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Introduction

This document describes the us e of the electronic PDF forms for the Erasmus+
programme KA102 - VET learner and staff mobility and KA116 - VET learner
and staff mobility with VET mobility ch arter within programme countries managed
by the National Agencies in the Programme Countries

Pre paration

Technical requirements and settings needed touse an electronic
PDF form

Adobe Reader and Acrobat Reader DC

The Erasmus+ decentralised actions electronic PDF forms were built using Adobe
Forms technology. You need Adobe Reader or Adobe Acrobat Reader DC to use the
forms .

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

Minimum Adobe Reader version Adobe Reader 9. 3.3 or higher (except
Adobe Reader DC version 15.8)

Recommended Adobe Reader version Acrobat Reader DC version 15.20

Adobe Reader and Acrobat Reader DC can be downloaded for free from the internet at
the following location:

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

If you are using Windows 10 thisis how the download page should look lik e:

Step:10f 3

Adobe Acrobat Reader DC Optional offer: Terms & conditions:

= o -fl’ W, y clicking button, you
L= == 110% icensing
- ¥ =3 *Ca N my PC security. i A , p
LS - il A existing PC print and
-g] i =04 settings. ‘annotate POF documents, and (c) to the
automatic installation of updates to Adobe

W McAfee®  Security Scan Plus Acrobat Reader DC

Leam more

If you are using a  different version than the above mentioned ones you will not be
able to properly use the form and will be confronted with the following screen:
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Tae il“l View wm“ o M.- ™
e RN RCORC R RN - T R -] o’ Sign  Comment  [Extended
Application Form ‘

Cal: 2015

KA1 - Lsaming Mobiity of Individuals
Erasmus+ School oducationstaffmebilty | |
Foers Verdore 200 |

[ 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/

Incompatible Readers

Adobe Reader and Acrobat Reader DC are the only accepted reader s. If you happen to
use another reader such as "Foxit" or Adobe Acrobat X PRO you will not be able to use
the electronic PDF form  and may even corrupt it as the following message shows:

[ ) -
Bee- DO SR | @CP0R LG G
D NG | =®a] | B Tooks = Comment

Application Form

Call:2015

KA1 - Learning Mobility of Indviduals

Erasmus+ School education staffmobilty

Form Verskn: 202

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

Incompatible Acrobat Reader DC Versions

The above mentioned  Acrobat Reader DC version 15.8  released by Adobe on the 14 ™

of July 2015 has introduced several issues with the Erasmus+ PDF forms and must not
be used .
If you happen to open one of the electronic PDF forms  still using Acrobat Reader DC

15. 8 the electronic PDF form  will be blocked and you will not be able to fill it in.
If you are still using Acrobat Reader DC 15.8 please make sure that you uninstall it

and install instead latest Acrobat Acrobat DC version as explained above.

There are othe r Acrobar Reader DC Versions that introduce blocking issues with the
Erasmus+ PDF forms and  must not be used

Adobe Reader DC Version 2015.023.20053
Adobe Reader DC Version 2015.006.30279

If you open one of the electronic PDF forms  using one of these versions mentioned
above will be blocked and you will not be able to fill it in. The following message will
be retrieve:

The Acrobat Reader version you are using has known issues with display or calculation
of the form data. Please down load and install the latest version of Adobe Reader from
http://get.adobe.com/reader/
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Operating Systems

The above mentioned  Adobe Reader and Acrobat  Reader DC versions are supported on
Microsoft Windows and Appl e OS X. Mobile platforms such as iOS, Android, Microsoft
Windows RT, Windows Phone  and BlackBerry are not supported by the electronic PDF
form s.

Please note that Windows XP is no more supported by Microsoft since 8 " April 2014.
This is explained clearly on Microsoft webpage: https://www.microsoft.com/en -
us/WindowsForBusiness/end  -of-xp-support .

However, it is true that you can easily found on Internet some ways to make some

updates to make Adobe Reader working with the PDF forms. If you consider them you

must know the exact consequences and weaknesses on your computer and also all

potential related legal issues. If you have any doubt or have some legal issues on the

solution , we strongly advise you to consider another platform fully supported.

Electronic PDF form s can be opened on Linux platform only with Adobe Reader version
9.1.

