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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:

e How to loginto the Erasmus+ OLS back-end;

e How the back-end is structured;

e How to use each feature, namely:
0 Allocating assessment licences to Participants,
0 Allocating course licences to Participants,

0 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.

English 3 A+ A L Login

Home Language assessment Language Courses FAQ Contact us

[ 1Era5mus+ Online Linguistic Support

What is the Online Linguistic Support?
Erasmus+ is the new EU programme for education, training, youth and sport for the period 2014-2020 Erasmus+ offers
opportunities to study, train, gain work experience or volunteer abroad and one of its strategic objectives is to

strengthen linguistic skills and support language learning

- .- /- S
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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 contact the Helpdesk by clicking the Contact us button on
the upper right hand corner of your screen.

English 2 A+ A" L | Login

Home Language assessment Language Courses FAQ Contact us

Bl erasmus+  Online Linguistic Support
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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:

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

] (e
. @ : . . .
Profile button (Mele————) — click on this button to go to your BEN user profile

page.
e Report a Problem — click on the button to contact the Helpdesk for any technical problem.

e ESC () — click on the button to close your session.

| |Erasmus + nline Linguistic Support Reportaprodiem @R Home & ubentest0iGesishcom [

fin-4 Welcome

Home
IMPORTANT — Only for HIGHER EDUCATION
To simplify the management of language course licences and reduce your workload, mobility participants who have obtained a result below or equalto 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.
Licences Allocation To
Participants - Assessment Welcome to Erasmus+ OLS Licence Management Systemt

Click on the following documents which explain how to handle your user interface in the OLS Licence Management System.
Flease note that you wil not be able to use the Licence Wanagement System unless NAs albcate you licences (validation).
Licence Allocation To
Participants - Course Beneficiaries (BEN) support area
+ BEN user guide — June 2015

@ « Technical Questions and Answers for BEN
« Graphical ool kit for the promotion of the Erasmus-+ OLS for Beneficiaries: Visual identiy guidelines for Bencficiaries, OLS logo fies, OLS bird, OLS graphics, OLS video EN, OLS videos & languages.

S e « OLS presentations: OLS language assessment presentation, OLS language courses presentation and powerpoint template.

Mobility Participants (MP) support area
2014 Expired Projects + Mobility Participants User Guide for Assessment

+ Mobilty Participant User Guide for C
+ Technical Questions and Answers for Mobiliy Participants
Expired Licences

General information on the language assessment and course

* Presentation of the Erasmus+ OLS language assessment

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:

e Home (tab 1)

e Licence Allocation to Participants - Assessment (tab 2)
e Licence Allocation to Participants - Course (tab 3)

e Licence Usage per Participant (tab 4)

e Expired 2014 Projects (tab 5)

e Expired Licences (tab 6)

L% |Erasmus+ nline Linguistic Support Rpotaprotkn  @Rkome & mbentetlGesshon  (ap

k- Welcome
AN

IMPORTANT — Only for HIGHER EDUCATION
ow{plify the management of language course licences and reduce your workload, mobility participants who have obtained a result below or equalto B1 at their first language assessment are now automatically
@ allocateMNyJanguage course licence. Please note that due to this change, your language course licences may have decreased in number.
Licences Allocation To F
Participants - Assessment Vielcome to Erasmus+ OLS Licence Wanagement System?

Clicl the following documents which explain how to handle your user interface in the OLS Licence Management System.

s

Please note ‘you will not be able to use the Licence Management System unless NAs allocate you licences (validation).
Licence Allocation To S
Participants - Course eficiaries (BEN) support area

. user guide - June 2015

pi

 Technical Questions and Answers for BEN
# Graphical tool kit for the promotion of the Erasmus+ OLS for Beneficiaries: Visual identity quidefines for Beneficiaries, OLS logo files, OLS bird, OLS graphics, OLS vides EN, OLS videos 6 languages.

e + OLS presentations: OLS lenguage assessment presentation, OLS language courses presentation and powerpoint template

/i

Mobility Participants (MP) support area

2014 Expired Projects  Mobilty Participants User Guide for Assessment
{obility Participant User Guide for Courses
*Te :al Questions and Answers for Mobility Participants
Expired Licences

e

eral information on the language assessment and course

/

. ntation of the Erasmus+ OLS lanquage assessment

Click on any tab to navigate between Home, Licence Allocation to Participants — 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:

e 3.1 Allocating assessment licences to participants,

e 3.2 Modifying or cancelling an invitation and re-inviting participants,
e 3.3 Allocating course licences to participants,

e 3.4 Monitoring the licences usage of the participants,

e 3.5 Monitoring expired projects,

e 3.6 Monitoring expired licences,
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e 3.7 Editing your profile and creating additional users.

3.1 How to allocate assessment licences to participants

The process of allocating licences occurs at different levels (i.e. DG EAC / NA / BEN) — 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 — Assessment", from your Home screen, click
on the 2" tab (Licence Allocation to Participants — Assessment).

nline Linguistic Support ReportaPmblem @B Home & hubentest0lGessishcom (s

“.* | Erasmus+

- Welcome

IMPORTANT — Only for HIGHER EDUCATION
To simpiify the management of language course licences and reduce your workload, mobiity participants who have obisined a result below or equalto 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.
Licences Allocation To E

Participants - Assessment

Welcome to Erasmus+ OLS Licence Management Systent

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 use the Licence Management System unless NAs allocate you licences (vaidation).
Licence Allocation To
Participants - Course Beneficiaries (BEN) support ares

= BEN user guide — June 2015

= Technical Questions and Answers for BEN
= Graphical too! kit for the promotion of the Erasmus+ OLS for Beneficiaries: Visual identity guidelines for Beneficiaries, OLS logo fies, OLS bird, OLS graphics, OLS video EN, OLS videos 6 languages.

Licence Usage per Participant + OLS presentations: OLS lanquage assessment presentation, OLS language courses presentation and powerpoint tsmplate

Mobility Participants (MFP) support area
2014 Expired Projects i

?

Expired Licences

for
Cours
= for Mobiity Participants

* Mobilty Participant
* Mobilty Participant
» Technical Questions and Answ

General information on the language assessment and course

* Presentation of the Erasmus+ OLS language assessment

You are now accessing the Licence Allocation to Participants — Assessment 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 “Licence Allocation to
Participants — Assessment” page related to each of your projects.

ReportaProblem  (fi) Home g erasmus@uclouvain be

nline Linguistic Support

C4

|7 Erasmus+

2015-1-BE01-KA103-013104 Projects

Home
Licences Allocation To Participants - Assessment -2014-1-BE01-KA103-000056
?
Licences Allocation To Remaining assessment licences: 199
Participants - Assessment Allocated assessment licences: 457
Total Licences: 656

?

Licence Allocation To
Participants - Course

Add new participants

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

@® Emails Count: 0 mail  Language to test Deadline to take the test
[
Licence Usage per English n months n
Participant
H e

Erasmus+ Online Linguistic Support
Licence Management System for Beneficiaries - User Guide
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In the upper right part of the screen, a summary box also shows information on:

e Your BEN’s remaining number of assessment licences, i.e. the number of licences currently
available for Participants allocation;

e Your BEN’s number of allocated assessment licences, i.e. the number of assessment
invitations already sent to your participants;

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

- |Erasmus+ Online Linguistic S ReportaProbiem @R iome  dh ubeenll@esishoom  (w

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

Licences Allocation To Remaining assessment licences: a
Participants - Assessment Allocated assessment licences: 5T

Total Licences: 100

Licence Allocation To Add new participants

Participants - Course Please write here the new participants email addresses for a given assessment language, separated by *;” or * ™

Emalls m Count:0mall  Language to test Deadline to take the test

Licence Usage per Participant English months

®

2014 Expired Projects

?

