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Introduction

This user guide explains how to use the Erasmus+li€drife management system (baeikd) in

your role as &eneficiary (BEN)
You will learn:

1 How to loginto the Erasmus+ OLS beakd,;

1 How thebackendis structured;

1 How to useeach feature namely
o Allocatingassessment licences to Participants,
o Allocatingcourse licences to Participants,

0 Monitoringthe assessment and course licencsgd byParticipants.

1. Access th®©LSand loginto the backend

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

55 WErasmus+ Online Linguistic Support

Engish s AF A 2

Home  Language assessment  Languagecourses Media FAQ  Support

To access the gin page, click théoginbutton in the upper right corner of your screen.
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http://www.erasmusplusols.eu/

To log in, type in the Login and the Password you received by email.

Login to my account

In case you encounter problems, you can conthetHelpdesk by clicking thBupportbutton at the
top of your screen.

Engish 2 A" A~ 2| Login

Erasmus+ Online Linguistic Support

Home  Language assessment  Languagecourses Media FAQ = Support
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2. Stucture of Erasmus+ OLS

The homepage of Erasmus+ OLS appears after yan.log

On the static toolbar on the upper part of your screen you hébeattons:

1 Home button ) ¢ click on this button to go to the OLS bamkd homepage

1 Profile button

page

) o
) C click on this button to go to your BENser profile

1 Report aProblem¢ click on the button to contact the Helpdesk for aeghnicalproblem

1 ESCB) ¢ click on the button to close your session

Erasmus+

@B Home

Online Linguistic Support

& hubentestol@essiah.com C

Licences Allocation To
Participants - Assessment

?

Licence Allocation To
Participants - Course

?

Licence Usage per Participant

?

2014 Expired Projects

?

Expired Licences

L L L 7

Welcome

IMPORTANT

Automatic ianquage course allocation

To simplify the management of language course licences and reduce your workload, mobility participants who have obtained a result between CEFR leveis A1 and B1 at their first language assessment
are now automatically allocated a language course licence. Please note that due to thes change, your language course licences may have decreased in number

OLS language course in the local language of the country

Mobiity participants who have obtained a result between CEFR levels B2 and C2 at their first language assessment are NOT automatically allocated a language course licence. You may invite them 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 such
language s available in the OLS. In the 3rd tab (Licence Allocation to Participants — Course) you will only see participants who have oblaned a result between CEFR levels B2 and C2 at their first
language assesment. And you will be able to manually select the language of the courses for these participants.

Welcome to Erasmus+ OLS Licence Management System!
Click on the following documents which explain how to handie your user interface in the OLS Licence Management System

Please note that you will not be able to see new projects in the Licence Management System unless your NA validate the licence allocation for that particular project
OLS Promotion Package for Beneficiaries

Beneficiaries (BEN) support area

achy Questions and Answers for BEN
* Visuals tool kit for the promotion of the Erasmus+ OLS for Beneficiaries: V

Mobility Participants (MF) support area
o M ity Participants User Gusde for Assessment

On this page you find important information regarding updafesthcomingfeatures of the OLS and
system alertsas well as OLcdmmunicatiormaterialsfacilitatingyour daily work.
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Four tabs are available in the menu on the left hand side of goreen:

= =4 =4 =4 4

Home (tab 1)

LicenceAllocationto Participants Assessmenftab 2)
Licence Allocatioto Participants Course(tab 3)
Licene Usage peParticipant(tab 4)
Expired2014Projects(tab 5)

Expired Licences (tab 6)

@Rrome g hubentestol@essiah.com

Report a Problem

nline Linguistic Support

Erasmus+

C 2

Licences Allocation To

AN

Participants - Assessment

Licence Allocation To

w

Participants - Course

®

Licence Usage per Participant

?

2014 Expired Projects

?

