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Introduction

This document describes the use of electromipplication forms (eFoms) for the Erasmus+
programmeactions managed by the National Agencies in the Programme Courgesimplicity
reasons, we will call them "decentralised actions" in this guide.

Preparation

Before we dive intdhe process of completingn electronic application formtl{e "e-Fornt’), it is
important to knowwhich forms areavailablefor which actiors of the ErasmusProgramme

Electronic forms catalogue

The following tabledescribe the relevant application forms

Action Type

KA108 Accreditation of Higher Education Mobility Consortia

Accreditation KA109 Accreditation of VET organisatidns

KA110 Accreditation of youth volunteering organisations

Action Type

KA101- School education staff mobility

KA102 VET learner and staff mobility

KA1- Learning Mobility of

o KA103 Higher education student and staff mobility
Individuals

KA104 Adult education staff mobility

KA105 Youth mobility

KA200 Strategic Partnerships addressing more than one fielg

KA201- Strategic Partnerships for school education

KA202 Strategic Partnerships for vocational education and

KA2- Cooperation for innovation -
training

and the exchange of good
practices

KA203- Strategic Partnerships for higher education

KA204 Strategic Partnerships for adult education

KA205- Strategic Partnerships for youth

KA3- Support for policy reform | KA346- Dialogue between young people and policy makers

! A separate Call will be launched for VET accreditation in 2014.




Technical requirements and settings needed to use an electronic form

Adobe Reader

The Erasmus+ decentralised actions application forms were built using Adobe Forms techvialogy.
needAdobe Readeto use tre forms

In order to be able to properly use an Erasmus+ application form you will need to use the following
versiors of Adobe Reader:

Minimum Adobe Reader version Adobe Reade®.1 or higher

Recommended Adobe Reader version Adobe Reader XI| versidi.0.06

Adobe Reader can ownloadedfor free from the internet at the following location:

http://get.adobe.com/reader/otherversions/

If you are using different versionthan the above mentionedonesyou will not be able to use the
form and will be confronted with the following screen:

Fie 18t Veew Wedow Helg .
l 2 el 1048 = 10N - X - o Sign  Comment  Ixtended
@ Prosce b vivg foom. Yo can ‘ ,.'J'f" - form. Uwu-u

Application Form
Calk 2014
Erasmus+ KA1 - Learning Mobiirty of Individuals

Adotee Reader Version 51 005
[ You are using an older version of the software, Forms submitted using unsupported version of |
Adobe software will be ineligible. Please download and install the latest version of Adobe
Reader from http://getadobe.com/reader/

Foom Version 1 .08

Incompatible Readers

Adobe Readeis the only accepted reader. If you happen to use another reader suthRoad' or
Adobe Acrobat X PR@u wil not be able to use the electronic forand may even corrupt @s the
following messagshows

‘,':‘ow- 1_4“ 8u @29 L ",
£ “s?‘('{] =i 1‘”\1'7’ =B Tools  Comment

'Application Form
Calt: 2014

Erasmus+ KA1 - Leaming Mobility of Individuals
Form Version: | .06

Adobe Reader Version: 10,109

Unable to read the form. Do not save and exit the program as it mlgh( cause data corruption or
loss. The form can only be edited using Adobe Reader software!



http://get.adobe.com/reader/otherversions/

Operating Systems

The above mentioned Adobe Reader versions support Windows, LinuMae@S Mobile platforms
such asOS, Android, Microsoft Windows R¥indows Phonand BlackBernare not supported.
Security and Java Script Settings

When an electronic form is downloaded from the internet for the first time, Adobe Reader will detect
that the form has originated from a potentially unsafe location and ask you to cottiiensafeness
of the file:

File Edit View Window Help x
@,BD :l-‘“ - 'f{lls“%j'j"a}a w. Sign | Comment
Protected View: This file originated from a potentially unsafe location, and most features have been disabled to avoid potential security risks. Learn More. Enable All Features
L]
Application Form
Call: 2014
Erasmus+ KA1 - Learning Mobility of Individuals

If the form is viewed in "Protected View" mode, all features should be enabled for the form to
function properly. If after enabling all features this message is still visible, check that JavaScript
is enabled in Edit - Preferences - Javascript

In this case you should press buttt@ptions”, choose "Trust this document always" and save the
electronic form:

Lo e s

*®

Sign Comment Extended

Options *  Help

I
Trust this document one timg\gn\y
Trust this document always

If the problem persists, check your Java Script settings in Adobe Reader

ﬁ KA1 KA101_A 1.06_EN_PROD.pdf - Adobe Reade
File HZ08 View Window Help

") Unde Ctrl+Z

| Redo Shift+Ctrl+Z

Cut Ctrl+X

4 Copy Ctrl+C

E| Paste Ctrl+V
Delete

Select All Ctrl+A

Deselect All Shift+Ctrl+A

Copy File to Clipboard

Check Spelling 4
Look Up Selected Word..