Expired Licences

<l <

+1

To allocate assessment licences to the selected project participants, please indicate, in the
appropriate box, all their email addresses, separated by “;” or “,”. 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.

o n
7’

2014-1-HU9B-KA 10 124 Projects

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

Licences Allocation To

Remaining assessment licences: 2
Participants - Assessment Pl e 57
Total Licences: 100
Licence Allocation To Add new participants
Participants - Course Please write here the new participants email addresses for a given assessment language, separated by * or *,”
@ Emalls m Count:0mall  Language to test Deadline to take the test
Licence Usage per Participant English n months n

" -

2014 Expired Projects

?

Expired Licences

Send assessment invitation(s) to the whole list
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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.

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

Remaining assessment licences: 16
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 %"

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

+1

Emails validated!

example1@domain.com, example2@domain.com, example3@domain.com

Send assessment invitation(s) to the whole list

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.

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 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
the participant’s departure date, especially for HE participants since the OLS assessment is a pre-
requisite for mobility.

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

ER
+2
+3
+4
+5
+6
+
+8
+9
+10
+11
+12
+14
+15
116

example1@domain.com, example2@domain.com, example3@domain.com

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.

Add new participants

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

Emails Validate emails [ 1168¢] Language to test Deadline to take the test
English n months n
Emails validated!

+1

example1@domain.com, example2@domain.com,
example3@domain.com

Send assessment invitation(s) to the whole list é/
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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.

Remaining assessment licences: 13

Allocated assessment licences:

Total Licences: 21

Add new participants

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

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

o

Assessment invitation successfully sent! |

+1

Send assessment invitation(s) to the whole list

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

4

- |Erasmus+ nline Linguistic Support fopot aPobien @B Home b boSben0T@maiinatorcom (W

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.

BEN user Profile

DEM Information

BEN PIC 25
BEN Name Test BEN 01
Country Belgam
Change BEN User Information
Login Deagbent @mallinalor com
Password P Ra-typs Password

Contact Name BES9 BEN 01

Contact Humber 0122456789

| 1 want to receive a notification by email each time a participant has finished the first assessment

~7 m

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.

When participants don’t take the assessment within the deadline, their access to OLS is deactivated
and the licence automatically returns to your remaining assessment licences. For instructions on how
to re-invite a mobility participant for the 1*' 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.

Licences can be cancelled provided that the participant(s) haven’t started the language assessment
yet. Licences that have been cancelled automatically return in 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 click on “Validate emails”.

Add new participants

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

Emails g Count: 0 mail  Language to test Deadline to take the test

English n months n
+1 n

example1@domain.com, example2@domain.com

Send assessment invitation(s) to the whole list

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.

Add new participants

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

Emails \ELETEETETIEN Count: 0 Language to test Deadline to take the test

English n months n
Following email(s) already received a licence but the language
assessment has not been started yet. Do you want to cancel the +1 n
previous invitation(s)? (You will have to click on "Validate emails” to
be able to send the new invitation(s))

example1@domain.com

exampleZ@domain.com

Cancel invitation(s) Check all emails

example1@domain com, example2@domain com
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To cancel the invitation(s), click on the box next to the email address(es) to select the email
addresses that need to be cancelled or click on “check all emails”. Click on “Cancel invitation(s)” in
order to cancel the invitations you sent to the participant(s). The licences automatically return to
your remaining licences.

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

example1@domain.com example1@domain_com )
example2@domain.com O example2@domain.com [+

‘ Cancel invitation(s) Check all emails [] Cancel invitation(s) Check all emails &

Once you have cancelled the invitation, the email address(es) concerned disappear from the pop-up
and still appear in the invitation box.

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.

Add new participants

Please write here the new participants’ email addresses for a given assessment lan;
Emails Validate emails [e(ii1e¥1]

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,
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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) — for more
information on the process please consult your National Agency.

Automatic language course allocation

Higher education participants who have obtained a result between CEFR levels Al 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 4™ tab (Licence Usage per Participant).

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 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 the language is available in the OLS.

In the 3™ tab (Licence Allocation to Participants — Course) you can also see HE 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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3.3.2 Manual allocation of course licences

Manual allocation of course licences applies to Youth, VET and HE participants (for HE only CEFR level
B2 - 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 3" tab (Licence Allocation to Participants - Course).

_|Erasmus+ Online Linguistic S Kportapioben  @bome @ ubentosiilesshcon (.

Licence Allocation To Participants - Course - 2014-1-HU98-KA103-000024 @

Henceforth, language course licences wil automatically be allocated to mobilty participants who have taken their language assessment and have oblained a resul that is less than or equal to B1. Please note, due to

Licences Allocation Ta these changes, your language course icences may have decined n number,

Participants - Assessment

? Remaining course licences: L]
Licence Allocation To % Allocated course licences: 22
P it Cusires Total licences English: 1
Total licences French: ]
Total licences Germarn: 2
Total licences Dutch: 3
@ Total licences Italian: 1
Licence Usage per Participant Total licences Spanish: &
Total licences: 100
f? New Participants
2014 Expired Projects Records per page Filter by Tested Language Filter by Reached Level Search all fields (one word)

10 B All B All B
T i Eﬁmﬁ mnllllilydmnf m

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 “Licence Allocation to
Participants - Course” page related to each of your projects.

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.

_"‘ n l[ ne 1 |ng u |St| C \; uppo L Report a Problem ﬁ Home & begsbeno5@mailinator.com E*

2014-1-BES9-VT001-00010 2014-1-BE93-VT001-00011 Projects

Home
Course Licence Allocation To Participants - 2014-1-BE99-VT001-00010 o)
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In the upper right part of the screen, a summary box also shows information on:

e Your BEN’s remaining number of course licences, i.e. the number of licences currently
available for allocation to your Participants;

e Your BEN’s total number of allocated course licences, i.e. the number of licences already
allocated to your participants;

e Your BEN’s number of allocated course licences, per language (German, English, Spanish,
French, Italian and Dutch);

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

L | Erasmus+ Online Linguistic Support Repotapobien  @kome & bentestilgesianon  (afy

Home
Licence Allocation To Participants - Course - 2014-1-HU98-KA103-000024 @
¥ @ : Henceforth, language course licences wil automatically be allacated to mobilty participants who have taken their language assessment and have oblained a resull that is less than or equal to B1. Please note, due fo
Licences Allocation To
. these changes, your language course licences may have declined in number.
Participants - Assessment
Remaining course licences: 3
Licence Allocation To AMllocated course licences: 2
Participants - Course Total licences English: 11
Total licences French: o
Total licences German: 2
Total licences Dutch: 3
Total licences Italian: 1
Licence Usage per Participant Tatal licences Spanish: 5
Total licences: 100
‘? New Participants
2014 Expired Projects Records per page Filter by Tested Language Filter by Reached Level Search all fields (one word)

10 B All El All B
EKpirEd e m

In the lower part of your screen you see the list of participants related to the selected project who:

e Received an assessment licence;

e Have completed the first assessment;

e NB: for HE participants, only those having obtained a result between CEFR levels B2 and C2
at their first language assessment;

e Have not returned from their Erasmus+ mobility yet.
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For each of your participants the following information is available:

e Name

e Estimated Starting Date of the Mobility

e Period of Mobility

e Assessment Language, i.e. the mobility language allocated to the participant for his/her
language assessment

e First Language Assessment Result

e Select Local Language

You can also sort the information by alphabetical or numerical order by clicking on a column title.

