Erasmus+

Online Linguistic Support

Erasmus+ Support:
Licence Management System
for Beneficiaries

User Guide 17.0
Date 28/11/2017
Version 18.0
Author Service Provider
Public Beneficiary Institutions/Organisations

Page | 1

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



Table of Contents

T ageTe [V 4T ] o HAUR PO TPV P RO POROPRTOP 3
1. Access the OLS and log into the back-0ffiCe......cuuiiiiiiiiiiic e 3
2. Structure Of ErasmuSH OLS ..ottt st st be e s st et e sbeesaeesane e 4
3. Using the Erasmus+ OLS back-0ffice fEAtUIreS......cc.uvviiiiiie e 6
3.1.1 How to create MuUItiPIEe FOIES......uii it e s 6
3.3.2. How to manage Secondary Contact Persons (SCP) for your projects .......c.ccceveveevceeccveescvnennns 7
3.2.1. How to add Secondary Contact Persons (SCP) to your Projects ........ccceeeveveeeveveesveessvneennnes 7
3.2.2. How to remove Secondary Contact Persons (SCP) from your projects ........ccccceceeeevveeeennnenn. 8
3.2.3. How to edit Secondary Contact Persons (SCP) to your projects........ccccecveeeeeecreeeeeccreeeeeennnen. 9

3.3. How to allocate assessment licences to partiCipants.....cccoccuveeeeciieeeiciee e 9
3.4. How to allocate course licences to participants.....cccccueeeieieieiriiiee e 15

3.4.1 Important information for Higher Education Institutions: automated allocation of course

[ICEINCES .ttt ettt b e b e sh e e a bttt e bt e b e e ehe e eab e e bt e be e beenbeeereeeateenrean 15
3.4.2 OLS language course in the local language of the country ......cccccoeecieeeieiiiie e 16
3.4.3 Manual allocation of COUrSe lICEBNCES .......coiiiiriiiieiieriee ettt 17
3.4.4 Select the [anNguage Of the COUISE .....uuiiiiiiiie ettt e e e bae e e e eanes 21
3.5 How to monitor the licences used by your participants .........cccoccueeeeeiiieeccciiee e e e, 22
3.5.1 How to resend an assessment invitation to a participant........ccccccovveiiiiiieeie e, 24
3.5.2 How to modify/cancel an invitation and re-invite participants ........cccccevveevieeeieeccreeereenneenne, 25
3.6 How to monitor the expired Projects......cc e ree e e 25
3.7 How to monitor the eXpired lICENCES ......cocccueiiiieceee ettt et e e arae e e et 27
3.7.1 How to reallocate a language assessment to a participant whose licence has expired ...... 29
3.7.2 How to reallocate a language course to a participant whose licence has expired .............. 31
3.8 HOW t0 €dit YOUF Profile ..ccceeieeieeeeeeee e e e e e e 32
3.8.1 HOW t0 €dit YOUT Profile cuueiiiiciiiie ettt et e et e e s sbe e e e e eanes 33
3.8.2 How to receive a notification each time a mobility participant has completed the 1%t language
ASSESSIMENT Luiiiiiiiiiii ittt e a e s bb s e e saaes 34
3.8.3 How to add or delete additional email addresses for future notifications............ccccceueeee. 34
S U o] o T ] o RSOOSR 35
Page | 2

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



Introduction

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

your role as a Beneficiary (BEN).

You will learn:
e How to loginto the Erasmus+ OLS back-office;
e How the back-office is structured;
e How to use each feature, namely:
o Allocating assessment licences to Participants,
o Allocating course licences to Participants,

o Monitoring the assessment and course licences used by Participants.

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

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

engishs A" A" 2| Logn

‘7 : ‘Erasmus+ Online Linguistic Support

Home  Language assessment  Language courses  Contests  Media  Support

More information on Erasmus+

The Online Linguistic Support (OLS) supports lang g
ctivities (Key Action 1) the

participants in Erasmus+ long-term mobi
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http://www.erasmusplusols.eu/

To access the login page, click on the Login button in the upper right-hand corner of your screen.
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 Technical Support Team by clicking on the
Support button at the top of your screen. You can also contact the Support Team through the Report
a problem button in your licence management system.

Erasmus+ nline Linguistic Support

Home  Language assessment  Language courses  Contesis  Media  Support  OLS for Refugees

2. Structure of Erasmus+ OLS

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

In the header on the upper part of your screen you have 4 buttons:

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

[ _] et
e  Profile button ( o TR ) — click on this button to go to your BEN user profile page.

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

e [ESC () — click on this button to close your session.
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Erasmus+ nline Linguistic Support

OLS LIVE COACHING
Project Contact Parsons

Licence Allocation To
Participants - Assessment

LEARN MORE ABOUT OLS MOOCS

Welcome
Licence Allocation To Wekscme 13 Erssmus - OLS Lcenze Mansgement Sysiem)
Participants - Course
Communications & notes
Call 2017 Projects
Uicence Usage per Participant . Pw

ow ot are only visils in B OLS Liee o Managaeart Syslem once your

uage course allocation & Local Language

Expired Projects

Expired Licences

Documents

ik on the fokoumg documents which ex5iam how & handie your waer pisrfac

OLS Promotion Package for Beneficiaries Retugees and operators support area

Beneficiaries (BEN) support area

Mobity Participants (MP) support area

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

system alerts, as well as OLS communication material that can be used to inform mobility participants
about the OLS.

Four tabs are available in the menu on the left side of your screen:

Erasmus+ nline Linguistic Support

L.

Home

3

Project Contact Persons

Licence Allocation To S
Participants - Assessment LEARN MORE ABOUT OLS TUTORING SESSIONS LEARN MORE ABOUT OLS MOOCS
Welcome
s Aliation T ek ome 1 Ersamens OLS Lkancs Mansgement System

Participants - Course

Communications & notes

Call 2017 Projects.
Licence Usage per Participant -

it new pecpects are orly vaible i the OLS Le ence Management System o

language course allocation & Local Language

Expired Projects

Expired Licences

e echrical a6 Rt festures 10 you

Documents

Clkh on the folowing doc uments which exploin how 1 handhe your User lerfce 1 he OLS Licence Managemset System

OLS Promotion Package for Beneficiaries Refugees and operators support area

Beneficiaries (BEN) support area

Mobiliy Participants (MP) support area

Click on any tab to navigate between Home, Project Contact Persons, Licence Allocation to Participants

— Assessment, Licence Allocation to Participants - Course and License Usage per Participant, Projects
and Expired Licences.
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3. Using the Erasmus+ OLS back-office features
3.1. Multiple Roles

Beneficiary users can now access the platform as a Beneficiary Institution or as a Mobility Participant
with a single login and password. This enables them to view the platform as if they were a Mobility
Participant, and explore all the features of the language assessments and language courses.