Expired Licences

N

=

Welcome

A
IMPORTANT
atic lanquage course allocation

To simplify the management of language course licences and reduce your workload, mobility participants who have obtained a result between CEFR leveis A1 and B1 at their first language assessment

are now automatically allocated a language course licence. Please note that due to this change, your language course licences may have decreased in number

OLS language course in the local lanquage of the country

Mobility participants who have oblained a result between CEFR levels B2 and C2 at their first language assessment are NOT automatically allocated a language course licence. You may invite them to
\N,Qw a language course in the OLS Licence Management System. The language course can be in their main language of mstruction/work, OR in the local language of the country, provided that such

language s avaiable in the OLS. In the 3rd tab (Licence Allocation to Participants — Course) you will only see participants who have obtained a result batween CEFR levels B2 and C2 at their first

language assesment. And you will be able to manually select the language of the courses for these participants

Welcome to Erasmus+ OLS Licence Management System!
w on the following documents which explain how to handle your user interface in the OLS Licence Management System

se note that you will not be able 1o see new projects in the Licence Management System unless your NA validate the licence allocation for that particular project

OLS Promotion Package for Beneficiaries

N

Beneficiaries (BEN) support area

201
al Questions and Answers for BEN
Visuals tool kit for the promotion of the Erasmus+ OLS for Beneficianes:

Mobility Participants (MFP) support area

© Mobility Participant User

Clickon any tab

to navigate between HomkicenceAllocationto Participantsg Assessmenticence

Allocationto Participants- Courseand License Usage pé@articipant, 2014Projects and Expired

Licences.

3. Using the Erasmus+ Qifskendfeatures

In this section thenainfunctionalities of the Erasmus+ OLS baokl are explained:

3.7E

=4 =4 -4 a8 —a 2

3.1 Allocatingassessment licences to participants

3.2 Modifying orcancelling an invitation and +i@viting participants,
3.3 Allocatingcourse licences to participants

3.4 Monitoring the Icences usageof the participants,

3.5 Monitoringexpired projects,

3.6 Monitoringexpired licences,

diting your profile and creatirgdditional users
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3.1 How toallocateassessment licences to participants

The process of allocating licences occurs at different levels (i.e. DG EAC / NA{ fBENiore
information on the process please consytiur National Agency

Toallocateassessment licences your participantsplease follow thesatep-by-stepinstructions.

To access theection 'LicenceAllocationto Participants; Assessmerit from your Home screen, click
on the 29tab (LicenceAllocation to Participants; Assessmenjt

Erasmus+ L.:/"nline ‘,,inguistic ftUDpOFt blem @ Home & hubentestol@essiah.com E‘

n Welcome
Home IMPORTANT
Automatic lanquage course allocation
To simplify the management of language course licences and reduce your workload, mobility participants who have obtained a result between CEFR levels A1 and B1 at therr first language assessment
? are now automatically allocated a language course hcence. Please note that due to thes change, your language course licences may have decreased in number
Licences Allocation To €—OtEemmmeme-course in the local lanquage of the country

Mobility participants who have obtained a result between CEFR levels B2 and C2 at their first language assessment are NOT automatically allocated a language course licence. You may invite them 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 such
language s avadlable in the OLS. In the 3rd tab (Licence Allocation to Participants — Course) you will only see participants who have obtained a result between CEFR lavels B2 and C2 at their first

Participants - Assessment

language assesment. And you will be able to manually select the language of the courses for these participants

. ? : Welcome to Erasmus+ OLS Licence Management System!
Licence Allocation To
Participants - Course Click on the following documents which explain how to handle your user interface in the OLS Licence Management System.

Please note that you will not be able to see new projects in the Licence Management System unless your NA validate the licence allocation for that particular project

2 ? 3 OLS Promotion Package for Beneficiaries
Licence Usage per Participant

Beneficiaries (BEN) support area

?

2014 Expired Projects * Technical Ques! 3 s for BEN
* Visuals tool kit for the promotion of the Erasmus+ OLS for Beneficiaries. V

®
. W Mobility Participants (MP) support area
Expired Licences
o Mobility Participants User Guide for Assessment
« Mobility Participant User Guide for Courses.