New Participants

Records per page Filter by Tested Language Filter by Reached Level Search all fields (one word)
10 t All - All I:

Estimated starting
date of the
maobility

Period of Assessment Assessment 1 Select Local

Mobility Language Result Language

Jean-Sébastien 2015-09 10 months English €2 select =

Allocate
= =3
Daniel Baumler 2015-09 12 months English c2 select m
Mélanie Sedda 2015-09 13 months English c2 select -
Louise Macq 2015-09 13 months English B2 English ~ m
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On your screen several functions are available:

E@ : by clicking on this button you can export all information on Licence Allocation to
Participants - Course in an Excel file;

e New Participants Records per page scroll-down menu: by clicking on this button you can
change the number of Licence Allocation to Participants - Course records that are shown per
page;

o Filter by Tested Language scroll-down menu: by clicking on this button you can filter the
displayed entries, based on the language tested during the 1* assessment;

e Filter by Reached Level scroll-down menu: by clicking on this button you can filter the
displayed entries, based on the level achieved on the 1% assessment;

e Search all fields field: by using this field you can search participants by any data (one word
only);

Previous and Next buttons: by clicking on those buttons you can navigate in the different
pages of the Licence Allocation to Participants — Course table.

Erasmus+ Online Linguistic Support

Homa Licence Allecation Te Participants - Courso . 2015-3-AT0O1-KA105-0700011

’ somairung csurse Bosnces
Liarre Afwatiom T2
Farscipants Assecement

Esssoun

T

Licance Mlacation To
Participasts - Coursa

Racords pir page Fifter by Taated Languags Fittee by Baachad Lowed Saarch 48 felds jonk word)

e Asmont Laneuses At | pat szimated stariing date of the maobsity | Priod of wotsiy e

Licince Usape par Participant

2014 Espired Projscts

# v s F e =

Faplrod Licances
[r— o ™ e 13w

To allocate a course licence to a participant click on Allocate on the right-hand side of the
participant’s row. A message then appears confirming that the course licence has been successfully
allocated.

New Participants
Records per page Filter by Tested Language Filter by Reached Level Search all fields

] ]

hd Al

10 Il All
Estimated starting date of
Assessment Language Assessment 1 Result matecista |ng atee Period of Mobility
the mobility
Al

Participant 1 German 2015-02 4 months

Allocate m
Participant 2 Dutch Al 2015-02 5 months

Allocate ]
Participant 3 Spanish Al 2015-02 5 months

Allocate ]
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When a participant has been allocated a course licence, the related row disappears from the Licence
Allocation to Participants — Course table. The participants also receive a link to access the Erasmus+

OLS language courses by email.

To allocate course licences to several participants, tick the boxes related to those participants in the
cells on the far right of the mobility participants’ rows. Then click on the Allocate to all selected
button.

New Participants

Records per page Filter by Tested Language Filter by Reached Level Search all fields
10 e All 0 All e
Estimated starting date of . -
Participant 1 German Al 2015-02 4 months

=3 -

Participant 2 Dutch Al 2015-02 5 months
Allocate ]

Participant 3 Spanish Al 2015-02 5 months
Allocate O

Allocate to all selected

If you wish to allocate licences to all participants in the list, you can select them all by clicking on the
Select all button in the column title.

New Participants
Records per page Filter by Tested Language Filter by Reached Level Search all fields

v Al v v

10 I All
Estimated starting date of
Assessment Language Assessment 1 Result SHMAted St |ng €0 Period of Mobility
the mobility
Al

Participant 1 German 2015-02 4 months
Allocate O

Participant 2 Dutch Al 2015-02 5 months
Allocate O

Participant 3 Spanish Al 2015-02 5 th
icipan pant months Allocate O

Allocate to all selected

When participants do not connect to the language courses within 30 days after receiving the
invitation, their access is deactivated and the licence automatically returns to your remaining
language course licences.

Page | 20

Erasmus+ Online Linguistic Support
Licence Management System for Beneficiaries - User Guide



3.3.3 Only for Higher Education Institutions - select the language of the course

You may invite HE participants listed in this screen — those who have obtained a result between CEFR
levels B2 and C2 in their first language assessment — to follow a language course 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 column “Select Local Language”, a dropdown box gives you the option to select the course
licence language that should be allocated. For participants who have obtained a result equal to C2,
no language is selected by default. The mobility language (language assigned for the assessment) for
all other levels is selected by default but this can be modified.

- If the mobility language (same language as the first language assessment) is selected, both
assessments and the courses will be in the same language.

- If the “Select Local Language” (language of the country in which the mobility occurs) is
modified, this means the participant will have the option to access a course in a language
other than that of the first assessment. The participant, however, needs to take the second
language assessment in the mobility language.

New Participants

Records per page Filter by Tested Language Filter by Reached Level Search all fields (one word)
10 t All x All e
i iny
Emi::t:e::::;u € Period of Assessment Select Local
mobility Mobility Language Language
Jean-Sébastien 2015-09 10 months English c2 m ]
Rombouts
Daniel Baumler 2015-09 12 months English 2 m
Mélanie Sedda 201509 13 months English 2 m
Louise Macg 2015-08 13 months English B2 English = m
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To allocate a course licence to a participant, first, select the language you want to assign him/her and
then click on Allocate on the right-hand side of the participant’s row. A message then appears
confirming that the course licence has been successfully allocated.

New Participants
Records per page Filter by Tested Language Filter by Reached Level Search all fields (one word)

10

A ]

All i Al I..l

Estimated starting
date of the
mobility

Language

Daniel BSumler 2015-09 12 months English c2 select -
Mélanie Sedda 2015-09 13 months English c2 select =

Louise Macq 2015-09 13 months English B2 English = m

3.4 How to monitor the licences used by your participants

Once you have allocated assessment or course licences to your participants, you can monitor the use
of each licence in the Erasmus+ OLS back-end.

To access the Licence Usage per Participant section, from your Home screen, click on the 4™ tab
(Licence Usage per Participant).

‘i | Erasmus+ nline Linguistic Support Reportaprobiem P Mome i hubentestOl@essishcom ()

Licence Usage per Participant @

Records per page call Tested Language Filter by Reached Level Search all fields (one word)

Q 10 EI A
Last Name
Keen

I B Al B Al B
Licences Allocation To
Participants - Assessment Call  First Name Assessment | Invitation ® i 2™Assessment. 2™ oma Mob.start Mob.end | Mob.
Invitation | Expiration Assessment | Assessment | Invitation Date Assessment | Assessment date date duratior
Date Date Result Date Result Date (month
2014 jkeen@altissia.com 27/01/2015 27/02/2015 B2 28/01/2015 16/01/2016 x x 01/01/2015  31/01/2016 13

Licence Allocation To
Participants - Course

Juliette

2014  Cédrick Fairon cedrick fairon@uclouvain.be 21/10/2014 21112014 C1 24/10/2014 15/06/2015 x x 01/06/2014  30/06/2015 13

< 2044 dick. Fai i il 21/10/2014 21/11/2014 AL 20/10/2014 13/02/2015 x x 01/12/2014 28/02/2015 3

S Usage per Parti:ipant 2014 Juliette Keen Jjuliette_keen@hotmail.com 06/02/2015 06/03/2015  Al- 06/02/2015 16/08/2015 x x 01/05/2015  31/08/2015 4