3.1.1 How to create multiple roles

Beneficiaries can create additional roles for themselves by assigning a language assessment licence to
the same email address as the main contact email or the secondary contact email of the Beneficiary
institution/organisation.

Once the additional role has been assigned and the Beneficiary user logs in, the OLS will automatically
display the interface which corresponds to their highest role in the following hierarchy:

1. Beneficiary User
2. Mobility Participant

The Beneficiary user will then see the specific multiple role menu which can be used to access their
other roles.

If the user is in the Licence Management System, the multiple role menu will appear as a dropdown
menu on the top right-hand corner of the screen, underneath their login:

Erasmus+ nline Linguistic Support # Home & hibenoiem.. v ()

—.[——v & hrben01@mailinator.com

OLS LIVE COACHING & BENUser

& MP

When in the role of a Mobility Participant, the Beneficiary user follows the same process that a Mobility
Participant would follow when connecting to the OLS for the first time. The user will therefore be taken
to the profile page before accessing the ‘start assessment’ button on the dashboard.

After accessing the OLS in the role of Mobility Participant, the user can easily return to the Licence
Management System through the “back to Ben user” button.

You are browsing this MP screen through the BENUser interface Back to BENUser 0

Erasmus+ nline Linguistic Support

Home Language assessment Language courses Contests Media Support OLS for Refugees

Please note that upon completion of the first language assessment (in the role of a Mobility
Participant), the language course is not automatically allocated. The Beneficiary user must manually
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assign a language course from the “Licence Allocation to Participant COURSE” screen. For more details,
please refer to point 3.4.3.

3.3.2. How to manage Secondary Contact Persons (SCP) for your projects

To access the section "Project Contact Persons", from your Home screen, click on the 2" tab (Project
Contact Persons).

‘l,zi‘Erasmu5+ nline inguistic Support ReportaProblen @ Home | (& mtben0Ol@mailinator.com =

7B rasmuse  2015-1-MT99-KA105-000002
Home

MAIN CONTACT PERSON:
QD) < Beta Test Beneficiary MT99
Project Contact Persons = mtben01@mailinator.com
@ SECONDARY CONTACTS:
Licence Allocation To

Participants - Assessment

2015-1-MT99-KA103-000001

Licence Allocation To
Participants - Course

MAIN CONTACT PERSON:
Beta Test Beneficiary MT99

&  mtbenoi@mailinator.com
Licence Usage per Participant

SECONDARY CONTACTS:

Q Add Contact

3.2.1. How to add Secondary Contact Persons (SCP) to your projects

The secondary contact person can access the project(s) linked to them to facilitate the OLS licence
allocation process.

To add Secondary Contact Persons (SCP) to your projects, please follow these step-by-step
instructions. Click on Add Contact to add an additional SCP and enter the contact email address.

Add Secondary Contact

Secondary Contact email

/Add Contact Close
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When you click on Add Contact, the Secondary Contact Person of the project will be directly added to
the list if the contact already exisists in the OLS. The name and phone number will also be filled in
automatically.

If the contact doesn’t exist in the OLS yet, additional information will be requested.

Note that if the contact is already the Main Contact Person for the project, it won’t be possible to also
add him/her as Secondary Contact Person.

Add Secondary Contact

This contact doesn't exist in the OLS. Please specify the following information.

Secondary Contact email
Name

Phone Number
Password

Repeat Password

‘Add Contact Close

Once you have entered the required data, click on Add Contact. The newly created Secondary Contact
Person then appears on the screen.

As a Main Contact Person or Secondary Contact Person, you should be able to create as many
Secondary Contact Persons as needed for the project, regardless of whether the e-mail addresses used
for this purpose are already in used as a Main Contact Person or a Secondary Contact Person in another
project of the same or another Beneficiary.

If the user already exists with another role, the following warning will show, listing the role(s) of the
existing user:

Confirm validation

This email is already used by a [MP]. Do you want to add this email as a Secondary

Contact?
=

3.2.2. How to remove Secondary Contact Persons (SCP) from your projects

You can only remove Secondary Contact Persons (SCP) if you are the main contact person for a project.
The Main contact person of a project is the OLS contact person as defined by the National Agency in
EPlusLink.
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If you are the Main Contact Person for the project and wish to remove Secondary Contact Persons
(SCP) from your projects, please follow these step-by-step instructions.

Click on Remove to remove Secondary Contact Persons (SCP). A pop-up appears to ask for
confirmation.

MErasmus+ Online LinguisticSupport ReportaPobien | @D Home & mibeno@maiinatorcom | (wp

2015-1-MT95-KA105-000002 & MTBENOL

MAIN CONTACT PERSON:
S Beta Test Beneficiary MT99

Project Contact Persons = mtenoi@maiinatorcom

SECONDARY CONTACTS:
®
N Janssens.
Licence Allocation To = njanssens@mail.com Edit Remove
Participants - Assessment AN Nathalie
@®
: ==

Licence Allocation To
Participants - Course

The Secondary Contact Persons (SCP) cannot remove other Secondary Contact Persons (SCP), and
cannot see the Remove button. Therefore, if you have access to projects where you are Main Contact
Person and to projects where you are the Secondary Contact Person, you will not have the same
accesses.

3.2.3. How to edit Secondary Contact Persons (SCP) to your projects

You can only edit Secondary Contact Persons (SCP) if you are the Main Contact Person of a project. The
Main Contact Person of a project is the OLS contact person as defined by the NA in EPlusLink.

Main Contact Persons are edited through the BO Report import (on EPlusLink). Therefore, you can only
edit a Secondary Contact Person if he/she is not the Main Contact Person of another project.

To edit Secondary Contact Persons (SCP) of your projects, please follow these step-by-step
instructions.

Click on Edit to modify the Secondary Contact Person. A pop-up will appear with the different fields of
the Secondary Contact Person which you will be able to edit. Click on Edit Contact to validate.

