Residence Permit on time

Find your buddy!
Look for accommodation

| booked my travel

exampl e, i f

Assess your language level

Make use of the Online Linguistic Support.

you

cl i

The Online Linguistic Support (OLS) is designed to

assist Erasmus+ and European Solidarity Corps ‘

d. During mobility

This section involves information that you need to know during your experience. One of the

mo s t

i mportant thi

During mobility

Arrived at the destination - Touchdown!
Stay safe
Get in touch with your host university

Reach out to your local Erasmus+
association

Update your Online Learning Agreement
Improve your language skills

Explore! Learn! Discover!

Get involved and engage!

Share your Erasmus+ experiences!

Say good-bye!

ngs
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yoOLAdonot

Update your unuine Learning
Agreement

Upon arrival, make sure your Online Learning
Agreement is still up to date. At this stage, you
can submit a request to make necessary
amendments to your Online Learning Agreement
(via www.learning-agreement.eu or via the
mobility software supported by your institution) if
the courses you initially selected before your
departure have changed or have been cancelled
Whenever the Online Learning Agreement is
changed, it must be approved again by each of
the three parties (you, your home institution and
your host institution). Changes must be notified
and agreed upon within five weeks of reqular
classes starting

¢ Clnca & o Shara

forget

ck

on

S



Erasmus+ Journey ‘
e. After mobility @ in this section |
there is all you need to know Baok your retum trip >
when your experience will finish
. After mobility ‘
and you will be ready to come
baCk home! Contact your home institution >
. Get your mobility recognised R >
For exampl e, i f you click on oOget
your mobil ity r ecog n Pognetgghemobiyhesigractedy i | ]
i i i you and your skills!
find information on how to get ‘
your unlverS|ty to recognlze the Complete the Erasmus + Participant report >

examinations you have taken

Join a home Erasmus+ Association >
abroad, converting the marks you
have obtained and the credits you AR youF Erss enthusiesmd :

have earned. Start another Erasmus+ experience! > ‘

How Can | get a European Student Card

From your account, you can click on the card icon.If you initially logged in via your eduGAIN
account, you will have the possibility to choose your image to upload.

Your European Student Card

Erasmus+ Journey Before application

We need to access your camera to take a photo

Your European Student Card . P
for your European Student Card. Please follow the

= Before application

instructions below:

To generate your European Student Card you need to log in with 1. Position your face in the centre of the screen
your eduGAIN account If you have correctly logged in with

2. Remove anything obscuring your face (e.q
eduGAIN but cannot generate the card, your Higher Education

nstitution s not releasing the European Student identifier yet sunglasses, hats, scarves etc,)
3. Make sure the lighting is good and your face is

clearly visible

Update your picture

Erasmus+ at your

Finaertios! Scegli file  Nessun file selezionato

Finally, you will get your European Student Card
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Your European Student Card

ILARIA MARTINO

If you did not log in with your eduGAIN account, you will find above how to log in and thengo
back to the card icon and get your card.

Other Features

The Erasmus+ App provides support to Erasmus+ mobile students participating in Higher
Education studies, Higher Education traineeships, ErasmsiMundus, Vocational Education and
Training and Youth exchanges before, during and after the experience.
The Erasmus+ App currently offers the following features :
Access useful and structured information on the opportunities available under the Erasmus+
umbrella in one place in all EU languages, proving the great added value of the multilingual
app:
w Keep track of the preparations for your mobility abroad, the tasks you have to do
while you are away, as well as the ones needed upon your return, by usingthe
Mobility Journey checklists;
w Find nice events and discounts near you from local student organisations;
w Read useful tips and stories written by other Erasmus+ participants and even submit
your own;
w Find relevant services supporting your mobility experience;
w Status updates and notifications from relevant student services;
w Providing digital application procedure for Erasmus+ study mobility participants
directly through the App;
w Support for generating a digital European Student Card via the App+.
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Guiding Coordinators and Staff

The Erasmus Dashboard

The Erasmus Dashboard (also known as the Erasmus Without Paper Dashboard) ésdigital tool
available to the HEIsin Europe. The Erasmus Dashboard is specially designed for institutions
that do not currently use any digital solutions to manage their Erasmus+ mobility
management. Developed with the support of the European Commission, the Dashboard can
be utilized by the HEIs as a tool to managetheir Erasmus+ mobility as per ESCI oadmap.