You are now accessing th&enceAllocationto Participants; Assessmenpage.

If your institutionorganisationis part of several projectyou can findseveral tabsat the top of the
page.By navigatinghrough these tabs, you can access therrespondingdLicenceAllocationto
Participantsc Assessmerit  LJtelat& to each of your projectsf you have several projects, the
project tabsare sorted chronologicallyfrom the most recent to the oldest.

* |Erasmus+ Online Linguistic Support ReportaProblem @R Home & ssmus@uclouvsinbe (W)

Home Licences Allocation To Participants - Assessment -2014-1-BE99-VT001-00009
Remaining assessment licences
Licences Allocation To Allocated assessment licences:
Participants - Assessment Total Licences
? Add new participants
Licence Allocation To Flease write here the new participants email acdresses for a given assessment language, saparatec by *." or

Participants - Course
Emails Validate emails  LEon LTIl Language to test Deadline to take t

@ English n months

Licence Usage per
Participant
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In the upper right part of the screen, a summary box also shows information on:

1 . 2 dzNJ remalmifgdnumberof assessment licences.e. the number of licences currently
available for Participantallocation

1 . 2 dzNJ nuénbef &f allocated assessment licencesie. the number ofassessment
invitationsalreadysent toyour participants

1 Thetotal number of assessent licenceggranted to your BEN by your National Agency (NA).

“ |Erasmus+ Online Linguistic Support Repotaprobien @D Home s hubentestVl@essbhcom ()

Licences Allocation To Participants - Assessment -2014-1-HU98-KA103-000024

Licences Allocation To

Romaining assessmant liconces: 4
Participants - Assessment

Allocated assessment liconces: s7
Total Licences: 100

Licence Allocation To Add new participants

Participants - Course Piease wrte here the new particpants emad addresses for a given assessment language, separated by *;" or *

® Emalls Count: Omall  Language to test Deadline to take the test
x
Licence Usage per Participant English n months

® +1

2014 Expired Projects

?

Expired Licences

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

F LILINRBLINA I GS o62EX Ftf GKSAN SWN.B fou ardréqiebtedinS & =
introduce togetherthe email addresses dll participants who will be tested in the same language
(for example, all participants taking their assessment in Freficyyu have groups of participants to

be tested in different languages, repeat the follogisteps, language per language.

20161 BEZH VT001 00014 Projocts

Licences Allocation To Participants - Assessment -2014-1-BE99-VT001-00009

Licences Allocation To

Participants - Assessment

?

Licence Allocation To
Participants - Course

Total Licence

100

Add new participants

Flease wiita hare the rew pars pants emad a0cresses for 3 gven assessmant ANJUage, saparated by

Emails ml1|!f 0 mai Language to test Deadline to take the test
th

Licence Usage per Participant English n

2014 Expired Projects

?

Expired Licences
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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 validbltexh, make sure the
count of email addrsses is correctly shown next to thalidate emailsbutton.

Licences Allocation To Participants - Assessment -2014-1-BE99-VT001-00010

Remaining assessment licences: 18
Allocated assessment licences: 5
Total Licences: 21
Add new participants
Please write here the new participants” email addresses for a given assessment language, separated by ;" or 7"

Emails Validate emails  [RSTIISE] Language to test Deadline to take the test
English n months
Emails validated!

+1

examplel@domain com, example2@domain.com, example3@domain.com

Send assessment invitation(s) to the whole list

You are now requested to select the languagéedested in the highlighted_anguage to tesscrolt
down menu. The language tested corresponds to the language the participants will ssedio
work or volunteer abroad and cannot be changed afterwards.

Emails Count: 3 Language to test Deadline to take the test
English n months n
Emails validated!

English
French +1
German
example1@domain.com, example2@domain.com, example3@domain.com

Italian

Spanish
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You are also requested to selecDaadline to take the testTo do so, select theumber of days or
months given to the participants to take the test. Please note that the deadlinaeldbe set before
0§KS LI NI A OA LI y éspedially@ HpakbipaNSSinc® thdi GLS assessment is a-pre
requisite for mobility

Emails m Count: 3 Language to test Deadline to take the test
English n months n
Emails validated!