In case the Secondary Contact Person is not editable because he/she is the Main Contact Person, the
edit button is inactive and, when the mouse is over the button, an explanation appears.

3.3. How to allocate assessment licences to participants

Licences are attributed to Beneficiary institutions/organisations by National Agencies. If you need
additional licences, please contact your NA.

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

Note that you are able to invite mobility participants who have already used the OLS for another
mobility several times, using the same email address.

To access the section "Licence Allocation to Participants — Assessment", from your Home screen, click
on the 3™ tab (Licence Allocation to Participants — Assessment).
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‘ 2 | Erasmus+ nline Linguistic Support ReportaProblem @) Home @ mtbenol@mailinator.com C3

& Licence Allocation To Participants
Home
@ erasmuse  2015-1-MT99-KA105-000002 erasmuse  2015-1-MT99-KA103-000001
Project Contact Persons
Remaining assessment licences: 4872 Remaining assessment licences: 4973
Remaining course licences: 4947 Remaining course licences: 4983
Licence Al ion To T

Participants - Assessment

?
Licence Allocation To
Participants - Course

?

Licence Usage per Participant

If you have several projects, all available projects will appear and, for each of them, you will be able to
see how many licences have been attributed by your NA. You also have a permanent overview of your
amount of remaining licences for both assessment and courses. Select the project you want to use.

EAlE s nline Linguistic Support ReportaProblem @B Home & mtbenOl@mailinatorcom  (a

Licence Allocation To Participants

@ Erasmuse  2015-1-MT99-KA105-000002 Erasmuse  2015-1-MT99-KA103-000001

Project Contact Persons

Remaining assessment licences: 4872 Remaining assessment licences: 4973
Remaining course licences: 4947 Remaining course licences: 4983

Licence Allocation To
Participants - Assessment

@

N
Licence Allocation To
Participants - Course

Ld
Licence Usage per Participant
)
By selecting a project, you can access the corresponding “Licence Allocation to Participants —
Assessment” page related to this project.

If you select a project and then assign a licence from this project to your Beneficiary main contact email
address, you will automatically create a second role in your Licence Management System. When
logging in, the system will automatically provide you with the possibility to access the OLS as a mobility
participant (MP) or as a Beneficiary user. If you select the role “MP”, you will be able to access the
platform following the same process as mobility participants. If you want to have access to the
language course platform, for example, you will need to allocate a course licence to yourself after
having taken the first language assessment
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Erasmus+ Online Linguistic Support Repotarotion @R Home @ mibenoi@maRinstoccom

Back to project selection
-3
Home
Licence Allocation To Participants - 2015-1-MT99-KA105-000002
)

Project Contact Persons wn
17

4999

Licence Allocation To

Participants - Assessment ANdd new participints

Please write here the new participants email addresses for a given assessment ianguage, separated by *-* or

Emails m‘ ount:Omail  Language to test Deadline to take the test
Licence Allocation To

Participants - Course English B months

+1

?

Licence Usage per Participant

Explred Projects

®

When you are done or if you want to select another project, use Back to project selection to go back
to the project selection intermediary screen.

On the “Licence Allocation to Participants — Assessment” page related to a project, in the upper right
part of the screen, a summary box shows information on:

e The remaining number of assessment licences, i.e. the number of licences currently available
for Participants allocation for that project;

e The number of allocated assessment licences, i.e. the number of assessment invitations
already sent to your participants for that project;

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

Erasmus+ Online Linguistic Support RepartaProbien | @R Home

Back to project selection

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Project Contact Persons Remaining assessment licences: as72
Allocated assessment licences: 127

Total Licences: 2999
Licence Allocation To

Participants - Assessment Md new pirtcipents

Please wiite here the new participants emall addresses for a given assessment language, separated by *:* or

Emails mwm» Omail  Language to test Deadline to take the test
Licence Allocation To

Participants - Course English n months

+1

Licence Usage per Participant

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 group 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 or participants who have multiple mobilities, repeat the following steps, language
per language.
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Erasmus-+ Online Linguistic Support Reporaprotien @D Home &b mboiOmalinstoccon  (a

Back to project selection
Home
Licence Allocation To Participants - 2015-1-MT99-KA105-000002
3
Project Contact Persons a2
121
4999
Licence Allocation To
Participants - Assessment Add new garticipants
Please write here the new participants email addresses for a given assessment language, separated by *.* 0
Emails m« ount:0mail | Language to test Deadline to take the test
Licence Allocation To
Participants - Course Englsh ™ monhs ]
Licence Usage per Participant
Expired Projects

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.

[ —
k-3

Home
Licence Allocation To Participants - 2015-1-MT99-KA105-000002

3)

Project Contact Persons Remn exsment licences 4872
Alloc at licences 127

Total Licences: as8s

Licence Allocation To

Participants - Assessment Add new participants

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

Licence Allocation To

Y All emails validated.

2
example @mail com, example2@mail com example3@mai com

Licence Usage per Participant

®

L]
Expired Projects
®
L]

Expired Licences

Send assessment invitation(s) ta the whale list

The OLS can be used by mobility participants with the same email address for multiple mobilities
(mobility participants undertaking several Erasmus+ mobilities using the OLS).

If you enter a mobility participant's email address that is already in use in the OLS system for a recent
mobility (first language assessment not yet started), a warning message will appear after clicking on
the Validate emails button, informing you that the participant concerned has already been invited to
take a language assessment. This warning states the language in which the assessment will take place,
on which date the participant received an assessment invitation and the name of the
institution/organisation if the invitation has been sent by another Beneficiary. This warning helps to
avoid inviting a participant twice by mistake. Despite this warning, you can allocate a new language
assessment to the mobility participant if this person is undertaking another mobility for which he/she
should use the OLS.

You are then 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.
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Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Add new participants

Please write here the new participants email addresses for a given a:

Emails

All emails validated.

example@mail.com. examg il.com.examg

il.com

Send assessment invitation(s) to the whole list

ment language, separated by ;" or

Remaining assessment licences: 4872

Allocated assessment licences: 127

Total Licences:

|| Slovak

Language to test

English n

French
German
Dutch
Italian
Spanish
Polish
Czech
Danish
Greek
Portuguese
Swedish
Bulgarian
Croatian
Hungarian
Romanian

Finnish

4999

Deadline to take the test

months

+2

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 Higher Education participants since the OLS assessment
is a pre-requisite for mobility.