Please note that Adobe was providing a native Reader version on Linux until the
version 9.55 ( 26/06/2013). This version is no more available on Adobe website.
However, different versions of the package are still downloadable on Internet with the
procedure to install them. Please note that we strongly discourage you to use these
old versions with un  known PDFs as no more security patches are applied on it.

Security and Java Script Settings

When an electronic PDF form  is downloaded from the internet for the first time, Adobe
Reader and Acrobat Reader will detect that the form has originated from a pot entially
unsafe location and ask you to confirm the safeness of the file:

Fa G Vo Wedow W ]
P 4 e AN RCORC SRETIEANR « X =, Sign | Comment
Protected Ve Tho e crgeated froem & petertady umte b ston, and mesd features hve been Soabied b proad poteetal vecuy s Leas Mart, Lratle Al Featimm

Application Form

Calk: 2008

KA1 - Learning Mobiity of indhchals

Erasmus+ Schuoledicaton salfmobiity

Fomween 182

[ 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 button "Options", choose "Trust this document always"
and save the electronic PDF form

(= Bl =

x

Sign Comment Extended

Options +  Help
I

Trust this document onetimg\gn\y
Trust this documnent always
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If the problem persists, check your Java Script settings in Adobe Reader and Acrobat
Reader :

E KA1 KA101_A 1.06_EN_PROD.pdf - Adobe Reade
208 View Window Help

w [0 Undo Ctrl+Z
(7| Redo Shift+Ctrl+Z
Cut Ctrl+X
L4y Copy Ctrl+C
|2 Paste Ctrl+W
Delete
Select All Ctrl+4
Deselect All Shift+Ctrl+ A

Copy File to Clipboard

5 Take a Snapshot
Check Spelling L4
Look Up Selected Word...

, Find Ctrl+F
Advanced Search Shift+ Ctrl+F
Protection 4
Analysis L4
Accessibility 3

[
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You should have the following configuration:
Preferences
Categories: JavaScript
Commenting Enable Acrobat JavaScript
Documents
Full Screen JavaScript Security
S:;:Ejsp‘ay Enable menu items JavaScript execution privileges
Enable global object security policy
3D & Multimedia
ACCESSIbIht.y JavaScript Debugger
'::::: Online Services D Show console on errors and messages
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 and Acrobat Reader uses an enhanced
security feature that detects when the electronic PDF form is attempting to connect to

the internet. Such situation will happen every time you need to input and validate a

PIC (Participant Identification Code, provided to the organisation upon registration in

the Participant Portal (see section o n " Registering your organisation in the European
Commission's Participant Portal " at the end of this document) for a participating
organisation, or when you have changed a piece of data that impacts the budget

section, such as a distance band in the "Travel " budget section. In both scenarios the
electron ic PDF form will contact central European Commission servers to fetch the
latest data and information. The message displayed by Adobe Reader and Acrobat
Reader is as follows:

== — —

[Fle Ede View Window Hep = x|
B8 6 B @@ s]za | (=) () | 120% [~ I H B i ] & Sign | Comment | Extended
/1), Some festures have been disabled to avoud potential security risks. Only enable these features if you trust this document. Options = Help

-
| Warning: JavaScript Window - (2}

The Adobe Reader has the enhanced security feature enabled which prevents
the POF document from connecting to external services, To allow the

| conmection choose the appropriate option by click the opticas Button  the
‘ yellow secunty warrsng bar.

[NotAllowedError: Secunty settings prevent access o this property or method.)

When confronted with this message you should press button "Options" , select "l trust
this document always" and , when asked, save the form with the same name. This
process is sometimes a bit slow, so just let it finish before proceeding.
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New security feature introduced in the Acrobat Reader DC 15.9

When the user use s Acrobat Reader D C 15.9 for the first time with an electronic PDF
form which is not stored in an already trusted folder, Acrobat Reader will prompt the
user with a new security question asking if the user trust s the "europa.eu" domain (it

could happen on Check PIC, onb  udg et change or on submission).

Security Warning w

_ The document is trying to connect to:
&L lg https://webgate.acceptance.ec.europa.eu

Do you trust europa.eu? If you trust the site, choose Allow. If you do not trust
the site, choose Block.