Hotmail

Q 2014 first test15 cbounameaux+15@gmail.com 24/10/2014 24/11/2014 x x 16/12/2014 x x 01/10/2014 31/12/2014 3

2014 Expired Projects 2014 first last chounameaux+16@gmail.com 27/10/2014  20/10/2014 AL 27/1012014  16/12/2014 AL 22/12/2014  01/10/2014 3L/12/2014 3

@ 2014 Nembo Leila leila.nombo@student.uclouvain.be  31/03/2015 31/05/2015 A2 31/03/2015 15/06/2015 B2 30/06/2015 01/04/2015  30/06/2015 3

Expired Licences
2014 Cedric Bounameaux chounameaux+17@gmail.com 14/11/2014 24/11/2004 x x 13/02/2015 x x 01/12/2014 28/02/2015 3
2014 Ben Mdm mdmben+50@gmail.com 03/03/2015  03/04/2015  AL- 05/03/2015  16/05/2015 x x 0032015 31/052015 3

You are now accessing the Licence Usage per Participant page.
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On your screen, for each of your participants you can see the following information:

e “Resend invitation” / “Cancel” buttons
e (Call

e First Name

e Last Name

e Email

e Assessment Invitation Date

e Invitation Expiration Date

e 1% Assessment Result

e 1% Assessment Date

e 2™ Assessment Invitation Date

e 2" Assessment Result

e 2" Assessment Date

e  Mobility Start Date

e Mobility End Date

e  Mobility Duration (months)

e  Mobility Language

e (Course Licence

e Local Language (only applicable to certain HE participants)
e Course Licence Allocation Date

e First Connection to Courses

e Time Spent on the Platform, i.e. total time spent by participants studying on the platform.

You can also sort the information by alphabetical, chronological or numerical order by clicking on a
column title.

nline Linguistic Support Reportaprotien @B toms b esmuspuclomainbe (W)

i - Licence Usage per Participant @
Home
Records per page call Tested Language Filter by Reached Level Search all fields (one word)
10 B Al B Al All B
Licences Allocation To
Participants - Assassment Assessment | Invitation vt 1t 2™Assessment ond and Mob.start Mob.end | Mob. Mobility | Course Course First
Invitation | Expiration Assessment | Assessment | Invitation Date Assessment | Assessment date date duration | Language | Licence Licence | connection | spenton
Date Date Result Date Result Date (months) to Courses | platform
Date
Licence Allocation To 27/10/2014  03/1L/2014 AL 27/10/2014  15/06/2015 Bl 15/06/2015  0L/02/2015 30/06/2015 5 YES 28/10/2014  24/11/2014 days,
Participants - Course 00:00:00
27/10/2014  03/11/2014 B2 0U/11/2014  15/06/2015 B2 20/06/2015  01/02/2015 30/06/2015 5 German  VES x 03/11/2014  03/11/2014 00 days,
00:00:00
Licence Usage per Participant
27/10/2014  03/11/2014 BL 0112014 150812015 x x 01032015 31082015 & German  YES x 03/11/2014  06/11/2014 days,
00:00:00
27/10/2014  03/112004 B2 311012014 15/07/2015 B2 26/07/2015  0/03/2015 31/07/2015 5 German  VES x 03/11/2014  30/11/2014 00 days,
2014 Expired Projects 00:00:00
27/10/2014  03/112014 B1 28/10/2014  15/06/2015 B2 17/06/2015 010022015 30/06/2015  § German  VES x 20/10/2014  24/11/2014 00 days,
00:00:00
Expired Licences 27/10/2014  03/11/2014 BL 30/10/2014  15/06/2015 ] 28/06/2015  01/03/2015  30/06/2015 4 German  VES x 30/10/2014  26/11/2014 00 days,
00:00:00
27/10/2014  03/112004 B1 /1112014 15/06/2015 B2 20/06/2015  01/02/2015  30/06/2015 5 German  VES x 03/11/2014  30/11/2014 00 days,
00:00:00
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On your screen several functions are available:

<5l

file;

e Records per page scroll-down menu: by clicking on this button you can change the number
of participants’ records that are shown per page;

e  Filter by Call scroll-down menu: by clicking on this button you can filter the projects by Call
(All, 2014 or 2015);

o Filter by Tested Language scroll-down menu: by clicking on this button you can filter the
displayed entries, based on the tested language;

o Filter by Reached Level scroll-down menu: by clicking on this button you can filter the
displayed entries, based on the level achieved in the first assessment;

e Search all fields field: by using this field you can search participants by any data (one word
only);

e Previous and Next buttons: by clicking on those buttons you can navigate in the different
pages of the Licence Usage per Participant table.

: by clicking on this button you can export all information on Participant(s) in an Excel

. Erasmus+ nline Linguistic Support Reportzprblem @R Home @ hubentesmiGesssheom (s

il Licence Usage per Participant
i ge pe P —> 3
Records per page Call Tested Language Filter by Reached Level Search all fields [one word)
10 D Al Al Al El
Licences Allocation To
Participants - Assessment First Name Assessment | Invitatic = Pssessment | 2 Pl Mob.start | Mob.end | Mob. | Mobiity | Course | local | ¢
Invitation | Expiration Assessment | Invitation Date | Assessment | Assessment | date date | duration | Language | Licence | Language | Lid
Date Date Date [ Date (months) All
? .
Licence Allocation To 2004 Juliette Keen jreengaltissiacom moms  amenns | B Wou0Is  16/01/2016 x x oyoyas | amENE 13 Englsh  YES  x j0
Participants - Course
04 cedrick  Fairon cedrick fairon@uclouain be nehos 2o a whohou s x x oo ksl 12 engish MO x
04 cedrick  Fairon chironggmailcom nehms | 2o A whohou  mees  x x e wems omh MO x
Licence Usage per Participant
04 liete  Keen juliette_keen@hotmailcom G2INS oGNS AL ospanols  lGamols  x x ovesams | avesnos @ engish  YES & 1560
Hotmail
01 firt testls chommameuclsegmALom 410208 | 240204 X x s x x e zams 3 mech MO x
2014 Expired Projects
rpired Projo 0 fint st choumameaucle@gmaAlom 70N 29002014 AL mhohou o A DM oo wnis Fench  Yes  malisn 271
2014 Nomba Leita eila nombo@student uclomainbe | 02015 IOS0IS | A2 npanoss  wspeos ez WOGMIS UGS 0GRS 3 engish  ¥ES & e
Expired Licances
2018 Cedric Bounameaus  chowrameswcslTggmalcom  14IU18 MLV x x woanos x x e mems 3 Fench MO x
204 gen wdm mdmbensso@gmailcom whRnns  evs | AL oshzhols  lsiosiols  x x ovems | aLesios 3 &nglish x
2014 Bounamean: | cedric choumameuclsggmAlom 001 lSN2S | AL o wsoes x x e mmams 12 Spanish  Yes  fench 6
g I ] v
H Previous - 23 4 5|8 Nex

3.4.1 How to resend an assessment invitation to a participant

If you wish to resend an assessment invitation to a participant, click on the “Resend invitation”
button (blue button) in the first column.

call First
Name
0 = x
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Note that this is only possible if the participant hasn’t started the test yet (if the participant has
already started the test, the “Resend invitation” button won’t be visible).

When clicking on the “Resend invitation” button, a pop-up message appears asking you to specify a
new deadline to take the test.

The participant will receive another invitation with the new deadline to take the test.