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Add new participants

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

Emails

All emails validated.

example1@mail.com, com

i.com

Send assessment invitation(s) to the whole list

| +15
| | +16
+17
[

Remaining assessment licences: 4872
Allocated assessment licences: 127

Total Licences:

4939

Language to test

English n

Deadline to take the test

months n

2 - I
+1

+3

+4

+5

+6

+7

+8

+9

+10

+11

+12

+13

+14

Once the email list is validated, and both the language to test and the deadline to take the test are
selected, the Send assessment invitation(s) to the whole list button becomes active. Review all

information before clicking on this button to send assessment invitations to all validated email

addresses.

Erasmus+ Online Linguistic Support
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Back to project selection
Home
Licence Allocation To Participants - 2015-1-MT99-KA105-000002
3
Project Contact Persons Remalning assessment licences: asm2
Aliocated assessment licences: 7
Total Licences: 4999

Licence Allocation To

Participants - Assessment Add new participants

Please wiite here the new participants email a0aresses for a given assessment language, separated by *" or *

® Emails m’.ulml.3 Language totest Deadline to take the test

Licence Allocation To

SRR All emails validated

+2

?

Licence Usage per Participant

.
? -~

Expired Licences
[ ]

example 1@mail.com. example2@mail com example3@mail com

Invitations are then sent to the participants and a message pops up confirming the invitations were
successfully sent. In the invitation, the participants also receive their personal login and password
needed to access the Erasmus+ OLS language assessment.

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Remaining assessment licences: 4870
Allocated assessment licences: 129
Total Licences: 4999

Add new participants

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

Emails m&)unl:a Language to test Deadline to take the test
AR DA AR RN RNT TR RN e B months

+2

Assessment invitation successfully sent!
» test04@mailinator.com

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

Should you wish to receive a notification once a participant has completed the first language
assessment, please click on your profile.

In your profile, you have the possibility of ticking 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.
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‘»5:3 Erasmus+ Online LinguisticSupport ReportaProblem @B Home g mtbenol@mailinator.com c’

BEN user Profile

BEN Information
BEN PIC 37
BEN Name MTBENO1

Country Malta

BEN User information
Login mtben01@mailinator.com
Password Re-type Password
Contact Name Beta Test Beneficiary MT99

Contact Number 0

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

Save Changes

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 can be sent to any Contact Person of the project (Main or Secondary), as
long as the Contact Person checked this box in his/her profile.

When participants do not take the assessment within the deadline, their access to OLS is deactivated
and the licence automatically returns to your remaining assessment licences if not yet used. For
instructions on how to re-invite a mobility participant for the 1% language assessment, see section
3.4.1.

3.4. 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.

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

The automatic language course allocation is exclusively for Higher Education participants and,
depending on the mobility language chosen for the language assessment, operates as follows:

- For German, English, Spanish, French, Italian, Dutch and Portuguese: 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. Course licences are
automatically deducted from the total course licences available. Therefore, participants with
a level of B1 or below will not appear in your “Licence Allocation to participant — Course”
section, but you are able to find these participants under the 5™ tab (Licence Usage per
Participant).

- For Bulgarian, Czech, Danish, Greek, Croatian, Hungarian, Polish, Romanian, Slovak, Finnish
and Swedish: Higher Education participants who have obtained a result below CEFR level A2
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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.
Course licences are automatically deducted from the total course licences available. Therefore,
participants with a level of A1 will not appear in your “Licence Allocation to participant —
Course” section, but you are able to find these participants under the 5% tab (Licence Usage
per Participant).

If there are not enough course licences to be automatically allocated to mobility participants, a warning
appears on the “Home” page, indicating that the automated language course allocation has failed and
requests you to contact your National Agency.

Mobility participants who have not been automatically assigned a language course licence may be
invited to follow a language course in the OLS Licence Management System. The language course can
be offered in their main language of instruction/work, OR in the local language of the country, if that
language is available in the OLS.

Under the 4™ tab (Licence Allocation to Participants — Course) you are able to manually select the
course language for these participants.

For the specific instructions, see section 3.3.3.
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3.4.3 Manual allocation of course licences

Manual allocation of course licences applies to Youth, VET and HE participants.

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 4t tab (Licence Allocation to Participants - Course).

‘ Erasmus+ nline inguistic Support ReportaProblem @B Home @& mtben0l@mailinator.com =

Licence Allocation To Participants

@ Erasmuse  2015-1-MT99-KA105-000002 Erasmuse  2015-1-MT99-KA103-000001

Project Contact Persons
Remaining assessment licences: 4870 Remaining assessment licences: 4973
Remaining course licences: 4947 Remaining course licences: 4983

®
L]
Licence Allocation To
Participants - Assessment

-
Licence Allocation To
Participants - Course

®

Licence Usage per Participant

@

N
Expired Projects

You are now accessing the Licence Allocation to Participants - Course page. If you have several
projects, all available projects will appear and, for each of them, you will be able to see how many
licences are left (for both assessment and courses). Select the project you want to use.

";,:5 Erasmus+ nline inguistic Support ReportaProblem R Home & mthenol@mailinator.com =

fi-3
Hom:

e

@ erasmust  2015-1-MT99-KA105-000002 Eusm 2015 1-MT99-KA103-000001

Project Contact Persons

Licence Allocation To Participants

Remaining assessment licences: 4870 Remaining assessment licences: 4973
Remaining course licences: 4947 Remaining course licences: 4983

(]
L]
Licence Allocation To
Participants - Assessment

Licence Allocation To
Participants - Course

®

Licence Usage per Participant

?

Expired Projects

By selecting the project, you can access the corresponding “Licence Allocation to Participants -
Course” page related to this project.

When you are done or if you want to select another project, use the Back to project selection to go
back to the project selection intermediary screen.
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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 3.5.

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

L]
Expired Licences

The remaining number of course licences, i.e. the number of licences currently available for
allocation to your participants;

The total number of allocated course licences, i.e. the number of licences already allocated to
your participants;

The number of allocated course licences, per language (Czech, Danish, German, Greek,
English, Spanish, French, Italian, Dutch, Polish, Portuguese and Swedish);

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

s

tome Licence Allocation To Participants - Course - 2015-1-MT99-KA105-000002 @
ct Contact P

®

L
Expired Projects

®

New Participants

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

Received an assessment licence;

Completed the first assessment;

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

Have not returned from their Erasmus+ mobility yet.