V! Remember this action for this site for all PDF documents

Help | Alow || Bok || Cancel

IT IS COMPULSORY FOR THE USER TO ANSWER"  ALLOW" SO
THAT THE DOMAIN "EUR OPA.EU" IS A TRUSTED DOMAIN AND
THE FORM WORKS PROPE  RLY.

If by mistake the user answers "Block" on the prompt about the "europa.eu” domain
then that ans wer will be applied to all electronic PDF form s and none will properly
work in that specific comput er. The expected behaviour of the forms will be to show

the following error message every time the domain "europa.eu” needs to be accessed

e.g. when checking  a PIC or computing budget:

Warning: JavaScript Window - [2]
¥) The Adobe Reader has the enhanced security feature enabled which prevents
the PDF document from connecting to external services. To allow the
connection choose the appropriate option by click the options button in the
yellow security warning bar.

[NotAllowedError: Security settings prevent access to this property or method.]

In order to revert the previous decision to block the "europa.eu” domain and make the
electronic PDF form s work normally , the user needs to:
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1) Access Menu "Edit"

-> "Preferencesé" or Ctrl + K
| Fe = @
| he ® [E signin
g . e @ O@ - HBE@ATDT
. oo -
Dseiect A ShiftaCirle A Page 2ed 34
Copy File to Clphosrd
R e+ s Application Form |
Check Speting Calt: 2016
» AL Laarning Mobiiny of Individushs. W
School education staff mobiity
Q e Cul+F Form Version: 160
Adyanced Search ShifteCirieF
Protecton
Acoessality .
Manage Tocls
H Preferences. Cirisk
and"Change Settingsé" button
e - D =
:w" ¥ Aliow opering of non-POF file with ol
Genesad Restore the defaul bt of allowed a0 desalowed fie sttachment types  Ft0r
| Page Dusglay
| 30 & Mokimedia Internet Access freen POF Files outude the web browser
Accessbiiey Undess explictly 4. POF fikes cannot send wd Tternet.
AdobeOntmeSensces | |
Emad Accounts Change Settngs..
| Forms
Mentiy Acsomatc Adobe Approved Trusted Comficates Updates
| Beeatergt R ¥ Load "A per ent)
| Language
 Messarng 00) .
| Messuring (Gee) Automatic € Union Trusted Cenicates
| , wopesn Approved Updates
| Mademedss Trait Gegecy) Wilosd Adobe ser personal sent)
| Reading .
a2, hnseinos [ pssen
| Semrch
| Securty
| ecemty Gabancet [ ]
| Segratares
Speting
| Teacker -
it anse Y £
— v
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3) In the Web Sites table select row " europa.eu" "Always Block" and click on "Delete"
button
Manage Internet Access .
Hest name{www.example.com): I
I
[aow | [ e ]
Web Sites
Name Access
europa.eu Always Block
Default behavior for web sites that are not in the above list:
© Always ask
Allow access
Block access
mm T and | |
4) Finally click on "OK" buttons to apply the change s and close the properties '
windows.
After that try to open the electron ic PDF form and make sure that this time you choose
the option "Allow" when prompted to trust th e "europa.eu” domain.
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How to fill a n electronic PDF form

This section will guide you through the main aspects to consider when filling an
electronic PDF 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 filling in your project's data, it is
important that you check that you h ave the right form for the right "Action Type",
"Call" and "Round" . Page 1 of every electronic PDF form contains this information:

B. Context

Programme ‘Emsmuw |
Key Action ‘Learnlng Mobility of Individuals |
Action ‘Moblllty of learners and staff |
Action Type WET learner and staff mobility

call ‘201 8 |
Round llnund 1

Deadline for Submission (dd-mm-yyyy

hh:nn:ss - Brussels, Belgium Time) )01 S22 B |

Language used to fill in the form ‘ EI

Field "Action Type" will show you the action type and the field of education, training
and youth which the electronic PDF form concerns . Do make sure you are using the
right one as  your application will not display all fields that apply to your project if you

submit it through a different form and may be considered as ineligible as a
consequence.

Field "Call" is another impor  tant piece of information , as it indicates the year of the
Erasmus+ Call for proposals concerned.

In some cases, more than one application round may be organised within the same

call. Therefore, itis also important to check the selected application "Roun d" to which
you want to apply, since selecting an inactive round , i.e. one that is already closed |,
will not allow you to submit your application.