H
+2
+3
+4
+5
+6
+T
+3
+9
+10
+11
+12
+14
+15
+16

example 1@domain_com, example2@domain.com, example3@domain.com

Once the email lisis validated the language to test and the deadline to take the test are selected
the Send assessment invitation(s) to the whole lisecomes activeReview all information before
clickingon this buttonto sendassessmeninvitationsto all validated email addresses.

Add new participants

Pleaso write here the now participants’ email addresses for a given assessment Language, separated by *." or ="
Emails m Count: 3 Language to test Deadline to take the test
English n months
Emails validated! :

+1

exampie 1 gidomam. com, example2@doman com
example3@doman.com

I Send assessment invitation(s) to the whole list I e
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Invitations arethen automaticallysent to the participants and a message paysconfirming the
invitations were successfully serfthe participant also receive an email containirigeir personal
login and msswordneededto access th&rasmus+ OLS languagsessment

Remaining assessment licences: 13
Miocated assessment licences: B
21

Total Licences:

Add new participants

Please write here the new participants’ email addresses for a given assessment language, separated by *;" or %"

Emails Coum:ﬂ Language to test Deadline to take the test
English n months n

Assessment invitation successfully sent !

sessment invitabion(s) to the whole list

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

Shouldyou wish toreceive a notification once participant has completed thefirst language

4

Online Lin qguistic Su pport ReportaProblem @R Home @ be9sben07@mailinator.com €3

assessmenpleaseclick on your profile

“.¢ |Erasmus+
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In your profile you have he possibility to tickhe "I want to receive a notification by email each time
a participant has finished the first assessmdmt’k. Further information is provided under point 3.7.

BEN user Profile

BEN Information

BEN PIC 25
BEN Name Test BEN 01
Country Belgium
Change BEN User information
Legin bedOben1@mailinator.com
Password @ Re-type Password
contact Name BEQSQ BEN 01
Contact Number 0123456769
| I'want to receive a notification by email each time a participant has finished the first assessment
Save Changes T

If you tick thisbox, you will receive an email notification whearer a participant has completdtie
first languageassessmentThese notifications are not sent instantly, but rather once every hour.

Please nte, this notification is sent to the main email address,as well as to any aliases and
additional email addressdimked to the profile.

2 KSYy LI NIGAOALIyda R2yQl GI11S GKS | &a Seachveédy i
and the licenceautomaticallyreturns to your remaining assessmelitencesif not yet used For
instructions on how tore-invite a mobility participant for the % language assessment, see point
3.4.1.
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3.2How tomodify/cancel an invitation anek-invite participants

When invitations are sent, they cannot be edited or modified. If you need to modify or cancel an
invitation, please follow thesstep-by-step instructions

[ AOSyO0Sa Oly 06S Ol yOoStt SR LINE JA r$aRguapedsdessmiiekitS LI N.
yet. Licences that have been cancellgtomaticallyreturn to your remaining assessment licences.

To cancel thenvitation(s) you need toenter the email addreges)of the participan{s)that need to
be cancdled in theinvitation boxandO f A OValid&e/emails.

Add new participants

Please write here the new participants’ email addresses for a given assessment language, separated by “;" or "

Emails —_— m Count: 0 mail Language to test Deadline to take the test

English n months
example1@domain.com, example2@domain.com

" e

Send assessment invitation(s) to the whole list

A popup messageappeas notifying that thigthese email addresgs)haghave already received a
language assessmelitenceand askyou if you want to cancel the invitation.

Add new participants

Please write here the new participants’ email addresses for a given assessment language, separated by “;” or *,":"

Emails Count: 0 Language to test Deadline to take the test
English n months

Following email(s) already received a licence but the language n

assessment has not been started yet. Do you want to cancel the +1
previous invitation(s)? (You will have to click on "Validate emails” to
be able to send the new invitation(s))

example1@ nain.com

example2@domain.com

Cancel invitation(s) Check all emails

example1@domain.com, example2@domain.com
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To cancel the invitation(s),lick on the boxnext to the email address(es) to select the email

I RRNSaasSa GKFG ySSR

dhack @l 8madisl ay O & (aREBERIn2RNGNG t A ]

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

your remaining licences.