For each of your participants the following information is available:

OLS ID (identification number used in the OLS system to identify individual OLS usage by
mobility participants. Mobility participants using the OLS for several mobilities have separate
OLS IDs for each of these mobilities. Please quote this ID when contacting the Technical
Support Team in case of issues with specific mobility participants.)
Name
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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 Mobility type (only for Higher Education participants, i.e. HE SMS or HE SMP.)

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
Filter by Mobility Language Filter by 1st Assessment Result

All v All

10 v records perpage Search:

Estimated starting date Period of Mobility Mobility Language Mobility Type 1st Assessment Result Select Local Language

of the mobility

230202 04/2016 13 months Czech x c1 Czech

230319 06/2016 13 months French x AL x m

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 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;

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

o Filter by 1st Assessment Result scroll-down menu: by clicking on this button you can filter the
displayed entries, based on the level achieved in the 1% assessment;

e Search field: by using this field you can search participants on the basis of any data (one word
only);
Previous and Next buttons: by clicking on these buttons you can navigate in the different pages
of the Licence Allocation to Participants — Course table.

New Participants
Filter by Mobility Language Filter by 1st Assessment Result

All v All

10 v records per page

Estimated starting date . - - - - ocal
__ e — e = e m
X Al- X

233935 02/2017 13 months Romanian

233937 02/2017 13 months Finnish X Al- x

233036 03/2017 13 months Slovak x AL- x m

233945 02/2017 10 months Finnish X c1 Finnish

Showing 21 to 24 of 24 entries

Allocate to all selected
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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.

Search:

. e S m
' " '
Allocate

Loy

Allocate to all selected
Previous 1 2 Next

If you allocate a language course licence to a participant who already has access to the course platform
for the same language with a licence from the same project, a warning message will appear. This
warning helps to avoid sending a course licence invitation to a participant twice by mistake. Despite
this warning, you can allocate a new language course to this mobility participant if this person is
undertaking another mobility for which he/she should use the OLS.

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 course 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.

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.

Search:

== T N—
3 Al- X

x
=
=
x
‘E*E*E

Allocate to all selected
Previous 1 2 n Next
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When participants do not connect to the language course within 30 days after receiving the invitation,
their access is deactivated and the licence automatically returns to your remaining language course
licences. Participants who let their language course licence expire also appears in the “Expired
Licences” tab under the “LC (Courses)” option.

3.4.4 Select the language of the course

You may invite participants listed in this screen 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 menu 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 course 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 of accessing 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.

Period of Mobility Mobility Language Mobility Type Select Local Language m
X c1

13 months Czech Czech v m
English

French
German
13 months French x AL Dutch
Italian
Spanish
Polish

Danish
Greek
Portuguese
Swedish
Bulgarian

13 months French x Al-

Croatian
13 months German X Al

Hungarian
Romanian
Slovak
Finnish

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.
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3.5 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-office.

To access the Licence Usage per Participant section, from your Home screen, click on the 5™ tab
(Licence Usage per Participant).

Erasmus+ nline Linguistic Support Repotafobien @B home b mbsnoiOmalinatccom  (wpy

e Licence Usage per Participant &
Home
call Mobility Language 15t Assessment Result Project Code
- Al v Al v Al v Al
Project Contact Persons
v records per page Search all fields {one word)
? Call | Project First Assessment  Invitation | Mobility 2™ Assessment Mob. Mob. [
Licence Allocation To Invitation | Expiration | Type | Assessment | Asscssment | Invitation Date | Assessment | Assessment | start duration
Participants - Assessment Date Date Result Date Result Date date dm (months)
230135 2005 mlsl testgreg0li  testgregdl testgreg0]@mailinator com 26082016 2652016 MESMS AL 26/082016 1600112017 - o206 oy 13
. s
Licence Allocation To "
Participants - Course
230421 2005 20151- Grégory?  Schiano testbetagsco2@mailinator.com 19/09/2016  19/1072016 HESMS AL 19/09/2016  16/12/2016 - - 09/2016  1/2016 4
-
Kao3-
® soont
Licence Usage per Participant
230422 2015 20151- Grégoryd  Schiano testhetagscos@mailinator.com 19/03/2016 19102016 HESMS AL 19092016 16/01/2017 B - 1072016 02017 &
e

iy
@ o

Erbe e 23670 2005 20051 Testng  Testing  test20li0315@mailinator.com 1SMIR0NT LUMROLT HESMS AL saen ey - - oo w12

MT9g-
KAl03-
000001

Expired Licences JETS 205 0ISL test Test tesigsebetadl @malinator.com ISH20T 14042017 HESMS AL 1603207 16nEROIT - - nor | oI 6
TS

KALO-
600001

JAWU WS HNE1- Sachie Roeekhaut  srokhaut heta viRSmadinatorcom  1RNI01T  ISAMI0IT  HESMS AL 1ROROMT  1SNED0IT - - oo oEDIIT &

B.: if a participant has several mobilities in the same project, he/she will be displayed twice in two
separate rows with a different OLS ID (i.e. one ID per mobility).

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

Erasmus+ nline Linguistic Support ReportaProtien | @@ Homs @ mtbenolOmalinxorcom (-

fe Licence Usage per Participant @
Home
cal Mobility Language 15t Assessment Result Project Code
o) Al . A " Al . Al

Project Contact Persons

v records per page Search all fields (one word)

Licence Allocation To

? Projoct | First Name | Last Name Email Rssessment | Invitation | Mobility
I Invitation | Expiration | Type
Participants - Assessment Date. Date

230198 2015 mu Proofreader  Swedish  swedishproafreader] @mailinatorcom  29/04/2016  20/052016 al 03052016 13/02/2017 = - 032006 022017 12

Licence Allocation To
Participants - Course
2030 2015 20151 efglh ent testvi0sv01@mailinator.com 10052008 0sfos/amie x - 10052016 15/04/2017 - - oshos  owaorr 12

s
® wouez

Licence Usage per Participant
230236 2015 2015-1-  Sophie Roekhaut sroekhaut_betad@mailinator. com 10/05/2016  09/06/2016  x Al 100052016 16/05/2017 - - 052016 0572017 13