Note that you cannot change the content of these three fields. If you find out that you
have selected the wron g electronic PDF form , you need to close it and download the
correct form from your National Agency's website
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Choosing the correct National Agency

Another important aspect to take into account is the National Agency to which you

want to submit your appli cation. The selection of the National Agency is normally done

on page 2 of an electronic PDF form . There you can find a drop -down list with the
allowed Erasmus+ National Agencies covering each field of education, training and
youth. In the list of values below, each National Agency is identified by a unique code
accompanied by the name of the country in the national language

Application Form
Call: 2018
KA1 - Learning Mobility of Individuals

ErasmUS-l- KA102 - VET learner and staff mobility

Form Version: 5.03

Project Acronym

Project Start Date (dd-mm-yyyy)

Project End Date (dd-mm-yyyy)

Applicant Organisation Full Legal Mame (Latin
characters)

Form hash code LD T L0 D D L

0000000000000000

B.2. National Agency of the Applicant Organisation

Identification =

Project Total Duration (Months) ‘ EI

For further details about the available ErasmusH

ATO1 ((YSTERREICH)
https:/feceuropa.eu/programmes/erasmus-plulgen, (BELGIQUE)
BEO2 (BELGIE)
BEO3 (BELGIEN)

BGO1 (Eb/TTAPWA (BULGARIA))
CYO1 (KYTPOX (KYPROS))

CZ01 (CESKA REPUBLIKA)

DEO2 (DEUTSCHLAND)
If a country has more than one National Agency , use the following hyperlink to consult
the full list of National Agencies, and find out the code of the National Agency

responsible for your field of education , training and youth to which you should submit
your application

https://ec.europa.eu/programmes/erasmus-plus/contact

The information to look for is illustrated in the screen shots below and includes the
National Agency code and the fields in which it is active.
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Austria v

Osterreichische Austauschdienst GmbH (OeAD)

Ebendorferstrabe 7
1010, Wien
Austria

NA Code: ATO1

+43 1 53408605

erasmusplus@oead.at

http://www.erasmusplus.at

Fields

School Education

Vocational Education and Training
Higher Education

Adult Education

The last aspect concerning the field(s) for which a National Agency has been
designated is of particul ar importance as this needs to match the electronic PDF form
you have chosen. In order to help you, the electronic PDF form s will only show you the

relevant National Agency reference according to the field of education, training and
youth that you want to submit your project to.
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Using your PIC in an electronic PDF form

For most actions, all participating organisations should be registered in URF and
should use their PIC (Participant Identification Code) when filling -in an e -Form (please
see section on "R egistering your organisation in the European Commission's
Participant Portal" at the end of this document and User's Guide of the Unique
Registration Facility (URF) and User's Guide of the Unique Registration Facility (URF)
and Participant Portal for Education, Audio -visual, Culture, Citizenship and
Volunteering ).

When you and your partner organisations or consortium members have a PIC, you can
start using these identifiers in your electronic PDF form  s.

The PIC field name is the place where you need to enter your organisation's
identification:

C. Participating organisation(s)
C.1. Applicant Organisation

pIC lp48753703 |[ checkpic

Full legal name {National Language)

Full legal name (Latin characters)

Acronym

Mational ID (if applicable)

Department (if applicable)

Address

Country

Post Code

CEDEX

City

Website

Email

Telephone 1

Fax

P.O. Box ‘

After you have entered it, press button "Check PIC" so that the electronic PDF form
fetches the organisation's data from the Participant Portal. In other words, you do not

need to enter a gain in the electronic PDF form  the organisation data that are already
registered in the Participant Portal.
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FOIm VErRor: IS

C. Participating organisation(s)
C.1. Applicant Organisation

prersvo [are ]

Full legal name {National Language) |

Full legal name {Latin characters) |A5=didﬁn K¥uvenil Vrerza
Acronym |
Maticnal ID (if applicable) |1?92|"WH?9—':|.