}, Find Ctrl+F
Advanced Search Shift+ Ctrl+F
Protection L4
Analysis 4
Accessibility 4

S




You should have the following configuration:

Preferences ==
Categories: JavaScript
Commenting [7] Enable Acrobat JavaScript
Decuments
Full Screen JavaScript Security

General
Enable menu items JavaScript execution privileges

Enable global object security policy

Page Display

3D & Multimedia
Accessibility JavaScript Debugger
Adobe Online Services
[7] Show console on errors and messages
Forms

Identity

Internet

Language

Measuring (2D)

Measuring (30)

Measuring (Geo)

Multimedia (legacy)
Multimedia Trust (legacy)
Reading

Reviewing

Search

Security

Security (Enhanced)
Signatures

Spelling

Trust Manager

Units.

On top of what is written above, Adobe Reader uses ararobd security feature that detects when

the electronic form is attempting to connect to the internet. Such situation will happen every time
you need to input and validate a Bifor a participating organisation, or when you have changed a
piece of data tht impacts the budget section, such as a distance band ititheve! budget section.

In both scenarios the electronic form will contact central European Commission servers to fetch the
latest data and information. The message displayed by Adobe Reaxefabows:

File Edt View Window Hep x
EdE &L | (® (8 |3|/72 | (= ()| 120% |~ il o - Sign | Comment & Extended

! Some features have been disabled to avesd potential secunity nisks. Only enable these features if you trust this document. Opticns *  Help

| Wamning: lavaScript Window - (2}

8 The Adobe Reader has the enhanced security festure enabled whach prevents
the POF document from connecting 1o external services, To allow the
conmection choose the appropriate option by chick the opticas Button i the
yellow secunty warrng bar.

[NotAllowedError: Secunty settings prevent access to this property of method.)

When confronted with this message you should press button "Optis®dect "l trust this document
always" andwhen askedsave the form with thesamename.This process is sometimes a bit slow,
so just let it finish before proceeding.

PICg ParticipantldentificationCode, provided to the organisation upon registration in the Participant Portal
(see section on Participant Portal hereafter).



Registering your organisation in the European Commission 's Participant

Portal

All organisations that are to be included in any application form under the Erasmus+ decentralised
actions, whether they act as applicant or partner, are required to registdratnique Registration
Facility(URB through the Participant Portal.

Therefore, b register organisations for participation in the Erasmus+ Programme, you need to go to
the following web site:

http://ec.europa.eu/education/participants/portal/

The registration should be done only once on behalf of a legal entity as a whole. Exceptionally,
schools that fall under the scope of a lboa regional public authority as legal entity should register
separately from the legal entity of which they are part; they should in that case also upload the
necessary supporting documents proving their legal relation with this legal entity.

After the successful registration the organisation will receive a uniqueligt Participant
Identification Code (PIC) which has to be typed in each application form the organisation fills.

Logging into the Participant Portal

To have access to the Participant Poytai will need tdoginas depicted below:

Contact | Legal Notice | | English =

Education, Audiovisual, Culture, Citizenship and Volunteering

E 4
Participant Portal

European Commission>= Education & Training = Participant Portal > Home

EXPERTS v  SUPPORTw

HOME ORGANISATIONS -

Welcome to the Education, Audio-visual, Culture, Citizenship and Volunteering Participant Portal
The Participant Portal is your entry point for the electronic administration of EU-funded projects under the programmes:

= Creative Europe

* Erasmus+

Are you a new user?

Do you already have an ECAS account?



http://ec.europa.eu/education/participants/portal/

EUROPEAN COMMISSION AUTHENTICATION SERVICE

o
European . .
European Commission

IntraComm > Authentication Service > Login

New password ~ Sign Up  Help

LDg | M Not registered vet

Is the selected domain correct?
European Commission Change it

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

e e Wi

Password

donbisiiag il U,
requires you to authenticate

P More options...

(LI | ost vour password?