Dashboard offers the HEIs to review, decline, comment, download and sign incoming and
outgoing students Learning Agreements online. In addition, the Dashboard connects to the
European Commission's Erasmus+ Mobile App, allowing the coordinators or staff to
communicate with the incoming and outgoing students directly via the App.

The Dashboard started hosting an EWP IntefInstitutional Agreement Manager in 2020. This
allows for the establishment of 1l1As through the Dashboard.

Erasmus Dashboard also allows for HEIfcross Europe to indicate their Erasmus+ Covid19
Mobility Status that is freely acchaps:gcovldune- t o
foundation.eu/ .

The Erasmus Dashboard is @owerful online tool available to all European HEIdree of charge.
How to Start Using the Dashboard

When working with the Erasmus Dashboard, it is important-to keep in mind that each can only
have one institutional account held by one person, and that is usually someone in the
International Office or the Erasmus institutional Coordinator. #f you would like to get an

account, please contact your International Office as they have most probably already registered
your institution in the Erasmus+ Dashboard. The institutional account holder can give access
to as many users as needed in the institution and the following parts will shed light on this

more in detail.

In the sidebar of Dashboard, on the left, you can see all the Dashboard sections and this
guidebo ok will go through each one of them with more details.

Introduction and General Information

I n the OMy Universityo sect i oneethe badiedata of gonre r a |
university such asthe name and the Erasmus code. Please note that the name that appears

here was extracted from the official Erasmus Charter holder list, published by the European
Commission, soit cannot be changed in any way before a new list is published.
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Getting an Ins titutional Account

1. | f your institution

i s not rhigpg: fwsw.erasreug-

dashboard.eu/institution/reqistration  ( St ep 1b)

a. Log in with your email and password.

b. Register: Only one main institutional account needs to be created per HEI
(please remember to use an institutional email address), which can then
nominate other staff members to use the Dashboard. Once your main
institutional account has been validated by the EUF, you will receive an email.

Erasmus Dashboard

Erasmus Dashboard is a tool designed
to supporkt HEIs with the administration
of mobility. It allows you to manage
incoming and outgoing students, sign
and review their Online Learning
Agreements as well as communicate
with students and partner institutions.

Less paper. Less time wasted.
And this is just the beginning!

*To get login credentials, please
register and wait for account validation
notification from the European
University Foundation

2. If you encounter Duplicate Registrations
follow the steps below:

Additional registrations cannot be submitted
if the HEI already has the main institutional
acoount (pending or confirmed). If a message
below appears, please contact themain
institutional ~ account  holder  and/or
International Relations Office to gain access
to the platform and see more information
about granting permission to the staff
members of the institution in section below.

Login
[Email |

| Password |

Forgot password?

Institution registration
% - Contact phone - instituti
Contact email - institutional

Institutional website

 Select country of institution |

\ (City) select a country First |

| (Institution) select a city first |

[J I have read and agree to the
Privacy Policy and Terms
and Conditions

Thank you for your interest in the
Erasmus Dashboard. The Higher
Education institution you indicate
in the registration data already
has an Erasmus Dashboard
account.

IF you are trying to access the
Dashboard as a staff member to
sign/validate a Learning
Agreement, please get in touch
with vour international Relations
Office or the main institutional
account holder, who can give you
the necessary access to the
system. Please also see more
information here
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Opening Other Accounts
Staff Accounts

Once the validation of the main institutional account is confirmed, the HEI3 main account can
create as many individual accounts for their internal use as necessary, according to their specific
management structures.

I'n the Erasmus Dashboard, under OAccounts and Ac
main international office or the Erasmus institutional coordinator) can design accounts and

allocate access to the university staff depending on the task. In the Erasmus Dashboard, each

university has only one institutional account. It is possible to make different types of accounts

tailored for different kinds of accesses. For example, an account can be created only to view or

sign and upload OLAs. Itis also pos#ble to create an account that can itself create and manage

other accounts. The institutional account holder is not allowed to sign OLAs but it can create

another separate account for managing OLAs, which might be necessary for smaller institutions

where one single person handles everything. The institutional account holder does not show

in the overview either.