Department {f applicable) |

I
I
|
Address |5=|am 50bj |
Country |&n&n |
P.O. Box | |
Post Code |1saes |
CEDEX | |
e |
Website | |
Email | |
Telephone 1 |+]¢!E'IH]E¢12 |
Fax |+mam&nz |
Once you have entered the PIC and the eForm has fetched the relevant information in
iﬁ;tri](;réd?l., you will also see that part of the information in section C.1.1 has also

Type of Organisation

Is your arganisation a public body? hh

Total numbser of staff

Total numbser of leamers

SN N N

Is your organisation a non-profit? |'Yes

Inthe 2018 PDF Forms the applicants can indicate the type of the organisation as this

information is no longer filled in the Participants Portal. Please note that, as the field
Type of Organisation is a compulsory one , the applicant cannot leave it empty and
should pick one option from the drop -down menu. If you cannot find the right
organisation type in the list of the drop -down menu, the organisation type can stay

"Other " in the electronic PDF form . If you have alrea dy applied for Erasmus+ the field
type of Organisation will be already prefilled. Please check if the value displayed is

correct. In case the value in not correct, please choose another option from the drop -
down menu.
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Mandatory fields
Mandatory (compulsory ) fields are clearly identified in electronic PDF form s through a

pink colour as depicted below:

D. European Development Plan

What are the organisation's needs in terms of quality development and intemationalisation? Please identify the main areas for
improvement (for example management competences, staff competences, new teaching methods or tools, European dimension,
language competences, curriculum, the organisation of teaching and leaming).

Please outline the organisation's plans for European mobility and cooperation activities, and explain how these activities will
contribute to mesting the identified needs.

Please explain how your organisation will integrate the competences and experiences acquired by staff participating in the project,
into its strategic dewelopment in the future?

Will your organisation use one of the following tools in connection with your mebility project?
a) eTwinning
[www.etwinning.net)

bj The School Education Gateway (SEG)
{www.schooleducationgateway.eu)

c) EPALE {e-Platform for Adult Learning in Europs)
{http:feceuropa.eu/epale/y

| E

They need to be filled in, otherwise you will not be able to validate and submit your
electronic PDF form

Lists of values

Lists of values represent closed questions that you will need to answer by choosing

one or more entries from the ones available in the list. The example below represents

the selection of the language used to fill in the electronic PDF form i.e. the language
used by the applicant to enter the project information:
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B. Context

Programme ‘Emsmurﬁ
Key Action ‘Learnlng Mobility of Individuals
Action IMobility of learners and staff
Action Type IJET learner and staff mobility
call 017
Round llound 1
Deadline for Submission (dd-mm-yyyy )0 ]
hh:nn:ss - Brussels, Belgium Time) Er LR T
Language used to fill in the form $ \German
B.1. Project Identification C'm:“"
Project Title g‘fﬁ'\h
English
Project Title in English Estonlan
Finnish
Project Acronym French
German
Project Start Date (dd-mm-yyyy)
Dynamic sections
Some selections made in an electronic PDF form  will trigger the appearance or
disappearance of fields or sections following them. A typical example of this is the
"Consortium " section where an applicant can ente r if it is applying on behalf of a

consortium:

[RUTITR IV RPRvrS

C.1.2. Consortium

Are you applying on behalf of a consortium?

= f

If the applicant enters "Yes" then a new "Consortium Member" section will be shown
where the members of the consortium can be identified:

Are you applying on behalf of a consortium?

ﬁ
B
B

=
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C.1.2.1. Consortium Member

PIC || Checkpic

Full legal name (National Language)

Full legal name (Latin characters)

Acronym

Mational 1D (if applicable)

Department (if applicable)

Country

P.O. Box

Post Code

CEDEX

City

Website

Email

Telephone 1

I |
| |
| |
| |
| |
| |
Address ‘ |
| |
| |
| |
| |
| |
| |
| |
| |
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Manually adding entire sections and entries

In certain places, you can add entire sections to the form, if they are relevant and
necessary for you. An example is adding project Partners.

