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Introduction 
 

This user guide explains how to use the Erasmus+ OLS licence management system (back-end) in 

your role as a Beneficiary (BEN). 

You will learn: 

¶ How to log into the Erasmus+ OLS back-end; 

¶ How the back-end is structured; 

¶ How to use each feature, namely: 

o Allocating assessment licences to Participants, 

o Allocating course licences to Participants, 

o Monitoring the assessment and course licences used by Participants. 

1. Access the OLS and log into the back-end 
 

To access the OLS go to the following URL: http://www.erasmusplusols.eu. 

 

 

 

To access the login page, click the Login button in the upper right corner of your screen. 
  

 

 

 

http://www.erasmusplusols.eu/
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To log in, type in the Login and the Password you received by email. 

 

 
  

 

 

 

In case you encounter problems, you can contact the Helpdesk by clicking the Support button at the 

top of your screen. 
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2. Structure of Erasmus+ OLS  
 

The homepage of Erasmus+ OLS appears after you log-in. 

On the static toolbar on the upper part of your screen you have 4 buttons: 

¶ Home button ( ) ς click on this button to go to the OLS back-end homepage. 

¶ Profile button ( ) ς click on this button to go to your BEN user profile 
page. 

¶ Report a Problem ς click on the button to contact the Helpdesk for any technical problem. 

¶ ESC ( ) ς click on the button to close your session. 

 

 

 

On this page you find important information regarding updates, forthcoming features of the OLS and 

system alerts, as well as OLS communication materials facilitating your daily work. 
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Four tabs are available in the menu on the left hand side of your screen: 

¶ Home (tab 1) 

¶ Licence Allocation to Participants - Assessment (tab 2) 

¶ Licence Allocation to Participants - Course (tab 3) 

¶ Licence Usage per Participant (tab 4) 

¶ Expired 2014 Projects (tab 5) 

¶ Expired Licences (tab 6) 

  

  

Click on any tab to navigate between Home, Licence Allocation to Participants ς Assessment, Licence 

Allocation to Participants - Course and License Usage per Participant, 2014 Projects and Expired 

Licences. 

 

3. Using the Erasmus+ OLS back-end features 
 

In this section the main functionalities of the Erasmus+ OLS back-end are explained: 

¶ 3.1 Allocating assessment licences to participants, 

¶ 3.2 Modifying or cancelling an invitation and re-inviting participants, 

¶ 3.3 Allocating course licences to participants, 

¶ 3.4 Monitoring the licences usage of the participants, 

¶ 3.5 Monitoring expired projects, 

¶ 3.6 Monitoring expired licences, 

¶ 3.7 Editing your profile and creating additional users. 
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3.1 How to allocate assessment licences to participants 
 

The process of allocating licences occurs at different levels (i.e. DG EAC / NA / BEN) ς for more 

information on the process please consult your National Agency. 

To allocate assessment licences to your participants, please follow these step-by-step instructions. 

 

To access the section "Licence Allocation to Participants ς Assessment", from your Home screen, click 

on the 2nd tab (Licence Allocation to Participants ς Assessment).  

 

 You are now accessing the Licence Allocation to Participants ς Assessment page. 

If your institution/organisation is part of several projects, you can find several tabs at the top of the 

page. By navigating through these tabs, you can access the corresponding άLicence Allocation to 

Participants ς Assessmentέ ǇŀƎŜ related to each of your projects. If you have several projects, the 

project tabs are sorted chronologically from the most recent to the oldest. 
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In the upper right part of the screen, a summary box also shows information on: 

¶ ¸ƻǳǊ .9bΩǎ remaining number of assessment licences, i.e. the number of licences currently 

available for Participants allocation; 

¶ ¸ƻǳǊ .9bΩǎ number of allocated assessment licences, i.e. the number of assessment 

invitations already sent to your participants; 

¶ The total number of assessment licences granted to your BEN by your National Agency (NA). 

 

To allocate assessment licences to the selected project participants, please indicate, in the 

ŀǇǇǊƻǇǊƛŀǘŜ ōƻȄΣ ŀƭƭ ǘƘŜƛǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎΣ ǎŜǇŀǊŀǘŜŘ ōȅ άΤέ ƻǊ άΣέΦ N.B.: you are requested to 

introduce together the email addresses of all participants who will be tested in the same language 

(for example, all participants taking their assessment in French). If you have groups of participants to 

be tested in different languages, repeat the following steps, language per language.  
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Before being able to move forward, you are requested to validate the email address list by clicking on 

Validate emails. A message appears when emails are successfully validated. Then, make sure the 

count of email addresses is correctly shown next to the Validate emails button. 

 

 

You are now requested to select the language to be tested in the highlighted Language to test scroll-

down menu. The language tested corresponds to the language the participants will use to study, 

work or volunteer abroad and cannot be changed afterwards. 
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You are also requested to select a Deadline to take the test. To do so, select the number of days or 

months given to the participants to take the test. Please note that the deadline should be set before 

ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ŘŜǇŀǊǘǳǊŜ ŘŀǘŜ, especially for HE participants since the OLS assessment is a pre-

requisite for mobility. 

 

 

 

Once the email list is validated, the language to test and the deadline to take the test are selected, 

the Send assessment invitation(s) to the whole list becomes active. Review all information before 

clicking on this button to send assessment invitations to all validated email addresses. 
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Invitations are then automatically sent to the participants and a message pops-up confirming the 

invitations were successfully sent. The participants also receive an email containing their personal 

login and password needed to access the Erasmus+ OLS language assessment. 

 

 

 

 

If your participants have to be tested in several languages, repeat the above instructions for each 

group of participants/languages.  