HE | & s acooant aan internally assign different roles (e.g. manage the student lists or fill in
the information about the HEI that will be displa yed in the Erasmus+ App etc.) to their staff
members. These staff members can include coordinators, academicand administrative
personnel. The assignment process will result inan e-mail notification to the staff which

includes an invitation to the Erasmus Dashboard. After accepting this registration invitation,
staff members will be directed to the Erasmus Dashboard and invited to create their login
details to access the platform. Once the account isset up they can use it according to the
permissions originally given to them.

The holder of the main institutional account can manage the list of staff members and their

permissions at any time, as well as nominate more people involved in the organization of

mobility. To match the specific working patterns in each institution, different levels of access

to the Dashboard can be determined and associated with the rolesii e . g . an O0Admini s
role allows to upload lists of nominated students and communicate with student s, but not to

create extra accounts or consent other colleaguesaccess to the Dashboard (see illustration

below).

When accounts are created for new colleagues to access the Erasmus Dashboard, they will
receive an automatic notification to generate their own password, which means they will have
their own login credentials.
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Multiuser access

I | I Select multiple permissions:

Role name Permissions

Managing students
Uploading students
Editing general info

Faculty Coordinator

Creating accounts
Editing step by step

Uploading students
Editing step by step
Managing students

Administrator

Account management &)

||

Name Email Phone nr

Woeo%. e @unieu #1250 %

e RO X Qunieu #1290

Rol
Administrator

Faculty Coordinator

e Action

EWP Connection Settings

In order to exchange data through the EWP network, you need to tick the box to give consent
of the exchange of data. This can only be done by some people in the institution. There are
three boxes to be checked: the two ones refer to the use of IIA Manager, and the third one is

for the OLA. These are al | HEbwilise thoErasmue Bashboardd e f a u |
for the EWP connection, you need to switch them
OLA or only use the IIA Manager in the Dashboard and then, of course, tick the boxes

accordingly.

Organizational Units

00rgani zational Unitsd i s wher evanded inclndingwllthee w or g
departments or faculties of your institution can be made. IIAs can then be linked to these units.

You can add new organizational units via this ir
can remove them by wusing ORemoved button. Il n so

organizational units in your Dashboard account but you do not wantto view it when using the
IIA Manager. For just temporarily, you can simply deactivate the unit and re-activate it later on.
Please note thatdeleting organizational units that are currently in a valid 1IA is not possible.

My Account (Personal Settings)

The 0My

S e t i$ endogesl With pfarghation of y our specific user account, especially

your role and the permissions enjoyed. If some permission you need is lacking, contact your
main institutional account holder to see if your role can be changed. Fnally, please note that

The $gle Digital Erasmus+ Guideboo#]



if you are the main institutional account holder, you will not see this tab since by default you
have been given allavailable permissions.

Covid-19 Settings

The COVID19 tool is one of the recent additions t o the Erasmus+ Dashboard. In this section,
you can indicate whether nstitut éalso
offering online classes, as well asa link to a specific page from your H E | w@&lssite that gives
more details about it. This information will then be published on the COVID tool portal at the
EUFwebsite (https://covid.uni -foundation.eu/ )

your i

@ Dashboard B

My University

1. Goto https://www.erasmus-dashboard.eu/account/login and login. | A ceperalinfo

2. When you log in, you will be directed to the starting page of the 0, Accountsand
Access

To update information about your institution, please follow these steps:

Dashboard. On this page under t o n
A U =2 Organizational
see O6Co9%0i d Units
3. On the Covid-19 page, fill out the information for your institution in & My settings
the specified fields and save. You can always update information as @5 Covid-13
¢ | Logout

the situation changes.

@ Dashboard B

My University

My University > Covid 19

{} Generalinfo To ensure that Higher Education Institutions and students across EU have more information on how the Covid-19 outbreak has impacted the upcoming academic semester,

8 Accounts and the collector below will publicly inform on the current situation in each HEl and can be updated as the situation evolves: https://covid.uni-foundation.eu,
Access

@ Organizational
32 Units Is your (host) university currently accepting exchange students for the start of the 2020/2021 academic year?
My settings

@ covid-19

<) Logout

@ Unknown No Yes

Can international students expect to follow classes online at your (host) university?