Participating Organisations

In this section the data about your organisation is already available in the sub
"Applicant Org anisation":

-section

Form Version: 5.02

C. Particlpating organisatlon(s)

C.1. Applicant Organisation

PIC

Full legal name (National Language)

Full legal name (Latin characters)

Acronym

Mational ID (if applicable)

Department (if applicable)

Address

P.O. Box

Post Code

CEDEX

City

Website

Email

Telephone 1

Fax

Country ‘

If you need to add partner organisations to your application, you can do so by
pressing the button "Add Partner" located at the end of the "Applicant Organisation"
sub - section:

[ hdapartner |

December 2017
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For some actions, a new sub -section will then appear, cal led "Partner Organisation",
where you can enter all needed details:

C.3. Partner Organisation

pIC || Check PIC

Full legal name (National Language)

Full legal name (Latin characters)

National 1D (if applicable)

Department (if applicable)

Address

I
Acromym |

Country

Partner organisations can be removed by pressing the button "Remove Partner"
located at the end of the last partner organisation:

[ AddPartner ] [[_Remove Partner _

Please note that you can only add partners at the end of the already introduced
partner sections, e.g. you cannot add partners between partners 2 and 3, if you have
already included 3 partners.

C.1.5. Contact Person

Title

Gender

First Name

Family Name

Department

Email

Telephone 1

Online Linguistic Support Contact Person?

S | N ) S J S I S | | R -

Position I

If the address is different from the one of the organisation, please tick this box

| Add Contact Person |

In the sections for the contact persons, the field " Online Linguistic Support Contact
Person?" has been intr  oduced to indicate whether a contact person is also responsible
for Online Linguistic Support.

OLS Contact Person? ’Yes B
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To be able to validate the form s, one of the contact  persons must be flagged as Online
Linguistic Support  contact person. It is not possible to flag more tha n one person. The
Online Linguistic Support  contact person receives a notification by email when licences

for language assessments and language courses are available in the Online Linguistic
Support (OLS) system , and is responsible for sending invitations to mobility
participants to take the language assessment and start the language course, if

awarded. The Online Linguistic Support contact person is also responsible for
monitoring the usage of licences and can create additional Online Linguistic Support
users (aliases) with the same access rights if needed.

Adding new entries in lists of values

You can add new entries by clicking a button. For example, the question about the list
of topics that  is most relevant to a given application:

E. Description of the Project

Why do you want to carry out this project? What are its objectives?

How did you choose your hosting partners? If you have not yet defined all of your partners, please explain how you are geing to find
suitable hosting organisations for the mobilities you plan to organise. Please refer to any existing contacts or partnerships that will
enable you to successfully find hosts in other countries.

If you are requesting funds for Advanced Planning Visits to prepare ErasmusPro mobilities, please include a justification of this
request.

Does the project involve an organisation that fulfils the role of an intermediary as it is described in the Programme Guide?

| ]

What are the most relevant topics addressed by your project?

| i

I

You should press the "+" button to add new entries or the " -" to delete existing ones.
Please note that the question is compulsory, so once you add a new entry you will
need to fill it in with one of the available options:
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E. Description of the Project

Why do you want to carry out this project? What are its objectives?

How did you choose your hosting partners? If you have not yet defined all of your partners, please explain how you are going to find
suitable hosting organisations for the mobilities you plan to organise. Please refer to any existing contacts or partnerships that will
enable you to successfully find hosts in other countries.

If you are requesting funds for Advanced Planning Visits to prepare ErasmusPro mobilities, please include a justification of this
request.

Does the project involve an organisation that fulfils the role of an intermediary as it is described in the Programme Guide?

| ]

What are the most relevant toplics addressed by your project?

Access for disadvantaged

Agriculture, forestry and fisheries

Civic engagement / responsible citizenship

Cooperation between educational institutions and business
Creativity and culture

Cultural heritage/European Year of Cultural Heritage

P bilitine  cmncisl mande

You can enter the same topic only once.

Filling in the budget section

The budget is one of the most important sections of your electronic PDF form . It is
partly completed based on what you have entered before in the content related
questions of the form.

For "KAl - Learning Mobility of Individuals", the "Activities' Details" section will be the
most important.

Activities' Details

Bellow you will find  an example on how to fill the section Activities' details for one of
the actions . Please note that there are some differences in information requested
across actions and business rule s may be different.