Expired Projects 2 205 WL Test 8 be_test2@mallinatorcom 16032007 2603007 x a ez 160T/01T . . 032017 | eTONT 8

? 000002

Expired Licences 2031 005 20151 Brown aob test_bp@mailinator.com w0 24RO x A w0 13023018 oaon | op0 13
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On your screen several functions are available:

el

file;

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

Call scroll-down menu: by clicking on this button you can filter the projects by Call (All, 2014,
2015 or 2016);

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

1st Assessment Result scroll-down menu: by clicking on this button you can filter the displayed
entries, based on the level achieved in the first assessment;

Project Code scroll-down menu: by clicking on this button you can filter the displayed entries,
based on the project code;

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

Previous and Next buttons: by clicking on these buttons you can navigate across 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

In addition, you can edit the Mob. Start date and Mob. End date of your participant in case of wrong
dates indicated. In order to edit the mobility period, just click on the date and a calendar appears,
allowing you to select the correct date. Once all modifications are introduced in the system, mobility
participants are duly notified of their updated mobility period in their mobility profile.

Erasmus+ Online Linguistic Support

Licence Usage per Participant @
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3.5.1 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.

I -

230200 2015

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 will not 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.

| Resend invitation to this participant

Home Licence Usage per Particlpant’ § |, suadiine to take the test
call MoHlil | months ject Code
3

Al
Project Contact Persons it (]

v records perpage ||

Licence Allocation To Mams witatic
Participants - Assessment

@O 251 205 20051 - - huassessment@mailinator.com 24/032017  14/11/2018 -
MTgg-
KALOS-
000002

Licence Allocation To
Participants - Course
@O 252 205 20051 - - roassessment@mailinator.com 24/032017  14/112018 -
MToS-
KALOS-
000002
Licence Usage per Participant
@O 200 205 20151 - E skassessment@mailinator.com 240032017 141122018 -
uT%-
KALOS-
000002
Expired Projects @O 2w 205 2051 - testo4@mailinator.com 28032017 27/0572017
uT%.

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.

] Resend invitation to this participant

@ . - An invitation was successfully resent to this participant
Licence Usage per Participant
Home
call MoHi Poject Code
S)

Al M Al —— ¥ Al
Project Contact Persons

v records per page

@ Assessment | Invitation | Mobility
Licence Allocation To Invitation | Expiration | Type
Participants - Assessment Date Date

@ © 23051 205 20151 - huassessment@mailinator.com 28/03/2017  27/04]2017 -

MTQ-

. . KALOS-

Licence Allocation To 000002

Participants - Course

@ © 23052 205 20151 - - roassessment@mailinator.com 24/03/2017  14/112018 -

MT-

KALOS-

@ 000002

Licence Usage per Participant

@ © 233040 205 20151 - - skassessment@mailinator.com 24/03/2017  14/112018 -

MTg9-

KALOS-

@ 000002
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3.5.2 How to modify/cancel an invitation and re-invite participants

Once invitations have been sent, they can no longer be edited or modified. If you need to cancel an
invitation, please follow these step-by-step instructions.

Invitations can be cancelled provided that the participants haven’t started the language assessment
yet. Licences that have been cancelled automatically return to your remaining assessment licences.

In the tabs, select the “Licence Usage per Participant’. Once on the page, search for the participants
whose invitation you want to cancel. If they haven’t started their first assessment yet, the cancel
button should be available in the first column:

@ © 230200 205

Click on the cancel button (®). A pop-up will appear to request confirmation of the cancellation.

Licence Usage per Participant

cail

a

Project Contact Persons
* records per page

@ Call | Project | Firt | Last Assessment | Invitation | Mobility
Licence Allocation To Mame | Mame Invitation | Expiration | Type n_m.n num.m
Participants - Assessment L -
@ @O s 2015 20051 huassessment @madinator, com W03201T  ITONOIT -
s

Licence Allocation To
Participants - Course

KALOS-
o002

R R R T — @maitintorcom WO 141172018
wus-
KAL0s-
ooaoez

icance Usage per Participant
@O nse s wse - - skassessment@malinator.com 002207 14112018
-

KAL0S
oon002

Explred Projects @O 2ma s wEL - - testugmaiinatoucon wosporr  amosonr -
wros
s
o00002

— BO mw ms ms P —— re— p—
If you validate by clicking on Yes, the invitation will be cancelled and a confirmation message will
appear. A notification will also be sent to the participant. When you close the confirmation message,
that mobility from the participant will disappear from the page. By doing so, you will automatically
recover the licence previously assigned which means that no licence will be lost in the process.

If necessary, you can however reinvite the participant through the “Expired Licences” tab (select “LA
(Assessment)”. For the specific instructions, see section 3.6.

3.6 How to monitor the expired projects

The Expired Projects tab facilitates the monitoring of projects and mobility participants. This allows
your current projects to be kept separate from expired projects.

When projects have expired (reached their contractual end date), their content is moved to this screen.
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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 1t 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 expired project — see section 3.3).

To access the Expired Projects section from your Home screen, click on the 6% tab (“Expired Projects”).

* |Erasmus+ nline Linguistic Support Reportabolen  @Btome & mtbenoiGmainarcon  (ap

= Expired Projects &l
Home
Records per page cal Project code Search all fields (one word)

¥ 10 2016-0NA

v 4 Al
call Project Code Received Assessment | Used Assessment Completed Completed Remaining Received Courses | Used | Remaining
Licence Licence Assessment 1 Assessment 2 Assessment Licence Licence Courses | Courses
Licence | Licence

Na data available in table

Project Contact Persons

Licence Allocation To

Participants - Assessment

?

Licence Allocation To
Participants - Course

Licence Usage per Participant

Explred Projects

?

Expired Licences

You can access the following information for each participant:

e Call

e Project Code

e Received Assessment Licence

e Used Assessment Licence

e Completed Assessment 1

o Completed Assessment 2

e Remaining Assessment Licence
e Received Course Licence

e Used Course Licences

e Remaining Course Licences

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

Expired Projects p@

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

2016-0NA v All

10 v .
Project Code Received Assessment |  Used Assessment Completed Completed Remaining Received Courses Used | Remaining
Licence Licence Assessment 1 Assessment 2 Assessment Licence Licence Courses rses
Licence | Licence

No data available in table

Previous =~ Next

A button labelled “Details” is situated on the far right of the project row.
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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. This is the same information found on the 5™ 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).