® Unknown No Yes

Qutgoing students
D Student List

@ Upload
[E App step by step

Incoming student:

The information you enter, will automatically update the information on the EUF welsite.

Erasmus+ Covid-19
Mobility Status

About this tool Search Tips

Fachhochschule Vorarlberg Gmbh

Accepting exchange students: Yes

Offering online classes

Updated: 5/6/2020

University College Of Teacher Education Styria

Accepting exchange students: Yes

Offering online classes: No

Updated: 3/6/2020

Jpdated: 9/6/2020 More Informatios

Universitaet Innsbruck

Accepting exchange students: Yes

Offering online classes: No
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In caseyou are unable to access the Covid -19 section, your colleagues can make sure that
you have access in the following way:

1. Main institutional account holder or any staff member with permission to manage
Accounts and Accessset-up signs in.

2. Under O6Accounts and Accessd a rcawemodiflec
so that it includes the permission to access the Covid 19 settings (left-hand side of
the page).

3. Add a new account and choose the newly created role (right-hand side of the page).
The nominated staff will receive an email with which they can access the Dashboard
and the Covid-19 settings.

Ukraine Settings

In response to the dramatic events unfolding in Ukraine Erasmus+
Dashboard have developed a portal to provide information about

assistance offered byHEE to students fleeing the war. If you would like to

broadcast how your University is supporting these students, you can fill
the answers below.

STAY WITH
UKRAINE

Does your Institution provide emergency shelter?
@® Unknown OYes ONo
Is health and psychological support made available at your Institution?
@ Unknown OYes ONo
Does your Institution provide a Fast track application procedure For studies?
@® Unknown OYes ONo
Does your Institution offer special scholarships for studies?
@ Unknown OYes ONo

Please provide a link to your Institution's dedicated webpage with more information on this topic, or to your Institution's
relevant contacts page.

URL:‘ https://www.example.com ‘

Save
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Other Settings

Another very recent addition in the Erasmus+ Dashboard isApplications for Erasmus+ tool.
This tool allows the HEIs toreceive Erasmus+ applications through the Dashboard, to set the
application period for each semester and other requirements for application. After saving these
settings on the Dashboard, they are published on Erasmus+ App.

Application Settings

Autumn/Winter semester/annual | 2fartDate End Date
Application Period * | ‘ ‘ ‘
Spring/Summer semesterfannual | 2tartDate End Date

Application Period * |

Max number of priorities of host HEI per | 3 v ‘
student application *

| Save & Publish Application Settings on the Erasmus+ App ‘

Requirements for Outgoing Students

Please check the boxes of the Files that are required For the Qutgoing Students of your HEIl and provide the relevant URLs and descriptions.

Documents (6" AR CV is not required
Required

IMotivation Letter [ otivation Letter is not required

Transcript of Records Transcript of Records is not required

External Certification is not required

External Certification

Recommendation Letter Recommendation Letter is not required

Other Document [ Other Document is not required

Language Level [ Language Level is not required

Please check the boxes of the Fields that are required For the Outgoing Students of your HEIl and provide the relevant URLs and descriptions.

Other fields Reference Contact [ Reference Contact is not required

Portfolio [ Portfolio is not required

Other Requirement Other Requirement is not required

IIAs on Dashboard

An inter-institutional agreement (I1A) is an agreement setting the framework conditions for
the student and staff mobilities between institutions funded by the Erasmus+ programme. It
can be signed between two or more HEIs Thanks tothe Dashboard, HEIs can create their
digital llAs to save time and paper.

The IIA Manager tab on the left column in the Dashboard is where you can find everything
you need to create, organize, sign and import your IIAs.
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How to Create an lIA

A new IIA can be created in the New Digital IIA section under IIA manager, which is on the
left column of the Dashboard interface. To create an A, you must first accept the Terms &
Conditions and Privacy Policyby checking in the confirm&éxt on box

P a g duiton. On the next page, you can start to organize the details for the intended new
agreement.