* Required fields

Or log in with your

E Token

Last update: 07/01/2014 (3.6.2.1-gsa) | 7 ms | & Top

Register yourself in ECAS (European Commission Authentication Service)

If you have never used any European Commission's web platform, it is very likely that you need first
to create your ECAS account (ECASuropean Commission Authentication ServicEhe ECAS
account is your personal account through which you register your organisafitus.is a simple
registration that you can start by choosing the option "Register":

Contact | Legal Notice | | English =

Education, Audiovisual, Culture, Citizenship and Volunteering

European i
Participant Portal

European Commission > Education & Training > Participant Portal > Home

*
Eak

HOME ORGANISATIONS « EXPERTS » SUPPORT v«

Welcome to the Education, Audio-visual, Culture, Citizenship and Volunteering Participant Portal
The Participant Portal is your entry point for the electronic administration of EU-funded projects under the programmes:

» Creative Europe
* Erasmus+
s Europe foi

* EU Aid Voluntees

plan to submit a proj
pert d e. F
group. In the Organi

Are you a new user?

Do you already have an ECAS account?

Communities




Then you have to enter yoauthentication details in the following screen:

* ok
s

* *

* *
* gk

European
Commission

EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

External

EUROPA » Authentication Service » Sign Up

8 login  New password BBVl Help

I s the selected domain correct? External Change it

Sign Up

Help for external users

Choose a username [|

First name * [

Last name * [

E-mail = [

J
)
J
J
)

Confirm e-mail * [

E-mail language = [ Enlish (en)

=])

Once you have registered with ECAS, you will be ablctesshe Participant Portaby loggingnto
your ECAS account. You can find mofermation about ECAS on this hyperlink:

https://webgate.ec.europa.eu/cas/help.html

Enter your organisation's details

Now that you have access to the Participant Portal, you can start registaringprganisation:

Contact | Legal Metice | | English ~

* o
ﬁ' *

* *

* *
* gk

European
Commission

European Commission =

Education, Audiovisual, Culture, Citizenship and Volunteering
Participant Portal

Education & Training > Participant Portal > Home

SUPPORT »

HOME ORGANISATIONS «
o —

EXPERTS =

My Organisations

ation, Audio-visual, Culture, Citizenship and Volunteering Participant Portal

Search ntry point for the electronic administration of EU-funded projects under the programmes:

» Creative Europe
= Erasmus+
» Europe for Citizens

s EU Aid Volunteers.

ou plan to submit a proj
isation or expert details

or wish to participate as an independent expert, you are required to register your

hould register, as a natural person, in the Organisation tab,

Are you a new user?

Do you already have an ECAS account?

© European Communities



http://ec.europa.eu/education/participants/portal/
https://webgate.ec.europa.eu/cas/help.html

There are several screens that you will need to go through in ordenter all the information on

your organisationYou can follow where you are in the entire process by looking to the progress bar
located at the top of each pagd@he first screen "Organisation" will ask you for the following core
data:

e
DONE

WELCOME 'ORGANISATION ADDRESS CONTACT PROGRAMME SUBMIT

Organisation data Enter information about your organisation nd
Please enter the required data for the Are you registering on behalf of @Mo D) Yes
organisation you are registering. another organisation?
Is the organisation a Legal Person? @'Yes @ No, 'm a natural person.
If you are registering on behalf of another
organisation, "ves' on the respective Is it a non-profit organisation? ©'Yes @ No
prompt at the top of the page. In thi
the Participant ldentification Code (PIC) that i Isita puhlic hody? = Yes @ No
assigned at the end of the registration - -
process will be associ ith that other Is it a NGD? PYes @ No
organisation, so please p : . - - =
that is relevant to that entity, Business Name X .
Contact Person who will be requested to The Organlsatlon D
provide supporting documents during the . . . -
process of validation of the data. Business Registration Number BE-BIZ
Registration Date * 01-01-2014
Registration Authority * BE-GOV
. ; . . _
Establishment/Registration Country Belgium =]
Region/County Arr. Admin. Bruxelles-Capitale E
* -
Legal Name Organisation D
Official Language * English =]

Save Draft Delete Draft

From this point on you should select "Next" to advance and complete each screen ifitterdata
you enter on each screen will be saved automatically when you click 'Next'.




Enter the Erasmus+ specific information (a compulsory step!)

At a certain moment in the process, you will be confronted with a screen allowing you to finish your
registration or to continue and answer specific programme questions:

ADDRESS CONTACT PROGRAMME SUBMIT DONE
T L i e (12 Programme-Specific Information

Thank you for completing the first
step in registering your organisation.

You can finish the first step of the registration and get a PIC or you can come back later if you
saved your draft.