Several functions are available on your screen:

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

e Records per page scroll-down menu: by clicking on this button you can change the number of
project 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.);

e Project Code scroll-down menu: by clicking on this button you can filter the displayed entries,
based on the project code;

e Search all fields field: by using this field you can search participants on the basis of 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.

3.7 How to monitor the expired licences

A 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 1t 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 in the invitation (see section 3.2 for all details about assessment allocation to
participants). If this licence is unused (the participant has never accessed the 1*' language assessment)
it is considered expired. Expired licences are returned to your institution/organisation.

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

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

To access the Expired Licences section from your Home screen, click on the 7" tab (Expired Licences).
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* |Erasmus+ nline Linguistic Support feportaprotien @R Home b mtbenol@maiinstorcom (.

Home
Expired Licences &
3
cal Mobility Language

Project Contact Persons
Al
10 v records per page

Al v
T i) Project Code | First Name Assessment | lInvitation | Mobility | Mobility | Mobility | Mobility | Mobility
5 Invitation Date | Expiration | startdate | Type | enddate | duration | language
Participants - Assessment
B Date (months)
1685 - - - - -

Search all fields (one word)

018 201811198 testprodvaLmt@mailinatorcom 0sj01/2015 vslnafls - Engiish
VIo1-000012
Licence Allacation To 1689 2018 20141HT95 deriddermanon testprodvlmt@gma.com  09/03/2015 wI01S English
Participants - Course VT001-000012
175 2014 014-1MT08- - B testbennamemt@mailinator.com 10/03/2015 10042015 - E - - English
VIO1- 000012
230000 015 WISIHTIS  ade i pwet@malinator.com os/mnos w0 ouelR0ls /042016 4 English
Licence Usage per Participant o sovom
230002 2015 00511198 adr gerr pwez@mailinator.com 081272015 ololnls  oUBI0NG e 3 Engiish
KAL05-000002
Expired Projects 230004 2015 WISIMTIS  test test pwets@mailinator.com 1011212015 WG U6 opote 7 English
KALOS-000002
? 230150 2015 015-1M195- - B stephvanderelst+11@gmail.com 21/04/2016 M0s12016 - E - - English
KALOS 000002
Expired Licences
s 01 wis1HTe - - g adriens L@gmail.com os/mn01s s - - - - English
KALDS-000002
31244 2015 HI-1MTS- - - g adrien+4001@gmailcom 081272015 ooumls - - - - Engiish

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 Ropotaprotien  @DHome & ensmsgudonainte ()

Home

Expired Licences :@

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

“Reallocate Invitation” button (only for language assessment)

e OLS ID (identification number used in the OLS system to identify individual OLS usage by
mobility participants. Mobility participants using the OLS for several mobilities have separate
OLS IDs for each of these mobilities. Please quote this ID when contacting the Technical
Support Team in case of issues with specific mobility participants.)

e Call

e Project Code

e First Name

e last Name

o  Email

e Assessment Invitation Date

e |nvitation Expiration Date

e Mobility Start Date

e Mobility type (only for Higher Education participants, i.e. HE SMS or HE SMP.)
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e  Mobility End Date
e Mobility Duration (months)
e language to Learn

N.B.: if a participant has several mobilities in the same project, he/she will be displayed twice in two
separate rows with a different OLS ID (i.e. one ID per mobility).

Erasmus+ Online Linguistic Support Ropotapoton @DHome &b mbeviomatistoccon (s

Expired Licences &

can Mobility Language
Project Contact Persons

10 v records per page Search all flelds (one word)

Licence Allocation To
Participants - Assessment

1685 20140 2004-1MTS- - - testprodv31mt@mailinator.com 09/03/2015. 09/042015 - - - English
V1001-000012

Licence Allocation To 1689 2014 2014-1-MT99- = deriddermanonstestprodv31mt@gmail.com 09/03/2015 09/042015 - English
Participants - Course ¥T001-000012

1m3s 2014 2014-1-MT99- testbennamemt@mailinator.com 1010372015 10/0472015 English
VT001-000012

230000 2015 2015-1MT99-  adr adr pwet@mailinator.com oa/12015 07012016 0NOL016  x /042016 4 Engiish

! a P
Licence Usage per Participant KAL05-000002

230002 2015 2015-1MT00-  adr gerzr pwez@mailinator.com oa/127015 07012016 0U/08R0I6  x wonots 3 English
' KAL05-000002

Expired Projects 230004 2015 20151-MT99-  test tost pwets@mailinator.com 1011212015 09/012016  01/0472016  x o0 7 English
KAI05-000002

20150 2015 20151M799- - - stephvanderelste11@gmail.com 210016 200052016 - - - - English
® aos ooz

Explred Licences
@ axs 2015 2015-1uT08- - - g adriens 1@gmail com og/127015 o06 - - - - English
KAL05-000002

@ nu 208 20151.u79% g adrien4001@gmail.com ownnols  ovonons English

You can also sort the information by clicking on a column title.

Several functions are available on your screen:

E@ : by clicking on this button, all information on Expired Licence(s) can be exported in an
Excel file;

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

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

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

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

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

3.7.1 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.
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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.

(5 |erasmus+
Expired Licences LA (Assessment) [REESS
Py [ |

Home

* Reallocate licence to this participant

New deadline to take the test

months

Expired Licences
’ " B
)

. call Moh)
Project Contact Persons

m cancel

Al v

>

10 v records per page

®
Licence Allocation To Project Code | FirstName Assessment
. Invitation Daty
Participants - Assessment " on Bate
1685 2014 2014-1MTS- - - testprodv31mt@mailinator.com 09/03/2015 09/04/
@ VT001-000012
Licence Allocation To 1689 2014 20141.MT00- - - deriddermanon+testprodv31mt@gmail.com 09/03/2015 09/04/
Participants - Course VT001-000012
135 2014 2014-1MTS- - - testbennamemt@mailinator.com 10/03/2015 10/04/
® VT001-000012
B - 230000 2015 20151 MTo0-  adr adr pwet@mailinator.com 08/12/2015 o7/01/
Licence Usage per Participant VSR
230002 2015 20151-MT99-  adr gerzr pwerz@mailinator.com 08/12/2015 o7/o1/
(9 KAL05-000002
Expired Projects 230004 2015 2015-1-MT99-  test test pwets@mailinator.com 10/12/2015 09/01/
KAL05-000002
230150 2015 20151-MT99- - - stephvanderelst+11@gmail.com 27/04/2016 21/05/
KAL05-000002
Expired Licences
435 2015 20151MT08- - - grrd.adrien+1@gmail.com 08/12/2015 o7/01/

KA105-000002

=] anas 2015 2015 1-MTa0. - orrd adrien+a001@gmail com 081121205 7o/

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

Please note:

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 (see section 3.2).