By default, the language to be tested remains the same as the one specified in the first invitation. If
you wish to modify this language, you will have to delete the participant and then re-invite her/him
to take the test in the new language in the Licence Allocation to Participants — Assessment screen
(3.1.).

A pop-up message then confirms the invitation has been successfully resent to the participant.

£ hubentesto1 @essizh.com
Erasmus+ 0l e participant & hbenesmpesihon (@)

An invitation was

sucoessfuly resent to this participant

= Licence Usage per Participant
P ge pe P i &
Records per page call Tested Language Filter by Reached Level Search all fields {one word)
Licences Allocation To
e First Assessment P pssecsment Mob. end Inhluly Local
Name Invitation Ewunm nmmm Invitation Date m Assusmem dm date nnmn Language
? Date Date Result Date (months) M ocd
Licence Allocation To Participant | S syomENIG@mailinator.com 4062015 4j0T/2006 28/06/2015  15/06/2016 olefa0is 20062016 | 13 Engish MO
Participants - Course
04 x x pechiano@altissia.com 26062015 2WEE T x x x x x x Englsh MO x
1 st st prrd adrienssaso@gmailcom os/01s | 200712005 - e Isielas x x oos/ols  sojesiors | 1 french MO x
Licence Usage per Participant B9 wu x x mdmbenslotl-2015-07-06@gmailcom  OG/0I/2015  0G/08I2016 x x x X ® x x english WO X
2014 gen MOM mdmben+ot-2015-07-06@gmall.com  06/07/2015  0G/0B/2016  Al- 06/07/2015 16/07/2016 x x 0l07/2015  3L07/N16 12 English YES X o8/0T)
2014 Expired Projects 14 Plerre¥ves Dufays  py.dufays+5000@gmail.com OIS 14107005 AL WIS 151172015 x x UOT015 0IYWIS 5 German  VES x 11/08/
? W4 plemerves Dufays  pydufays+stol@pmailcom Wi s - worms sl x x ovors aerins 1 eglsh M0 x
2014 e Vander ail s 5 A2 0T/2015  16/07/2015 ol/e7/2015 3 s 1 tish VES 20/01)
Expired Lice T || e e /0215 04joazor: /0TS 1610720 x x z o720 Spani x
B9 wou x x medmben+2015-07-20pgmail.com B4/032015 041002015 x x x x x x x English NO x
04 Steph Vde  stephvanderelst+Dl@gmail.com 200072015 20/082015  B1 2OWIS  16/07/2016 x x 00T015  IOTIWIE 13 Dutch NO x

3.4.2 How to delete an assessment invitation sent to a participant

If you wish to delete an assessment invitation sent to a participant, click on the red button in the first
column.

Note that this is only possible if the participant hasn’t started the test yet.
DO b

A pop-up message appears asking you to confirm that you really want to delete the invitation.

Beware that no automated notification is sent to the participant explaining that her/his invitation has
been deleted.
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A pop-up message then confirms the invitation has been successfully deleted.

sl Gesiahy
Erasmus+ NS taton canceled & hubentestn) @essiah.com

=

This participant’s invitation was sucoessfull canoslled

—_ Licence Usage per Participant

Records per page call Tested Language Filter by Reached Level Search all fields (one word)

Licences Allocation To

e Fist | Last o e— Mob. end Hnl-lny Local
Name | Mame Inmhnn Eqmn-. lmsmﬂll Asmm Imiitation Date m—m Assssnmt dm date .tncm Language
® Date Date Date Resule Date (months) ALI ocd

Licence Allocation To

Participant  Six S.youxENL6@mailinator.com 24/07/2016  Al- 24/06/2015 15/06/2016 01/06/2015  20/06/2016 12 NO
Participants - Course
EUT x gsthianogatissia.com 26062015 26/062016 x x x x x x x Eengish MO x
2004 test test grd.adrien-5480@gmail.com 20/06/2015 0072015 Al JV06/2015 15/06/2015 x x 01/06/2015  30/06/2015 1 French NO x
Licence Usage per Participant B0 mue x X mdmbenslotl-2015-07-06@gmailcom  0G07T/2015  06/08/2006 x x x z x x ® engish  NO ®
2014 Ben MDM mdmben+lot2-2015-07-06@gmailcom  OE/OT/2015  0G/0&/2016  Al- 06/07/2015 16/07/2006 x x 01/07/2015  2/07/2006 12 English YES x ooTi
2014 Expired Projects e pierreyves  Dufays  pydutaysssoon@gmail.com Worols 110205 AL worhors  1siufos x X ovorps | Bfuls 5 ceman  VES % /o8
e Ferreives  Dufays  pydufayssseolpgmailcom worjors | wjeszs AL Worms sl x x ovorrs | aueos 1 egsh MO x
mlm‘Emm e stephanie ;mr stephvanderelst@gmailcom wioriaors  owsia0s Az wmorms  eleTans x x ovorrs | aueEs 1 spanish  vEs % 20/07/
2014 steph Vde staphvanderelsts01@gmail.com 2007/2015  20/08/2015 BL 13/07/2015 16/07/2006 x x 01/07/2015  2/07/2006 12 Dutch NO x
2014 FiemeYves Dufays  py.dufays+3000@gmail.com 04082015 04092015 x x 16/08/2015 X z 0100872015 3082015 1 Engiish NO X

3.5 How to monitor the expired projects

In version 6, a new tab entitled Expired 2014 Projects was added to facilitate the monitoring of
projects and mobility participants. This allows your current projects (Call 2015 projects) to be kept
separate from expired projects (Call 2014 projects).

When projects have expired (reached their contractual end date), their content is moved to this new
screen.

For projects that have expired, it is no longer possible to invite mobility participants to take the 1%
language assessment. However, mobility participants that have been invited to take the 1*' language
assessment before the project end date are still able to take the 1* and 2" language assessment, and
you are also able to invite them to follow a language course (in the Licence Allocation to Participants
— Course screen under the tab of your 2014 project — see point 3.3).
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To access the Expired Projects section from your Home screen, click on the 5™ tab (“Expired 2014
Projects”).

L |Erasmus+ Online Linguistic Support Reportaprotion.  @Dkome & ensmuspuconainbe (s

2014 Expired Projects @

Records per page call Project code Search all fields (one word)

@ 10 B 2014

Licences Allocation To

‘ Al EI
Participants - Assessment call Project Code Received Used Assessment Completed Completed Remaining Receivad Courses. Used | Remaining
Assessment Licence Licence Assessment 1 Assessment 2 Assessment Licence Licence Courses | Courses
Licence | Licence

No data available in table
Licence Allocation To

Participants - Course

y

Licence Usage per Participant

Previous Hext

2014 Expired Projects E

Expired Licences

You are now accessing the Expired 2014 Projects page.
You can access the following information for each participant, on your screen:

e C(all

e Project Code

e Received Assessment Licence

e Used Assessment Licence

e Completed Assessment 1

e Completed Assessment 2

e Remaining Assessment Licences
e Received Course Licences

e Used Course Licences

e Remaining Course Licences
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You can also sort the information by alphabetical, chronological or numerical order by clicking on a
column title.

" |[Erasmus+ Online Linguistic Support Repotaputien  @Rbome & eesmusGuovainbe (s

- 2014 Expired Projects ﬁ

Records per page call Project code Search all fields (one word)

?7 10 B 2014

Licences Allocation To

‘ Al EI
Participants - Assessment Ccall Project Coda Recalved Used Assessment Completed Completed Remaining RecaivedCourses | Used | Remaining
Assessment Licence Licence Assossment 1 Assessment 2 Assessment Licance Licence Courses. Courses.
Licenca Licence

No data available in table

Licence Allocation To

Participants - Course
Previous | Mext

Licence Usage per Participant

?