@ Dashboard B IlA Manager > New Digital 1A
"G Outgoing students «
€ Incoming students Key Action 1 - Maobility of learners and staff - Higher Education Student and Staff Mobility

between Programme Countries

=+ Requirements Requirements For Inter-Institutional Agreements 2021-20[29]

IIA manager Static information applicable to all Inter-Institutional Agreements
— 1A List *The institutions agree to cooperate for the exchange of students and/or staff in the context of the Erasmus programme.
) . They commit to respect the quality requirements of the Erasmus Charter For Higher Education in all aspects related to the
+ New Digital lA organisation and management of the mobility, in particular the automatic recognition of the credits awarded to students by
& -_ the partnerinstitution as agreed in the Learning Agreement and confirmed in the Transcript of Records, or according to the
+3 Imporl

learning outcomes of the modules completed abroad, as described in the Course Catalogue, in line with the European Credit
& and Accumulation System. The institutions agree on exchanging their mobility related data in line with the technical
Default IlA Data standards of the European Student Card Initiative.

@ FAQs
Grading systems of the institutions
EWP It is recommended that receiving institutions provide a link to the statistical distribution of grades or makes the information
P . available through EGRACONS according to the descriptions in the ECTS users’ guide. The information will Facilitate the
% Website interpretation of each grade awarded to students and will facilitate the credit transfer by the sending institution.
i:‘:':.'t Settings

[ I confirm, also on behalf of my HEI, that | have all the authorisations, including the consent of the relevant natural persons,
necessary to upload the personal data and information | am providing, pursuant to the Dashboard Terms & Conditions and
Support Privacy Policy.

@ FAQs The llAs of your institution are managed by the Dashboard in the EWP network so you will be able ko send
® Tutorials this agreement through the EWP Network.

D Documentation

External Services

Partner Details

The Partner Details section on this page will show the name and data of your institution
automatically. Under the details, you will need to choose an organizational unit, i.e. the
Department for which you want to organize the mobility. The Data will be pulled from the

account that you are going to use when you select the organizational unit that will be forming

the IlA. The sections under the titles General, Faaulty/Faculties and Course Catalog can only
be filled manually for now.

Atfter filling in the details of your institution, then it is time to complete the details of your
partner institution. Under the Partner Details section, you will see a dropdown menu of
dnstitutions Available for IIAG You should find your partner institution by their Erasmus Code
in the list. You can obtain this Code either by contacting the partner institution, or by searching
in the ECHE datalase?

21 The weblink for the search ishttps://webgate.ec.europa.eu/erasmus-esc/index/organisations/search-
for-an-organisation.
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Creator Details

Institution Name Erasmus Code Country
Izmir Institute of Technology TR IZIMIR03 Turkey
City

lzmir

Organizational Unit

Food Engineering v
Contact Name Contact Email Contact Phone
lDoc. Dr vE‘ig{f%;§ | |erasmuskoor‘dinator\’&iyte.edu.trl |+992327-:\‘«"$?¥7
Websites
General Faculty/Faculties Course Catalogue
IE\-"W. iyte.edu.tr I !https:,//Food.iyte.edu.tr‘/ I [https ://obs.iyte.edu.tr/oibs/b

Partner Details®

Institutions available Erasmus Code Institution Name
| (Select an institution) v| |(Requir‘edj | |(Requir‘edj |
Country City

Organizational Unit

Select OU v
Contact Name Contact Email Contact Phone
Websites
General Faculty/Faculties Course Catalogue

After selecting the institution, its name, city and country information will be filled in
automatically. The system will then notify you with a green info text about if the IIA s of the
partner institution is managed by EWP network or the Dashboard.

For example;
The 1lAs of the partner are managed by a node in the EWP network. This agreement will be sent through the EWP Network.

or

The Il1As of the partner are managed by the Dashboard in the EWP network. This agreement will not be sent through the EWP Network and
treated internally in the Dashboard.
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The partner using a different management tool for managing the 1A will not change workflow
of creating an IlA. But if the partner is not connected to the EWP network at all, you will not be
able to find their name on the dropdown menu.

After choosing the name of the partner institution, info for contact details may or may not
appear depending on the data they provided. This information is not required to fill in but
selecting the Academic Year (start and end) of the IIA isnecessary. All of the notifications
regarding this new IIA will be sent to your partner through this email address. The other
sections can be left for your partner to fill in.

By clicking Next Page, you will proceed to Your Static Information page which is about the
nomination dates of your institution for the incoming students. If you want to edit this page,
you can do so in the Default Il1A Data section from the menu on the left.