Now you can either:

- finish your registration and receive
the Participant Identification Code, or

- provide additional information relating

to a Specific Programme: select a You can also continue your registration with filling in program specific information. After filling-in,
Specific Programme from the list on you will return here and you can finish yeur registration.

the right-hand side and follow the

instructions in the submission form Programme -
pages that will open for the specific

programme (you will return to the

current page when done).

Select a Programme from the I\s

Delete Draft

Since your goal is tgpply to one of the different action types under the Erasmus+ programme you
must choosethe second option and enter the required programme information (select "Erasmus+"
from the list):

ADDRESS CONTACT PROGRAMME SUBMIT DONE
T e e (| Programme-Specific Information

Thank you for completing the first
step in registering your organisation.

You can finish the first step of the registration and get a PIC or you can come back later if you
saved your draft.

MNow you can either:

- finish your registration and receive
the Participant Identification Code, or

- provide additional information relating
to a Specific Programme: select a You can also continue your registration with filling in program specific information. After filling-in,
Specific Programme from the list on you will return here and you can finish your registration.

the right-han e and follow the

instructions in the submission form Programme -
pages that will open for th ecific

programme (you will retum to the

current page when done).

elect a Programme from the hsEi
Select a Programme from the list:

Creative Europe %_
Europe for Citizens
EU AID Volonteers

Delete Draft




In this screen you must select your type of organisation as thtepif information will be used in
the electronic forms.

DONE

PROGRAMME SUBMIT

@ & o

Plaase select from the lists the type [

and scope of your organisation. If

none of the options is relevant for your| L
, select 'OTHER' and add Organisation type: VET provider associations
ription of your

Is your organisation a @Yes @ No
small/medium-sized enterprise

Small or medium-sized enterprise (SME)?-

(SME) is an enterprise with:

ees. Organisation description: My organisation is active in the areas of .|
lowver than SOM €
er of less than 431 €

ck Save and Return

Once you have finished, press button "Save and Return” that will bring you back to the previous
screen. You can find more complete instruction on how to use Participant Portal at the following
locdtion:

http://ec.europa.eu/programmes/erasmuplus/documents/manualurf en.pdf

Note that if you don't fill in this information, your organisation's data in the Participamtal will not
be complete and it will not be possible to submit any applicatiowhich your organisation is listed
as applicant of partner.

Erasmus+ specific information entered in the Participant Portal

As mentioned before, the Type of Organisatimu have entered in the Participant Portal is used in
the electronic application forms. More specifically it is being used in the "ProfileSection of each
participating organisatiowhetherapplicant or partneirganisation)

Type of Organisation Other
Is your organisation a public body? No
Is your organisation a non-profit? No



http://ec.europa.eu/programmes/erasmus-plus/documents/manualurf_en.pdf

Since the list of @anisation types is generic and includes some entries that are not relevant for the
Erasmus+ Programme, you will need to choose your organisation type carefully. The following list
enumerates the relevant organisation types for Erasmus+ decentralisechsctio

Higher education institution (tertiary level)

School/Institute/Educational centre General education (prerimary level)

School/Institute/Educational centre General education (primary level)

School/Institute/Educational centre General educatiofsecondary level)

School/Institute/Educational centre VVocational Training (secondary level)

School/lnstitute/Educational centreVocational Training (tertiary level)

School/Institute/Educational centre Adult education

National Public body

Regimal Public body

Local Public body

Small and medium sized enterprise

Large enterprise

Nongovernmental organisation/association/social enterprise

Foundation

Social partner or other representative of working life (chambers of commerce, trade urdada,
association)

Research Institute/Centre

National Youth Council

European NGO

EUwide network

Group of young people active in youth work

European grouping of territorial cooperation

Accreditation, certification or qualification body

Counsellindpody

International organisation under public law

Organisation or association representing (parts of) the sport sector

Sport federation

Sport league

Sport club

Other

If you happen to have chosen an organisation type that is not in the abovthésbrganisation type
you have entered in the Participant Portal will be transformed@her' in the electronic form. Your
master data in the Participant Portal whiowever, not be changed




Wrapping up

Now that you have entered all required data abgour organisation and the programme(s) in which
you want to participate, you can finalise the registration process by selecting option "Finish your
registration™:

English{en)

ADDRESS CONTACT PROGRAMME SUBMIT
e e e L | Programme-Specific Information

Thank you for completing the first
step in registering your organisation.

You can finish the first step of the registration and get a PIC or you can come back later if you
saved your draft.