2014 Expired Projects

?

Expired Licences

A button labelled “Details” is situated on the far right of the project row.

Erasmus+ Online Linguistic Support RepataProbien @ Home i embenoTEmailinatercom  (wp

-3 2014 Expired Projects p@
Hame
Records per page Call Code Search all fields (one word)
10 . 2014 . All

Licences Allocation To
Participants - Assessment i s Completed Romaining Used | Remaining

Assessment 2 Assessment | Courses | Courses
Licence | Licence |  Licence

* 2014 2014-1.8£99 29.5 n 2 4 &7 100 1 8 -
Licence Allocation To VT001-00014 n:li:'

Participants - Course

?
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When you click on the “Details” button, you are redirected to a page showing the participant’s data
for this specific project. It is the same information that you can find on the 4™ tab “Licence Usage per
Participant”, without the resend function (since the project has expired, you can no longer invite
mobility participants to take the 1% language assessment).

Project 2014-1-BE99-KA103-001769 Participants o)

Records per page call Tested Language Filter by Reached Level Search all fields

; d o g s K -

Call Assessment 1%t = 2M Mob. start | Mob. Mob. Assigned | Course
Invitation Assessment | Assessment | Assessment | Assessment date end | duration | Language | Licence
Date Result Result Date date

2014 01 test testbenexpired0l@mailinator.com  25/05/2015 25/06/2015  Al- 25/05/2015 X 01/05/2015 31/07/2015 x 3 English YES 25/05/2015
months.

2014 02 test testbenexpired02@mailinator.com  25/05/2015 25/06/2015 Al- 25/05/2015 X 01/05/2015 31/07/2015 x 3] English YES 25/05/2015
months.

O I ’

Previous - Next

Several functions are available on your screen:

o]

file;

e Records per page scroll-down menu: by clicking on this button you can change the number
of projects’ records that are shown per page;

e Filter by Call scroll-down menu: by clicking on this button you can filter the projects by Call
(All, 2014, 2015, etc.);

o Filter by Tested Language scroll-down menu: by clicking on this button you can filter the
displayed entries, based on the tested language;

e Filter by Reached Level scroll-down menu: by clicking on this button you can filter the
displayed entries, based on the level achieved in the first assessment;

e Search all fields field: by using this field you can search with any data (one word only);

e Previous and Next buttons: by clicking on these buttons you can navigate across the
different pages of the table.

: by clicking on this button, all information on Project(s) can be exported to an Excel

¢ | Erasmus+ Online Linguistic Support Reportaprobien @@ Home b bessbenormmalinatorcom (@

& 2014 Expired Projects @
Hame
Records per page Call Code Search all figlds (ene werd)
? 10 2014 Al
Licences Allocation To
Participants - Assessment Completed Remaining
Assessment 2 Assessmant
Licence
? 014 2014-1-BE9Y 95 n 1 4 &7 100 1 8% m
Licence Allocation To 000
Participants - Course
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3.6 How to monitor the expired licences

With version 6, a new tab entitled Expired Licences was added to facilitate the monitoring of mobility
participants who have missed the deadline to take the 1% language assessment or the deadline to
start following the language course. From this tab you can also re-invite these mobility participants
to the 1*' language assessment or the language course.

When a participant receives an invitation to take the assessment, he/she has to take it within the
deadline, as specified when the invitation was sent (see point 3.1 for all details about assessment
allocation to participants). If this licence is unused (participant has never accessed the 1* language
assessment) it is considered to be expired. Expired licences are returned to your
institution/organisation.

Note: Participants whose language assessment or course licence is still active (deadline not reached
yet) are not shown in this screen. Equally, participants who started the 1°° assessment without
completing it are not shown in this screen (licence is lost). These participants are shown in the screen
Licence Usage per Participant.

The expired licences can be found in the Erasmus+ OLS back-end Expired Licences screen.

To access the Expired Licences section from your Home screen, click on the 6™ tab (Expired Licences).

|5 s Online Linguistic Support RoportaPotion  @Diome & ensmusGucowainbe  (w)

Expired Licences LA (Assessment) Expired Licences LC (Course

Home
Expired Licences s
. @ ) Records per page Call Tested Language Search all fields (one word)
Licences Allocation To
Participants - Assessment 10 B 2015 El Al El
Project Code: First Assessment  Invitation | Mobility | Mobility Mobility Language
@ Name Invitation  Expiration | startdate | enddate | duration(months) | toleam
Licence Allocation To Date Date
Participants - Course 2015 20151 Maryse Laurent maryse.laurent@student.uclouvain.be 16/07/2015  23/07i2015  OL/09/2015  3L/0L/2016 5 English
BEOL-KAL03-013104
2015 20151 Mathieu stichelbaut mathieu.stichelbaut@student.uclouvain.be 16/07/2015  23/07/2015  01/09/2015 31/01/2016 5 English
BEOL-KAL03-013104
Licence Usage per Participant
Q 2015 2015-1- Laurence Balis. laurence.balis@student.uclouvain.be 16/07/2015 23/07/2015 01/08/2015  31/12/2015 5 English
BEO1-KA103-013104
@ 2015 2015-1- Aude De Dorlodot aude.dedorlodoti@student.uclouvain.be 16/07/2015 23/07/2015 01/12/2015  31/01/2016 2 English
2014 Expired Projects BEOLKAL0S-013104
2015 2015-1- Alexandre Kaczynski alexandre. kaczynski@student.uclouvainbe 16/07/2015 23/07/2015 01/08/2015  31/12/2015 5 English
BEO1-KA103-013104
) @ 2015-1- amaud inbe  I6/07/2015  23/07/2015  OLAGS/2015  3U1X/2015 5 English
Expired Licences BEOL-KA02.012104
2015 2015-1- Alexandra van der Essen alexandra.vanderesseni@student.uclouvain.be 16/07/2015 23/07/2015 01/07/2015  31/12/2015 & English

BEDL-KA103-013104

You are now accessing the Expired Licences page.
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By navigating through the tabs on the top of the page, you can access the “Expired Licences LA
(Assessment)” (open by default) and the “Expired Licences LC (Course)” related to each of your
projects.

The two tabs show the list of participants with expired licences for language assessments or language
courses. These licences have been returned to your institution/organisation.

< |Erasmus+ Online Linguistic Support Ropotapbien  @tome ) ensmspuonaine (3l

! Xpir nces LA (Assessment) Expired Licences LC (Course

Home
Expired Licences @

On your screen, for each of your participants you can see the following information:

e “Reallocate Invitation” button (only for language assessment)
e C(all

e Project Code

e First Name

e Last Name

e Email

e Assessment Invitation Date
e |nvitation Expiration Date
e  Mobility Start Date

e Mobility End Date

e Mobility Duration (months)
e language to Learn

_|Erasmus+ nline Linguistic Support Reportaprobien  @ome & smsmusGucowinbe  (wp

Expired Licences LC (Course)

Home
Expired Licences ol
@ Records per page call Tested Language Search all fields {one ward)

Licences Allocation To
Participants - Assessment

Assessment  Invitation | Mobility | Mobility Mobility Language
Invitation  Expiration | startdate | enddate | duration(months) | toleam
Date Date

maryse.laurent@student.uclouvain.be 16/07/2015  23/07/2015  0Li09/2015  3Lj0L/2016 5 English

El 2015 El All E|
Code
Laurent.