Let's assume the following scenario:

Participants No. of Participants Acc
. With special apprentices with Fewer .
Duration Total No. needs (out (out of total Opportunities Persons
Mobility Activity Type Origin Destination Excluding of PP (out of total
- of total number of (out of total
Travel Participants - number of
number of Participants ) number of Participants)
Participants) Participants) p
Teaching/trainin i i 30
\ching g Austria | Belgium d 10 4 3 1 2
assignments ays
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abroad 60
Austria | Portugal 10 4 3 1 2
days
Staff training Austria France 60 10 4 2
abroad days
The first step is to create the needed activities for both types mentioned above: "VET
learners traineeships in companies abroad " and "Staff training abroad". Yo u can start
with the firsttwo  flows that will cater for the "VET learners in companies abroad " type:

Foem Version: 502
H.1. Activities’ Detalls
Please enter the different mobility activities you intend o implement in your project.
Activity No. Al
Activity Type -TAA - Teaching/training assignments abroad -
Porticiponts |y e
) . Total Duration Total Duration with Special
Row Mo, Countryof Origin Country of Destination Distance Band Duration fFull D‘"’:";‘“ Ecduding | 0o | nhuding | p, B0 | Needs out of [PEears outad
onthe) Travel idayd % | Traweel iday=) <P tatal rumber | 128 BT
of Participarts) o7 Participants)
1 Austria - Belgium . 500- 1999 km. . 1 0 E 2 2 4 4 2
T Ruztna = Fortugal = Tm = b] ] ] T L] (3 T T
[ - ]
Total | %0 | 4 | e | (] | & | 4
[ Add Activity | [ Remove Activity |

The first activity will cater for the 4 participants going to Belgium for 30 days and the

remaining 6 participants going to Portugal for 60 days. Please note that , in this activity
type, column "No. of Participants" refers to the total number of persons within the flow

which also includes participants with special needs, accompanying persons, etc. The
different destinations and corresponding flow duratio ns are handled by breaking down

the total number of participants in the activity into two different flows. In the given

example, all flows include two additional days accommodating the travel time to and
from both destinations.

Finally, you have to create a new activity to cater for the flow for all other relevant
staff participants that are going from Austria to France for 60 days:

Activity No. 2]
Activity Type STA - Staff training abroad 5
Participants )
) ) o ™ | hccamparying
) ! Total Duration Total Duration with Special
Rloww Mo, Countryof Origin Country of Destination Distance Band Duration Full |Dursten [ext72)  peciuing | =% | including | o Moo | pead ot of |Przors onted
ronthe] 7| Travel (doyd | Trareel (days) P ol b | I
of Participants) o
1 Austria - France . 500- 1999 km . 2 0 @ 2 82 " 4 2
-1
Total | ] | 2 | 62 | ] | 4 | 2
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Completing the Budget
Now that you have entered the needed activities and other relevant information, it's
time to look i nto the budget section where the funds needed to support your project
are to be specified.
One of the most important principles of Erasmus+ is the wide use of unit cost based
grant items. In the case of unit costs, you do not have to calculate the real co st of

instead indicate the number of units (number of days or number of
participants) for a given grant item; based on that number, the form then calculates
automatically the grant amount that can be requested, multiplying the number of
units with the unit cost concerned. You can find all information in the Programme
Guide to verify the type of costs eligible under each grant item, the unit cost levels

and rules of allocation.

expenses, but

It is also very important to bear in mind that each project activi ty must be assigned to
a specific organisation in order for the grant to be allocated and calculated correctly.

This means that i f you enter activities but donodt
will implement them, they will not appear in the budge t section

Travel

The first section you need to check is "Travel". The electronic PDF form  should have

retrieved the proper travel grant per participant depending on the  correct distance

band entered for each of the previously created flows

J. Budget

For further information please consult the Programme Guide for the overview of funding rules. Please note that all amounts must be expressed in Euros.

J.1. Travel

No. of Participants
Activity Flow Country of Travel Grant per (including Total Travel Grant
No. Activity Type No. | CountryofOrigin Destination Distance Band Participant accompanying Requested
persons)
Al :E:;Z‘;A =T S Austria Belgium 5001999 km 275.00 4 1100.00
Al :EH‘;A pcinaraiGE=sanm et Austria Portugal 2000 - 2999 km 360.00 3 216000
A2 [VET-STA - Staff training abroad 1 Austria France 500 - 1999 km 275.00 10 2750.00
Total 6010.00

Some parti cipants may not need to receive a grant for travel purposes. In that case
you can decrease the No. of Participants and fund less than the total number of
participants indicated previously:

For further information please consult the Programme Guide for the overview of funding rules. Please note that all amounts must be expressed in Euros.