Now you can either:

- finish your registration and receive
the Participant ldentification Code, or

- provide additional information relating

to a Specific Programme: select a You can also continue your registration with filling in program specific information. After filling-in,
Specific Programme from the list on you will return here and you can finish your registration.
the right-hand side and follow the

instructions in the submission form Programme :
pages that will open for th,

programme (you will retumn to the

current page when done).

Select a Programme from the IisE

You will be given the opportunity to do a final check on the information you've entérgdu are
sure that all is in order, you can finalise the process by pressing the "Confirm" button:

English{en} E -
DONE

CONTACT PROGRAMME SUBMIT

4 @ © 9

Summary:

Once you review and verify your

Specific programs
organisation data, onfirm to submit it

x>

Organisation information

After that you will be able to upload

Establishment/Registration Country *  Belgium
supporting documents.

1

Legal Name Organisation D
Official Language * English

Business Name The Organisation D
Business Registration Number BE-BIZ

VAT number BE-VAT-123

NACE code

Registration Date 2014-01-01
Registration Authority BE-GOV

Legal Form

Legal Address information
Street Name and Number * Avenue Louise 1

PO Box b




The Participant Portal will store all information and provide you with your(Y@r organisation's
unique registration codewhich you shoulduse inthe electronic application forms to apply for an
Erasmus+ grartr accreditation

English{en) E-
DONE

@ @ @ @ @ -

Next steps

*ou can now use the following PIC number tc
identify your organisation in your further
communication or interactions with the
Eurcpean Commission and its Agencies. You
will receive an email confirming your
registration shortly.

BE-BIZ

“You are now able to modify your information
organisation's data and upload supporting VET provid
(SME)? Mo

My organisation is active in the areas

documents from the My Organizations tab in

the Participant Portal.

PIC number: 948425746

Thank you for using the Participant Portal

Close

After the successful registration of your organisation, you will receive an email containing the
information you provided and yawnique PIC. You are also advised to print the page or write down
the PIC number for further reference.

Note thatyou must enter a PIC for eveprganisation listed in the application forin order to
complete it. You will not be able to submit the apptioa form without a PIGor every organisation
included in the application form



Uploading supporting documents in the Participant Portal

Once you have registered your organisation, you have to upload specific supporting docufhents.
Legal Entities Fm is required for all organisations, whereas the Financial Identification Form is
necessary only for the applicant organisation.

In case you are applying for a grant exceeding 60 000 EUR and your organisation is not a public body
or international organiation, you must upload documents to give proof of your financial capacity.
Thesedocumentsmust be availabléo your National Agencyefore signing the grant agreemeirt

case your project is selected

To upload the supporting documents, you should acabssParticipant Portal In the Participant
Portal,go tothe 'Organisations' tab in the main merand click on 'My Organisationshdn click the

button next to the organisation for which you want to upload documents.

Welcome DEMO USER, you can view Demo Organisation 949701296 English(en) [=]

»

Documents r
—_— Add a new document

On this page you can review, add
and update documents for the
current organisation. You can MNo documents have been submitted for
upload document files with sizes this organisation yet.
™
up to 6 Mb per file.

To add a supporting document, click

Important: Your updates here take
the "Add new document’ button above.

immediate effect when you click
the "Submit for processing.” button.

Disclaimer: Before you upload a
supporting document, always
ensure their consistency and
quality. Scan your documents for
viruses or any other data, which
may potentially harm recipient user
systems. It is recommended to use
PDF file format when you submit
the following document types: FEL
Form (Legal Entity Form), VAT
extract, VAT exemption and
Registration Documents (Extract of
registration).

m

Choose your Framework ProgranE

For more detailed guidelines omploading the supporting documents, please checkltser's Guide
of the Unique Registration Facility (URF) and Participant Portal

http://ec.europa.eu/programmes/erasmsiplus/documents/manualurf _en.pdf



http://ec.europa.eu/programmes/erasmus-plus/documents/manualurf_en.pdf

How to fill a n electronic application f orm

This section will guide you through the main aspects to consider when filling an electronic application
form for applying for a grant under an Erasmus+ action managed by the National Agencies
Checking that you have downloaded the correct form

Before you start working on your application and fillinggour project's data, it is important that you
check that yothave the right formfor the right"Action Type","Call' and "Round! Page 1 of every
electronic application form contains this information:

Field "Action Type" will show you the action tyged the field of education, training and youtwhich

the appli@tion formconcerns Do make sure you are using the right oneyasr application wilhot

display the questions that apply to your projetyou submit it through a different forrmand may be
rejected as a consequence

Field "Call" is another importantge of information as it indicates the year of the Erasmus+ Call for
proposals concerned.
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