If your static information does not require any change, you just click Next Page whereyou will
proceed to Page 1 of the Cooperation Conditions.

Cooperation Conditions

In the next steps, the partners can indicate the cooperation conditions for all types of mobilities.
If you want to add more than one type of mobility, you have t o add a new cooperation
condition. You can create multiple cooperation conditions for a single agreement with a
specific direction and mobility type.

IlA Manager > New Digital llA

Terms of the agreement to be set for each agreement and approved by the
institutions (Information only accessible to the relevant parties).
Cooperation conditions (page 1)

Mobility numbers per academic year

The partners commit to amend the table below in case of changes in the mobility data by no later than
the end of September in the precedina academic vear.

Sender Erasmus Code Receiver Erasmus Code

[ TRIZMIRO3 v]

Sending Organizational Unit Receiving Organizational Unit
Civil Engineering V‘ | International Relations Office  ~

Mobilities Per Year
5

Subject area

ISCED-F Code ISCED - Clarification
0732 - Building and civilengineen»‘ Building and civil engineering

Mobility Type Total Months Per Year Per
| Student studies v‘ Mobility
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In this section, you need to insert your ISCEDF Code which is basically the field of education
and training that is closest to the subject of the degree to be awarded to the trainee by the
sending instituti on.? To inform incoming students about the expected language skills you can
fill in the tabs under Recommended Language Skills title specifying the Language of
Instruction and the Recommended Language(s) Instruction Level.

You can also add other comments or recommendations to the end of the page under the title
Any Other Information Regarding the Terms of the Agreement.

At this point, you may choose to move forward to the next page, deleting your cooperation
conditions or create a new additional cooperation condition. Deleting a cooperation condition
can be done easily at the right bottom of the screen. Moving forward to the next page will
bring you the whole review of your newly created IIA.

Mobility Types

Selecting an Organizational Unit is not mandatory but you will have to enter a number for the
Mobilities Per Year , which is going to show the number of students that you prefer to attend
the mobility for the specific unit, subject, and mobility type (student studies, student
traineeship, staff teacher, staff training). Entering a study cycle restriction to the specift
mobility is also possible in this section.

Submitting an IIA Proposal

I f everything is fine, you can sign and submit
button is not going to put the final signature on the agreement. By pressing the sign button

for the first time simply puts forward a proposal for the partner to review and sign. At this

point, the partner will either sign the agreement or edit it.

3]

bmit 11A

Editing Changes to the ll1As

If the partner signs the agreement at the first attempt, the status of the lIIA will change to
signed If they choose to edit it before signing, they will hit the update and sign button afterward
and their proposed changes will be sent back to you.

22 The ISCEDF search toolis available athttp://ec.europa.eu/education/tools/isced -f en.htm
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Signing of lIA's

Only after the responsible person in your HEI has finalized the agreement, your partner will
have to put the definitive signature. You can either edit the agreement again or put the final
signature. After putting the final signature, you will not be able to edit it again.

Importing II1As

Upload CSV File to import Inter-Institutional Agreements

The Inter-Institutional Agreement imporkt Funcionality now supporks the CSV upload. Upon
entering the data you can overview the agreements one-by-one to make sure all the information
is correct and submit the data. This action will trigger a creation of pre-filled Inter-Institutional
Agreement and a notification For the partner inviting it to edit or sign the document. It is also
possible to submit all agreements at the same time by clicking on the 'Import all' button. The
Format of the CSV file can be verified through the use of a template spreadsheet made available
on the EWP CC here.

[J I confirm, also on behalf of my HEI, that | have all the authorisations, including the consent of the
relevant natural persons, necessary to upload the personal data and information | am providing,
pursuant to the Dashboard Terms & Conditions and Privacy Policy.

| Dosya Sec | Dosya secilmedi

The Import IIA option on the left menu allows you to upload your IIAs to the system with a
specifically built-in CSV file that will have been prefilled by you. You can acquire this file by
clicking on here in the explanations of the same page. It is an alternate option to the New
Digital IIA option and allows th e users to import a bulk of lIAs at once instead of adding them
one by one.

Before uploading your CSV file, you need to decide if the file will be listingthe s t u d estndy s 0
mobility 11As only or the 1l1As with four mobility types. For the first one, you can download a
template created by the EUFhere. For the second one, another template prepared by the EUF

is ready for use here.