10
Project [
® ame
Licence Allocation To
2015

Participants - Course 2015-1- Maryse

BE01-KAL03-013104

Q 2005 20051 Mathieu  Stichelbaut mathieu.stichelbaut @student.uclouvain.be 16/07/2015  23/07/2015  OL/09/2015 31/0Lj2016 5 English
BEOL-KAL03-013104
Licence Usage per Participant
005 20051 Laurence  Balis laurence balis@student.uclouvain.be 16/07/2015  23/07/2015  OLOB/2015  3L1Z/2015 5 English
BEOLKAL03-013104
Q @ 005 20051 Aude De Dorladot aude.dedorlodot@student.uclouvain.be 16/07/2015  23/07/2015  OLAX015  3LOL2016 2 English
2014 Expired Projects BEOL-KA03-013104
2005 20051 Alexandre  Kaczynski alexandre kaczynski@student.uclouvain. be 16/07/2015  23/07/2015  OLOB/2015  31/12/2015 5 English
@ BEOL-KAL03-013104
. . 005 20051 amaud h inbe  16/0T/2015  23/07/2015  OLOB/2015  3L1Z/2015 5 English
Expired Licences BEOL-KALO3 013104
2005 20051 Mlexandra  vanderEssen  alexandravanderessen@studentuclowvainbe 16072015 23/07/2015  OLOT/2015  3L/122015 & English

BED1-KA103-013104

You can also sort the information by clicking on a column title.
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Several functions are available on your screen:

<5l

file;

: by clicking on this button , all information on Licence(s) can be exported in an Excel

e Records per page scroll-down menu: by clicking on this button you can change the number
of participants’ records that are shown per page;

o Filter by Call scroll-down menu: by clicking on this button you can filter the data by Call (All,
2014, 2015, etc.);

o Filter by Tested Language scroll-down menu: by clicking on this button you can filter the
participants by tested language (All, English, French, etc.);

o Search all fields field: by using this field you can make a search with any data (one word
only);

e Previous and Next buttons: by clicking on those buttons you can navigate across the
different pages of the Expired Licences table.

-3

Home

4

Licences Allocation To
Participants - Assessment

Expired Licences &l

Licence Allocation To
Participants - Course

®

Licence Usage per Participant

?

2014 Expired Projects

?

Expired Licences
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Erasmus+ e roble @B tome i besben07Emailinator.com C3

Expired Licence @
? Records per page Call Tested Language Search all flelds [one word)
Licences Allocation To
0 ¥ 2014 . All

Participants - Assessment

Project First Last Mobility | Mobility Mobility Language

? Code Hame Hame startdate | enddate | duration[months) | toleam
Licence Allocation To . . " "
Participants - Course = 2014 2014-1 Pierre Oprei poprerols@mailinator.com 190022015 190032015 OLI0/2015  30/04/2015 3 English
BESS-
wiool.
00014
. ? = 2014 2014-1- x M il x % x English
Licence Usage per BE9S
Participant WTo1-
o014
2014 20141 x % deriddermanonstestQa@gmail.com 6032018 2T030IS  x ® x Englih
@ BE9Y-
. . VTRl
Expired Projects 20084
= 2014 2014-1- x x ' i ili x % x
? BE9Y.
VT091-
Expired Licences 00014

3.6.1 How to reallocate a language assessment to a participant whose licence has expired

The participants listed in this tab have missed the deadline to access the 1*' language assessment and
have never accessed the 1* language assessment. Therefore, the licence has expired and has been
returned to you.

If you wish to resend an invitation for the language assessment to a participant, click on “Reallocate
Invitation” (blue button) in the first column.

2014 2014-1-
/ BE99-
VT001-

00014

Note that when resending an invitation for the language assessment, a pop-up message appears
asking you to specify a new deadline to take the test.

Reallocate license to this participant

New deadline to take the test

+1

months

m i

A pop-up message then confirms the invitation has been successfully resent to the participant.
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l‘ Resend invitation to this participant

An invitstion was successfully resent to this participant.

Please note:

e Participants, who have started but not completed the 1* assessment within the specified
deadline, are not shown in this screen. Their assessment licence is lost and these participants
can only be re-invited using a new licence and a new email address (see point 3.1).

e The “reallocate” feature from the Expired Licences page is a shortcut to redistribute a new
licence to a selected mobility participant with the same language to test and from the same
project. This Expired Licences page does not allow you to change the language of an
invitation. If you wish to change the language of an invitation use the “Licence Allocation to
Participants — Assessment” tab and select the appropriate language to test (see 3.1.).

e A participant who has been invited several times (following the expiration of its previous
invitations) is listed several times. Each row corresponds to an expired invitation.

Resending an invitation from this screen has several consequences:

e A new email invitation to take the language assessment is sent to the participant
e Anew licence is being used and your stock of licences decreases in number.
e If there are no available licences left in that project, a warning message will appear.
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SEO01-

Impossible to allocate a new licence

2014 X X
Impossible to allocate a new licence to this participant from project 2014-1-SE01-KA103-
000049, because there are no assessment licence left in that project. If you wish to allocate
a licence to this participant from another project, please use the Licence Allocation To

Participant page.

2014 01/02/2015  30/06/2015

Close

2014 TTRIATT TR X " patric. aus@op.fhs.se X X
SE01-
KA103-
000049

2014 2014-1- X X marcus.johansson@op.fhs.se ~ 28/01/2015 28/02/2015 X x
SE01-
KA103-
000049

The participant reappears on the "Licence Usage per Participant" page.

the participant, there are two possibilities:

4

The “Reallocate” button on the "Expired Licences" page disappears. If you want to re-invite

0 If the participant’s new licence has not expired yet: resend the invitation via the

"Licence Usage per Participant" tab;

0 If the participant’s new licence has expired: this participant appears on the "Expired

Licences" page.

3.6.2 How to reallocate a language course to a participant whose licence has expired

First, click on the tab “Expired Licences LC (Course)”.

If you wish to resend a language course invitation to a participant, click on “Reallocate Invitation
(blue button) in the first column.

Call Project
Code

2014 20141
BE99-

/ VT001-
00014

A pop-up message then confirms the invitation has been successfully resent to the participant.

Resend course invitation to this participant

A course invitation was successfully resent to this participant.

Close

Erasmus+ Online Linguistic Support
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Note: The “reallocate” feature from the Expired Licences page is a shortcut to redistribute a new
licence to a selected mobility participant with the same language to test and from the same project.
This "Expired Licences" page does not allow you to change the language of an invitation.

3.7 How to edit your profile and create additional users

If you need to edit your profile or create additional user aliases, click on the "Profile" button in the
upper right corner of your screen.

| Erasmus+

nline Linguistic Support Reporta Problem

@ Home & hubentestd]@essiah.com =

®

Home

?

Licences Allocation To
Participants - Assessment

9

Licence Allocation To
Participants - Course

Licence Usage per Participant

?

2014 Expired Projects

?

Expired Licences

Welcome

IMPORTANT - Only for HIGHER EDUCATION
To simplify the management of language course licences and reduce your workload, mobility participants who have obtained a resutt below or egual to B1 at their first language assessment are now automatically
allocated & language course licence. Please note that due to this change, your language course licences may have decreased in number.

Welcome to Erasmus+ OLS Licence Management System!
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 use the Licence Management System unless NAs allocate you licences (validation).