Following email(s) already received a licence but the language
assessment has not been started yet. Do you want to cancel the
previous invitation(s)? (You will have to click on "Validate emails” to
be able to send the new invitation(s))

Check all emails []

I Cancel invitation(s) I

Following email(s) already received a licence but the language
assessment has not been started yet. Do you want to cancel the
previous invitation(s)? (You will have to click on "Validate emails” to
be able to send the new invitation(s))

example1@domain.co

examp m

Cancel invitation(s)

Check all emails 4

Once you haveancelled the invitationthe email address(es) concerndidappear from the pojp
and still appear in theinvitation bax. A notification email isalso sent to the mobility participant
concernedinforming him/her thathis/herlanguage assessment has been cancelled.

Tosend a new invitationto this/these email address(es), click dalidate Emailsand follow the
steps explained previously at sectiBrl How to allocate assessment licences to peifiants.

Add new participants

Please write here the new participants’ email addresses for a given assessment lan;

VEILEYCEET ETERE Count: O

Emails

Following email(s) already received a licence but the assessment test
has not been started yet. Do you want to cancel the previous
invitation(s)? (You will have to click on "Validate emails” to be able to
send the new invitation(s))

Cancel invitation(s)

Check all emails [}

example1@domain.com,

Erasmus+ Online Linguistic Support
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3.3How toallocatecourse licences to participants

The process of allocating licences occurs at different levels (i.e. DG EAC / NA{ fBENiore
information on the process please consytiur National Agency

Automatic language course allocation

Higher educatiorparticipantswho have obtained aesult between CEFR levels Al and iBtheir
first language assessmerare auomatically allocated a language course licence. A$lBl you do
not need to take any further action in the OLS Licence Management System.

The language course allocatidn the mobilitylanguage chosen for thessessment.

Course licencesare automatially deducted according to the total course licences allocated.
Therefore, participants with a level of B1 or beldanot appear in this section. Yare able to find
these participants in thetab (Licence Usage per Participant).

If there are not enough course licences to be automatically allocateohdbility participants, a
warningappears?2 Y G KS & |, Bdic&iagthatkhd &itomatedianguage coursallocationhas
failedandwill requestyou to contact youNational Agency.

Mobility participants who have obtained @esult between CEFR levels B2 and i@2heir first
language assessmemight beinvited to follow a language course in the OLS Licence Management
System. The language course can be inithmain language of instructiom/ork, ORin the local
language of the country, provided thtie language is available in the OLS.

In the 3%tab (Licence Allocation to Participants Course)you canalso seemobility participants who
have obtained detween CEFR levels B2 and C2 at their first language asses¥foeate able to
manually select the language of the courses for these participants.

For the specific instructiaseepoint 3.3.3
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Manual allocation of course licences applies’outh, VET and Hiarticipants(for HE ony\CEFR level
B2¢ C2).

To allocate course licences to your participants, please follow thegeby-step instructions here
below.

To access theection 'LicenceAllocationto Participants- Coursé, from your Home screen, click on
the 39tab (LicenceAllocationto Participants- Coursg.

You are now accessing th&ence Allocation to Participart€oursepage.

If yourinstitution/organisationis part of several projects, you can find several tabs on the top of the
page. By navigatinthrough those tabs, you can access the correspondibigence Allocation to
Participants Coursé¢ LJ- 3S NBf I GSR G2 SIOK 2F @2dzNJ LINP2SO0 4

Expired projects (projects having reached their contractual end date) continue to be shown as a
separate tabthus allowing you to continue allocating course licences to mobility participants who
have not yet returned from their mobility. For more inforn@ on expired projects, please consult
point 3.6.
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