To upload the file, it is obligatory to agree with the Terms & Conditions and Privacy Policyby
checking in the box in front of the description.

Once you have chosen the correct file, click onView and import to display all the data. The
system will automatically read the data in the CSV file, given that the column headers have
not been modified or removed.

Once the correct file is browsed from your PC and uploaded, you are going to see the options
View and Import and Import All . By clicking on View and Import you will be able to review
the 1IA to check all the data you input, if the column headers have not been modified or
removed the system will automatically read the data in the CSV file.
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You should make sure that everything is correct and no information is missing. If you have
uploaded more than one IllA at a time (i.e. multiple rows of CSV file), you can move back and
forth between them to view the data of each IIA by clicking Next and Previous IIA buttons.

Once you have confirmed each IIA, you can do one of two things: by clicking on Submit this
lIA, the current IIA displayed will be uploaded. In other words, if the CSV file has multiple
lIAs,only the displayed will be uploaded , unless you clickSubmit this IIA on each one of
them.

Alternatively, you can where you can upload all ll1As at the same timeby clicking on Import
All. A pop-up asking for confirmation will appear and if you press Ok, the upload will start,
clearly showing which IIA is getting uploaded. Please be careful with this last step because if
something was wrong with your CSV file, you can still view the IIA and you may not notice
anything wrong or missing, but the upload would be interrupted and one or m ore error
messageswould pop up.

Other Features
Listing 11As

Under the IIA Manager menu, you will see the llA List as the first subtitle. The llA List allows
you to filter and search specific IIAs.

Choose a field to sort and its direction

Under this title, you can filter your Il1As by IIA ID,
Status, Partner Erasmus Code, Partner Contact,

Creator Sign Date, Creator Sign Contact, Partner Choose o feldto sort and its direction
Sign Date and Partner Sign Contact options. o

elect a filter for the list
Based on the criteria selected, the agreements e
can also be soted in ascending or descending {S*
order. After entering the filters, you need to press [tine
the Apply Changes button to see the results. e

Navigation through the listed IIAs can be done i
by clicking on the page numbers on top of the
bar, or by clicking next or last page. Under the
lIA listed (depending on their status) on the right
side of the sorting options, you will see the
options to Edit, View and Sign, and Delete

options. If you can only see the view button, that [AcFions

means the IIA is being reviewed by your partner Q it
|

@ view and S
or has already been signed by both parties. Iew and Sign
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Search for lIAs in EWP

This search function can be used for finding the 1lAs with the partners on the EWP network.
After pressing the search button, you will have the option to sort out the agreements by Partner
Erasmus Code, Academic Year, and Modified Since options.

Search For llAs in EWP

List EWP Agreements

OLA on Dashboard

General information on OLA

The OLAs a digital tool that can be used for managing the Learning Agreement, one of the
most important steps of any Erasmus Exchange. For insuring the recognition of the ECTS credits
earned abroad, OLA can be definedas the most convenient way of getting approval from the
home and the host institutions for the courses taken abroad during Erasmus Exchange.The
OLA enables mobile higher education students to prepare, sign and submit their learning
agreements online. Similarly, HEIs will use OLA to replace paper learning agreements. Using
OLA, HEIls can manage the learning agreement and signing procedures remotely, it also
enables them moving from a paper version to a fully digital one.

Online Learning Agreement

t online within o few steps
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To use OLA through Dashboard , you need to tick the box(es) on the EWP settings section of
the Dashboard to agree on the exchange of data. When the OLA box in the EWP settings
section of the Dashboard is checked, the Erasmus Dashboard will represent yar HEl in the
EWP network for eledronic exchange of OLA information.

@ Da'shlioardc ‘ Ewp > Settings

-
D Incoming students
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How to list and filter students

At the section Mobilities OLA 3.0, a full | i st o]
Clicking on the ooutgoing studentsd or a@edncomi nc
under those titles. The list can be narrowed down to what you are specifically searching for by

using the filters. The filtration can be done by name of the student, by the status of the OLA,

by country, by the Erasmus code of the host institution, or by academic year. The default of the

system is set to the current academic year. Kee
might help you if a student chooses the wrong academic year while filling in the OLA.
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