The “Reallocate Invitation” 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 section 3.2).

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.
o If there are no available licences left in that project, a warning message will appear.
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SEO1-

Impossible to allocate a new licence

[~] 2014 x 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 01/03/2015  30/06/2015 4
Close

@ 2014 T X " patric.stockh pfhsse | 28/01/2015 | 28/02/2015 x x
SED1-
KAL03-
000049

Q 2014 2014-1- X X marcus.johansson@op.fhs.se  28/01/2015 28/02/2015 X X X
SE01-
KAL03-
000049

e The participant reappears on the "Licence Usage per Participant" page.
e The “Reallocate Invitation” button on the "Expired Licences" page disappears. If you want to
re-invite the participant, there are two possibilities:
o If the participant’s new licence has not expired yet, you can resend the invitation via
the "Licence Usage per Participant" tab;
o If the participant’s new licence has expired, then this participant appears on the
"Expired Licences" page.

3.7.2 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.

26962 2016

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

| A course invitation was successfully resent to this participant

Expired Licences LA (Assessment)

fa-
Home
Expired Licences LC (Course)
S)
call Mobility I
Project Contact Persons : opilty language
Al M Al M

10 v records per page

Licence Allocation To Project Code First Name. Course
Participants - Assessment Invitation Date

115002 2014 20181MT00-  tipartymt tipartmt tipartvmt@mailinator.com 30/03/2015
V001000012
Licence Allocation To 230030 2015 20151MT99  test ben testben_betaz0151217@mailinatorcom  17/12/2015
Participants - Course KA105-000002
230153 2015 20151MT8-  Dupont Helene visiteguidee@mailinator.com 27/04/2016
KA105-000002
. - 23013 2015 20151MT90-  test test testul0betapl@mailinator.com 06/06/2016
Licence Usage per Participant T
230215 2015 20151MT99-  test test testv10betada@mailinator.com 06/06/2016
Q KAL05-000002
Expired Projects 230198 2015 2015-1-MT99-  Swedish Proofreader swedishproofreaderl @mailinator.com 06/02/2017

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.

3.8 How to edit your profile

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

"',,:3‘Erasmus+ nline Linguistic Support ReportaProblem @R Home g mtben01@mailinator.com T3

ﬁ The OLS will be under maintenance for a few hours on the following date: 30/03/2017. We apologise for the inconvenience.

Home

@ OLS LIVE COACHING

Project Contact Persons MAKE SURE THAT YOUR PARTICIPANTS DO NOT MISS THE OPPORTUNITY TO BOOST THEIR P!

Licence Allocation To
Participants - Assessment

LEARN MORE ABOUT OLS TUTORING SESSIONS LEARN MORE ABOUT OLS MOOCS

Licence Allocation To
Participants - Course

Welcome
Welcome to Erasmus+ OLS Licence Management System!

Data Protection Issue related to certain emails sent by the Erasmus+ OLS service on 13 February 2017.
Licence Usage per Participant

= Communications & notes

The profile page is divided into 3 parts:

e BEN information: includes your BEN PIC, BEN Name and Country. You cannot modify this
information.

e Change BEN User information: includes your login, password, Contact Name, Contact Number
and notification settings. You cannot modify this information except the password and
notification settings.

e Additional Email for receiving notifications: allows you to add email addresses.
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BEN user Profile

BEN Information
BENPIC
BEN Name

Country

BEN User information
Login

Password

Contact Name

Contact Number

Additional Email for receiving notifications

Email

No data available in table

Add New Notification Email

37
MTBENO1

Malta

mtbend1@mallinator.com

Re-type Password
Beta Test Beneficiary MT99
0

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

Delete

Previous | Next

3.8.1 How to edit your profile

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 the changes have been successfully saved.

BEN user Profile

BEN Information
BEN PIC
BEN Name

Country

BEN User information
Login
Password
Contact Name

Contact Number

37

MTBENO1

Malta

mtben01@mailinator com

Re-type Password

Beta Test Beneficiary MT99

0

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

-

Additional Email for receiving notifications

Email

No data available in table

Add New Notification Email

Delete

Previous ~ Next
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3.8.2 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.

B e Online Linguistic Support Reportarobion. @Home & mbemiGmalinstorcom ()

BEN user Profile

BEN Information
BEN PIC 37
BEN Name MTBENO1

Country Malta

BEN User information
Login mtben01@mailinator.com
Password Re-type Password
Contact Name Beta Test Beneficiary MT99

Contact Number 0

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

Save Ghanges

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 contact person, as well as to any secondary contact
persons and additional email addresses linked to the profile.

When participants do not 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 to the
language course (there is no automatic language course allocation for VET and Youth, as with Higher
Education Institutions).

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

In the third part of your profile page, click on Add New Notification Email to add an additional email
address for future notifications. These notifications include, among other things, the notification on
project validation by the NA and the notification on completed 1%t assessments (see section 3.7.2).

In the newly created line of the table, enter the additional email address.
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Additional Email for receiving notifications

Email Delete

No data available in table

Previous | MNext

Add New Notification Email

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 the screen. To edit the address, click on it, enter the
corrected email address and click on Save Changes.

Additional Email for receiving notifications

Email Delate

Mo data available in table

[ test600 @domain.com ]

Previous = Mext

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 Delete

test600@domain.com

Previous Next
Add New Notification Email

To return from your profile to the home page of the Licence Management System, click on the Home
button.

Erasmus+ ' nline i_inguistic u ppo(t Report a Problem @B Home & beggbeno5@mailinator.com E‘

4. Support

If you encounter any problems or issues when following the instructions above, please contact the
Support Team by clicking on the Report a Problem button in the header.

~.* |Erasmus+ Online Linguistic Support Reportapoblen @ ome ) mtbenolemaiinatorcom ()
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