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Web Forms 
How to complete the form
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When completing the form, there are certain elements that are common in every section. This page covers these basic functionalities and highlights the sections that are common for all applications.
The form provides on screen information, as well as warning messages, specific for the application form or field currently being entered. Please read this on screen information and if you require further assistance please consult the content related to the specific key action application request. This can be viewed from the Index page: Web Application Forms Guidelines.
Important: Do not use multiple tabs in browser 
When filling in the required information in the Web Application Form do not use multiple tabs or open several browser windows for your application. This will cause problems with the auto save functionality of the form and result in lost data in your application.
· Language Selection
· Mandatory Sections and Fields
· Navigation through/within application sections
· Menu button
· Underlined Links
· Auto Saving & Draft
· Help and Guidelines
	[bookmark: Language]Language Selection

	The default language of the screens is set to English. To change it, click on the language icon at the right hand of your screen and select the required language in the populated window.
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	[bookmark: Mandatory]Mandatory Sections and Fields

	Mandatory sections are marked with a red exclamation mark indicating missing information or that not all rules for filling in the application form were respected. 
[image: C:\880476270e19fd43797db37efc3d9def]Most individual fields which are mandatory are marked with red to make it easy to identify and fix issues. 
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Once all mandatory fields and validation rules in a section are met, sections will be marked with a green check. [image: C:\11611422e2811776c7d693f27ddfe7f2]

	[image: C:\06a07f3dafffd6c43e3acd5d8d44963c]

	Individual mandatory fields completed are marked green.
[image: C:\3208d96f33f392337caf3d018a117fbf]



	[bookmark: Navigation]Navigation through/within application sections

	Within the Web Application Form you have several options to easily navigate between sections or sub-sections. 
In a variety of screens you have a top menu, which can be used to navigate back and forth within a project section.

	[image: C:\a103d89d9e8958312f3f136cd7728e45]

	Within a project section you may have tabs available. Those can also be clicked on to quickly access specific information.

	[image: C:\10e6ee3b150ef18d7404540842dfc831]

	To access a specific project section, use the left hand side navigation menu.
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	The Home button brings you back to the Web Application Forms main page.
[image: C:\974f69a078367cccdc06614538ff42a4]



	[bookmark: Menu]Menu button

	Within various parts of the application, you have a MENU button available; for example in the Participating Organisations or Activities sections.
[image: C:\3ff188f646a846bea53f075565661dc6]
Depending on the section you are working on you have different options available to select from once you clicked it. 
Here some examples:
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	[bookmark: Underlined]Underlined Links

	You can access details of various elements of the application by clicking on hyperlinks. Those can be text or a dotted line.

	[image: C:\736af925df8e40ca6f27584b0a6db2b3]
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	[bookmark: AutoSaving]Auto Saving & Draft

	The form is automatically saved every 2 seconds. The Saved (Local Time) information on the left hand side of the screen is updated accordingly.
After closing the form, you can access it again under the tab My Applications on the Web Application Forms homepage.
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	[bookmark: Help]Help and Guidelines

	Throughout the form it is possible to acquire more information about particular parts by positioning your mouse pointer over the question mark sign. [image: C:\f3a522d0f1a15658737b0cf2421f6ccc]


	[image: C:\be938495bce6902770369e6be36a3285]

	In the left hand side menu you also have a Guidelines option. Clicking on this menu item will open the Guidelines screen with useful information.

	[image: C:\b6fc0b149c153270658927f7ac37f1da]
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Guidelines

Before starting filling in your KA3 ‘Meeting between young people and decision makers' application, please have a look at the following information on the form
Mandatory fields are clearly identified through a red colour. They need to be fillec-in in order to be able to submit the form

Once all mandatory fields and validation rules in a section are met, sections will be marked with this sign: @ If a section is marked with this sign: A this means that either there is some
information missing or not all rules have been respected. Most individual questions will be marked in the same way to make it easy to identify and fix issues.

Throughout the form, you can acquire more information about particular parts by positioning your mouse pointer over the question mark sign: @.
The form is automatically saved every 2 seconds.

After closing the form, you will be able to access it under the tab My applications’ on the homepage.

Under the Submission summary page, you can access information about all submissions you made with this application form

More information you willfind in the Guidelines for completing WEB application:
htp://ec europa eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms

Further assistance: If you have any questions or encounter a technical problem, please contact your National Agency. You can find their contact details here:
http://ec.europa eu/programmes/erasmus-plus/contact

The application consists of the following main sections:

Context: this section asks for general information about the project proposal you want to submit and about the Agency that will eceive, assess and select your proposal;

Participating organisations: this section asks for information about the applicant organisation and - f relevant — about any other organisation involved as partner in the project

All organisations that are to be included in the application, whether they act as applicant or partner, need 10 be registered in the Unique Registration Facillty that will generate a Participant
Identification Code (PIC). This PIC Code will be requested when filling in the form. To register organisations you need to go to the Participant Portal on the following web site:
http://ec.europa eu/education/participants/portal

Project description:

his section asks for information about the objectives and topics of the project;
Participants' Profile: this section asks for information about the participants of the project;

Activities: this section asks for information about the main activities of the project, including the amount of EU grant that you are requesting to implement them;
Follow-up: this section asks for information about the impact of the project s well as about the dissemination and evaluation activities you will carry out,
Budget: this section wil provide an overview of the budget of your project and the EU grant you request;

Project Summary: in this section you will be asked t0 provide a summary of your project;

Annexes: in this section, you will need to attach relevant documents needed for the completion of your application;
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