Beneficiaries (BEN) support area
# BEN user guide - June 2015

# Technical Questions and Answers for BEN
» Graphical tool kit for the promotion of the Erasmus+ OLS for Beneficiaries: Visual identity guidelines for Beneficiaries, OLS logo files, OLS bird, OLS graphics, OLS video EN, OLS videos 6 languages
# OLS pregentations: OLS language assessment presentation, OLS language courses presentation and powerpoint template

Mobility Participants (MP) support area
« WMobiity Participants User Guide for Assessment
o Mobiity Parficipant User Guide for Courses
ers for Mobilty Participants

» Technical Questions and Answ

General information on the language assessment and course

# Presentation of the Erasmus+ OLS language assessment

The profile page is divided into 4 parts:

e BEN information: includes your BEN PIC, BEN Name and Country. You cannot modify this
information.
e Change BEN User information: allows you to edit your profile information except the login.
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e Creation of additional users: allows you to create additional users (called aliases) with the
same access rights as your current BEN user account.
o Additional Email for receiving notifications: allows you to add email addresses.

L% |Erasmus+ Online Linguistic Support Reportaprotien @B tome o sosmis@udoeeinte ()

BEN user Profile

BEN Information

BEN PIC 989530664
BEH Name UNIVERSITE CATHOLIQUE DE LOUNVAIN
Country Belgium

Change BEN User information

Login erasmus@uciouvain.be
Password ssssswme Re-type Password
Contact Name Bart Stoffels
Contact Number o

DI want to receive a notification by email each time a participant has finished the first assessment

Creation of additional users

Login Password Email Delete

test200 test200@domain.com

Previous Mext
Add New Alias |

Additional Email for receiving notifications

Email Delete

No data available in table

Previous =~ Next

Add Mew Notification Email '_ 5

3.7.1 How to edit your profile
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In section “Change BEN User information”, you can edit your password. The contact name and
contact number are not editable as they are automatically imported from EPlusLink. Once you have
made the necessary changes, click on Save Changes, on the lower left part of the section. A message
then appears to confirm that changes have been successfully saved.

‘ | Erasmus+ O nline |ng|_[\5t|c ?:’-UDDOl—t Report a Problem & Home & beosbenos@mailinator.com C‘

BEN user Profile

BEN Information

BEN PIC 8
BEN Name BEN Dummy 08
Country Kingdom of Belgium

Change BEN User information

Login be99ben0 s@mailinator.com

Password Re-type Password

Contact Name BES9 BEN 05

Contact Number 0
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3.7.2 How to receive a notification each time a mobility participant has completed the 1* language
assessment

Should you wish to receive an email notification each time a mobility participant has completed the
1* language assessment, you can tick the box "I want to receive a notification by email each time a
participant has finished the first assessment". Once you have made the necessary changes, click on
Save Changes, on the lower left-hand side of the section. A message then appears to confirm that
the changes have been successfully saved.

BEN user Profile

DEN Information
BEN PIC

BEN Name Test GEN 01

Country Buefgum
Change BEN User Information
Login Dettben ] @mallinalor com
Password i Ra-typs Password
Contact Name BE9S BEN 01
Contact Humber 0123456739
| 1 want to receive a notification by email each time a participant has finished the first assessment
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 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.

When participants don’t take the assessment within the deadline, their access to OLS is deactivated
and the licence automatically returns to the remaining assessment licences tab.

This functionality can be very useful if you are a VET or Youth Beneficiary and you want to be notified
on completed 1% language assessments so that you can invite your mobility participants for the
language course (no automatic language course allocation as for Higher Education Institutions).

3.7.3 How to create additional users (aliases)

It is possible to create additional users to facilitate and share the work of the OLS among members of
the same Beneficiary.

An alias only has access to the project(s) of the OLS contact person, to whom it is the alias of,
benefitting from the same rights and functionalities as that person.
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Please note that in the OLS system email addresses are used to identify an OLS user according to four
specific roles: NA, NA alias, BEN, BEN alias, and mobility participant. Every person — thus every email
address — can only have one role. Therefore aliases cannot be created for email addresses already in

use as BEN contacts for 2014 or 2015 projects.

In the third part of your profile page, click on Add New Alias to start creating an additional user for
your BEN with the exact same access rights.

Creation of additional users

Login Password Email Delete

test200 test200@domain.com

Previous Next
Add New Alias

In the newly created line of the table, choose the credentials of the new BEN user account. Enter a
login (may be different from the email address), a password and an email address.

Once you have entered the required data, click on Save Changes, on the lower left part of the page.
The newly created user then appears on screen. To edit the new user credentials after creation, click
on the fields you want to edit, change the field information and click on Save Changes.

Credentials are automatically sent to the newly created user.

Creation of additional users

Login Password Email Delete

test200 test200@domain.com

[ test300 ssssssne test300@domain.com ]

Previous Next
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3.7.4 How to delete additional users (aliases)

In the third part of your profile page, click on the Delete button next to the alias user you would like
to delete. The alias user then disappears from the list of additional users.
Creation of additional users

Login Password Email Delete

test200 test200@domain.com
test300 test300@domain.com

Previous Next
Add New Alias

3.7.5 How to add or delete additional email addresses for future notifications

In the fourth part of your profile page, click on Add New Notification Email to add an additional
email address for future notifications. These notifications include, among others, the notification on
project validation by the NA and the notification on completed 1* assessments (see point 3.7.XX).

In the newly created line of the table, enter the additional email address.

Additional Email for receiving notifications

Email Delete

Mo data available in table

Previous | Next

————— )
Add New Notification Email | Save Changes

Once you have entered the required data, click on Save Changes, on the lower left part of the page.
The added email address then appears on screen. To edit the address, click on it, enter the corrected
email address and click on Save Changes.

Additional Email for receiving notifications

Email Delete

Mo data available in table

[ test600 @domain.com ]

Previous = Mext

nail Save Changes
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Click on the Delete button next to the email address you would like to delete. The email address then
disappears from the list of notified email addresses.

Additional Email for receiving notific ations

Email

test600@domain.com

Add New Notification Email

Delete

Previous Mext

To return from your profile to the Homepage of the Licence Management System, click on the Home

button.

|,7 Erasmus+

Report a Problem ﬁ Home a beggbendS@mailinator.com

4. Helpdesk

If you encounter any problem or issue when following the instructions above, please contact the
Helpdesk by clicking on the Report a Problem button in the header.

Erasmus+ nline Linguistic Support Reporta Problem

@ Home & hubentesto @essiah.com =

Licences Allocation To
Participants - Assessment

Licence Allocation To
Participants - Course

Licence Usage per Participant

?

2014 Expired Projects

?

Expired Licences

Welcome

IMPORTANT — Only for HIGHER EDUCATION
To simplify the management of language course licences and reduce your workload, mobility participants who have obtained a result below or equalto 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.

Welcome to Erasmus+ OLS Licence Management System!
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 use the Licence Management System unless NAs allocate you ficences (valdation)

Beneficiaries (BEN) support area
« BEN user guide -~ June 2015

* Technical Questions and Answers for BEN
* Graphical tool kit for the promotion of the Erasmus+ OLS for Beneficiaries: Visual identity guidelines for Beneficiaries, OLS logo files, OLS bird, OLS graphics, OLS video EN, OLS videos § languages.
* OLS presentations: OLS language assessment presentation, OLS language courses presentation and powerpoint template

Mobility Participants (MP) support area

« Wobilty Participants User Guide for Assessment
« Wobilty Participant User Guide for Courses
* Technical Questions and Answers for Mobilty Participants

General information on the language assessment and course

# Presentation of the Erasmus+ OLS language assessment
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