Should you wish to receive a notification once a participant has completed the first language 

assessment, please click on your profile. 
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In your profile, you have the possibility to tick the "I want to receive a notification by email each time 

a participant has finished the first assessment" box. Further information is provided under point 3.7. 

 

 

 

If you tick this box, you will receive an email notification whenever a participant has completed the 

first language assessment. These notifications are not sent instantly, but rather once every hour. 

Please note, this notification is sent to the main email address, as well as to any aliases and 

additional email addresses linked to the profile. 

²ƘŜƴ ǇŀǊǘƛŎƛǇŀƴǘǎ ŘƻƴΩǘ ǘŀƪŜ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ ǿƛǘƘƛƴ ǘƘŜ ŘŜŀŘƭƛƴŜΣ ǘƘŜƛǊ ŀŎŎŜǎǎ ǘƻ h[{ ƛǎ deactivated 

and the licence automatically returns to your remaining assessment licences if not yet used. For 

instructions on how to re-invite a mobility participant for the 1st language assessment, see point 

3.4.1. 
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3.2 How to modify/cancel an invitation and re-invite participants 
 

When invitations are sent, they cannot be edited or modified. If you need to modify or cancel an 

invitation, please follow these step-by-step instructions. 

[ƛŎŜƴŎŜǎ Ŏŀƴ ōŜ ŎŀƴŎŜƭƭŜŘ ǇǊƻǾƛŘŜŘ ǘƘŀǘ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘόǎύ ƘŀǾŜƴΩǘ ǎǘŀǊǘŜŘ ǘhe language assessment 

yet. Licences that have been cancelled automatically return to your remaining assessment licences. 

To cancel the invitation(s), you need to enter the email address(es) of the participant(s) that need to 

be cancelled in the invitation box and ŎƭƛŎƪ ƻƴ άValidate emailsέ. 

 

A pop-up message appears notifying that this/these email address(es) has/have already received a 

language assessment licence and asks you if you want to cancel the invitation.  
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To cancel the invitation(s), click on the box next to the email address(es) to select the email 

ŀŘŘǊŜǎǎŜǎ ǘƘŀǘ ƴŜŜŘ ǘƻ ōŜ ŎŀƴŎŜƭƭŜŘ ƻǊ ŎƭƛŎƪ ƻƴ άcheck all emailsέΦ /ƭƛŎƪ ƻƴ άCancel invitation(s)έ ƛƴ 

order to cancel the invitations you sent to the participant(s). The licences automatically return to 

your remaining licences. 

  

 

Once you have cancelled the invitation, the email address(es) concerned disappear from the pop-up 

and still appear in the invitation box. A notification email is also sent to the mobility participant 

concerned, informing him/her that his/her language assessment has been cancelled. 

To send a new invitation to this/these email address(es), click on Validate Emails and follow the 

steps explained previously at section 3.1 How to allocate assessment licences to participants. 
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3.3 How to allocate course licences to participants 
 

The process of allocating licences occurs at different levels (i.e. DG EAC / NA / BEN) ς for more 

information on the process please consult your National Agency.  

 

3.3.1 Important information for Higher Education Institutions: automated allocation of course licences  

 

Automatic language course allocation   

Higher education participants who have obtained a result between CEFR levels A1 and B1 in their 

first language assessment are automatically allocated a language course licence. As an HEI you do 

not need to take any further action in the OLS Licence Management System.  

The language course allocated is in the mobility language chosen for the assessment.  

Course licences are automatically deducted according to the total course licences allocated. 

Therefore, participants with a level of B1 or below do not appear in this section. You are able to find 

these participants in the 4th tab (Licence Usage per Participant).  

 

If there are not enough course licences to be automatically allocated to mobility participants, a 

warning appears ƻƴ ǘƘŜ άIƻƳŜέ ǇŀƎŜ, indicating that the automated language course allocation has 

failed and will request you to contact your National Agency. 

3.3.2 OLS language course in the local language of the country  

 

Mobility participants who have obtained a result between CEFR levels B2 and C2 in their first 

language assessment might be invited to follow a language course in the OLS Licence Management 

System. The language course can be in their main language of instruction/work, OR in the local 

language of the country, provided that the language is available in the OLS.  

In the 3rd tab (Licence Allocation to Participants ς Course) you can also see mobility participants who 

have obtained a between CEFR levels B2 and C2 at their first language assessment. You are able to 

manually select the language of the courses for these participants. 

 

For the specific instructions see point 3.3.3. 
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3.3.3 Manual allocation of course licences 

 

Manual allocation of course licences applies to Youth, VET and HE participants (for HE only CEFR level 

B2 ς C2). 

To allocate course licences to your participants, please follow these step-by-step instructions, here 

below. 

To access the section "Licence Allocation to Participants - Course", from your Home screen, click on 

the 3rd tab (Licence Allocation to Participants - Course).  

 

 

 

You are now accessing the Licence Allocation to Participants - Course page. 

If your institution/organisation is part of several projects, you can find several tabs on the top of the 

page. By navigating through those tabs, you can access the corresponding άLicence Allocation to 

Participants - Courseέ ǇŀƎŜ ǊŜƭŀǘŜŘ ǘƻ ŜŀŎƘ ƻŦ ȅƻǳǊ ǇǊƻƧŜŎǘǎΦ 

Expired projects (projects having reached their contractual end date) continue to be shown as a 

separate tab, thus allowing you to continue allocating course licences to mobility participants who 

have not yet returned from their mobility. For more information on expired projects, please consult 

point 3.6. 

 

 

  






















