J.1. Travel

No. of Participants
T I— | commororon | S0 | omaveoma | ToiSontyer | toung oo con
persans)
Al :EE‘:A g o anno=skhms s Austria Belgium 500 - 1999 km 275.00 3 825.00
Al :E;:‘:A S DO K ) Austria Portugal 2000 - 2999 km 360.00 5 1800.00
A2  [VET-STA - Staff training abroad 1 Austria France 500 - 1999 km 275.00 5 1375.00
Total 4000.00

In order to select the correct distance band, you need to get the
by the web tool that you can access via this hyperlink:

http://ec.europa.eu/programmes/erasmus

-plus/resources_en#tab

distance calculated

-1-4
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http://ec.europa.eu/programmes/erasmus -plus/resources/distance  -calculator_en

With this tool you can enter the Origin and Destination cities in two given countries

and get the calculation of the distance i n one direction. On the basis of this
information you have to select the corresponding distance band. If the participant
needs to go to a farther city to get to his/her final destination (to reach the airport  for

example) itis possible to take this city a s departure point.

The distance band chosen will determine the grant amount available for that distance,

as specified in the Erasmus+ Programme Guide. You only need to enter the distance

band: the correct grant amount corresponding to the distance band is completed
automatically.

Nota bene: When calculating the actual distance you should fill in only the
distance from the place of origin to the place of destination and not both
ways. The unit cost is calculated on the basis of one way distance; however,
th e related grant is a contribution to the expenses for travelling in both
directions.

Instructions

In order to use the calculator, you should:

1. Begin typing a location in the "Start:" box when provided with the list
of locations, click on the correct one

2. Repeat the procedure for the "End:" box.

3. Press the "Enter” key on your keyboard to obtain the distance,
provided in kilometres.

Please note that you must choose a specific city, town, or village and not a country.

For detailed information on the funding rules, please consult the Erasmus+ Programme Guide.
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The distance band calculator calculates the actual distance. As a consequence, you
may get a situation whereby travelling from one country to another may result i n the

use of different distance bands depending on the actual place of origin and arrival for

each mobility. In such cases, you can, if you wish, create several flows with the same

Countries of Origin and Destination in order to get the breakdown that you will need to
indicate different distance bands in the budget section.

If for example, you have two groups of participants both going from Wien, Austria__ to
two different cities in Turkey that are quite distant from each other like Istanbul and

Trabzon , you use this approach to request the right travel grant for both groups of
participants:

Distance (from ) )
Origin Destination Distance Calculator Correspondlggn?jlstance ;ri’\;erlti(c;irz';[t
Web Tool) p P
Vienna, Austria Istanbul, Turkey 1274 km Band [ 500 i 1999] km 275
Vienna, Austria Trabzon, Turkey 2004 km Band [2000 T 2999] km 360

H.1. Actlvities' Detalls

Please enter the different mobility activities you intend to implement in your project.

Activity No. Al
Activity Type -TAA - Teaching/training assignments abroad -
Participants )
Accompanying
Total Duration Total Duration with Special

Flow No. Country of Origin Country of Destination Distance Band Duration (full D"“:““ (®xt13 | ey duding TD"‘""’ Including w:“ oF | Neads (out of Pt:‘u"'“ “";:'
months) ays) Travel (days) ays Travel (days) cipants total number fpxi,im'm 15
of Participants) |27 Fartidpants)

1 Austria - Belgium - 500 - 1999 km - 1 0 0 2 2 4 4 2

2 Austria M Portugal - 2000 - 2999 km -l 2 0 60 2 62 6 4 2

3 Austria M Turkey v 500 - 1999 km -l 2 0 60 2 62 3 o o

4 Austria - Turkey - 2000 - 2999 km - 2 0 0 2 62 ES 0 0

-]
Total | 210 ‘ 8 | 218 ‘ 16 | ) ‘ 4

This approach will allow you, in the budget section, to specify a different distance band
for the two different groups of participants, even if they share the same Origin and
Destination countries:

In the Country of Origin you should specify the country from which the participants
will travel, i.e. the country in which the sending organisation is based.

When applying for a structured course for School education  staff mobility  or Adult
education staff mobility , it is possible that the exact distance cannot be specified at
application stage. The sending institution might have a realistic idea about the place of
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