Web Forms: Erasmus+ & ESC

How to complete the form




When completing the form, there are certain elements that are common in every section.
This page covers these basic functionalities and highlights the sections that are common
for all applications.

The form provides on-screen information, as well as warning messages, specific for the

application form or field currently being entered.

Please read this on-screen information and if you require further assistance please consult
the content related to the specific key action application request.

This can be viewed from the Index pages:
e Erasmus+ Web Application Forms Guidelines
e FEuropean Solidarity Corps Web Application Forms Guidelines

Important: Do not use multiple tabs in browser

When filling in the required information in the Web Application Form do not use multiple
tabs or open several browser windows for your application. This will cause problems with
the auto save functionality of the form and result in lost data in your application.
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https://webgate.ec.europa.eu/fpfis/wikis/x/lX1SD
https://webgate.ec.europa.eu/fpfis/wikis/x/wp4nE

Form Layout.

After you click Apply for the desired opportunity and close the welcome message, the application web form is
displayed.

The currently selected screen is displayed in the main window. In this example the Guidelines screen is
displayed. It is highly recommended to read the content carefully before you begin completing your form.
Information on the call and your application form ID is displayed at the top of the main window.

The side menu allows you to navigate to the various sections in the form. The currently selected section is
highlighted in yellow. A warning icon next to the title of the section indicates that there is missing information. A
green check mark will appear when all mandatory information in the section is completed.

The form is saved automatically and the last time of save is indicated at the bottom left side of the screen. Just
below there is the button to export the application form to a PDF file. The Submit button becomes active only
once all sections are indicated as completed.

If during your application you need to be aware of any important information concerning the action type you are
applying for (e.g. deadline extension, etc.), this information will be shown in the Notifications screen.
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Language Selection.

The default language of the screens is set to English. To change it, click on the language icon at the right
hand of your screen and select the desired language.
Note: When you select a language, your choice will be preserved for all future sessions.

el Erasmus+ Applications

Select language

English (en)




Mandatory Sections and Fields.

Mandatory sections are marked with a red exclamation mark - indicating missing information or that not
all rules for filling in the application form were respected.
Most individual fields which are mandatory are marked with red.

Context A Priorities and Topics A Project Description A Participants

Participating Organisations

Project Description
paration
nagement
Y iplementation Priorities and Topics
Inteflectual Outputs

ver Eves . - e re e "1 o oot
Multipher Events Please select the most relevant horizontal or sectoral priority according 1o the objectives of your project

Learning Teaching Training

Timetable
Special Costs
Follow-up Please select priorities =

P %0 two additional priorities according to the objectives of your project

Budget Summary
Project Summary Please comment on your choice of priorities
Annexes
Checklist
Guidelines
Notifications
Sharing
Submission History 0/5000

Please select up to three topics addressed by your project

I Select up 10 3 topics

Project Description

Please explain the context and the objectives of your project as well as the needs and target groups to be addressed
Why should this project be carried out transnationally?

Once all mandatory fields are completed and validation rules in a section are met, sections will be marked with

a green check - . Individual mandatory fields completed are marked with green.




Call 2019 Round 1 KA2 - Cooperation for innovation and the exchange of good practices
m E KA20S - Strategic Partnerships for youth
rasmus+

Management Formid KA205-82354BD7 Deadline (Brussels Time) 05/02/2019 12:00:00
implementation

inteflectual Outputs Context
Muitiplier Events

Learning Teaching Training

Main objective of the project s your project a Transnational Youth Initiative (initiated, set-up and carried out by
Timetable r young people themselves)?

| Exchange of Good Practices —
Special Costs l No b
Follow-up V\] =

e

Budget Summary Project Thie Project Acronym
Project Summary | Strategic Partnership for Youth T
Annexes
Project Start Date (6d-mm-yyyy) Project Total Duration Project End Date (dd-mm-yyyy)
Checkl: —
| 01-06-2019 12 months - 3105202
Guidelines
Notifications National Agency of the Applicant Organisation Language used to fill in the form
Sharing | FRO2 Agence du service civique - | English -

For further details about the available Erasmus+ National Agencies, please consuit the following page
https://ec.europa eu/programmes/erasmus-plus/contact




Navigation through/within application sections.

To access a specific project section, use the left side navigation menu.

A Participating Organisations
Project Description
Preparation
Management
Implementation
Intellectual Outputs
Multiplier Events
Learning Teaching Training
Timetable
Special Costs
Follow-up
Budget Summary
Project Summary
Annexes
Checklist

Guidelines

Notifications

Sharing

Submission History

In a variety of screens you have a navigation breadcrumb and/or screen tabs along the top of the screen. The
breadcrumb allows you to follow a trail of breadcrumbs to return to the screen from where you launched the

current screen.

In the example indicated below, Applicant Organisation is shown in grey as it is the current screen displayed.
The Applicant Organisation is accessed from the Participating Organisations screen.
Clicking on the hyperlink of Participating Organisations returns you to the previous screen.

[

A Participating Organisations
Project Description
Preparation
Management
Implementation
Intellectual Outputs
Mutltiplier Events
Leaming Teaching Training
Timetable
Special Costs
Follow-up
Budget Summary
Project Summary
Annexes

Checklist

Guidelnes

Notifications

Sharing

Submission History

Participating Organisations ] & Details A Profile & Accreditation A Associated Persons A Backgr
A

Ap;jvctm Organisation Details (PIC 945529617)

Legal name Legal name (national language)

National 1D (if applicable Department (if applicable Acronym

Address Country

City PO. Box

Telephone Fax CEDEX

v e Ema

ound and Experience




The tabs next to the breadcrumb allow you to jump to a section in the current screen or alternatively use the
scroll bar to navigate up and down.

In this example, the various sections of the applicant organisation (Details, Profile, Accreditation, Associated
Persons and Background and Experience) can be accessed by using the tabs along the top or by scrolling
down the screen.

These tabs also allow an overview of which section is completed.

ontext Participating Organisations 8 Details A Profile 8 Accreditation A Associated Persons A Background and Experience |
Project Description Applicant Organisation Details (Pm&'ﬁ%ﬁ ﬁ ﬁ ﬁ
Preparation
Legal name Legal name (national language)
Multiplier Events National 1D (if applicable Department (if applicable’ Acronym
Leaming Teaching Training
Address Country
Budget Summary
City P.O. Box Postal Code
Project Summary
Annexes
Telephone Fax CEDEX
Website Email

The Home button brings you back to the My Applications page.

8 Fascpumonmene. JIAEAG=son | Erasmus+ Applications
Project Description -

Preparation

Management

Implementation
Intellectual Outputs ErasmUS+

Multiplier Events




Menu button.

A list of items can be added, viewed or edited by either clicking the name of the item or using the menu
button.

Underlined links or menu button.

You can access an item's details by clicking on the hyperlinked Name/title. If the details have not yet been
added, click on the dotted line to enter the details, as in the example shown below.

Assoclated rersons

0 Name Role Preferred Con
1 A Legal Representative
2 A Contact Person °

ADD ASSOCIATED PERSON

Items may have a MENU button available, allowing access to view, edit, refresh or delete the details for that
item.

Different options are available. Click the menu button to view the options. Here are some examples:

(¢ Organisation Details

~a

< Refresh Organisation

0.00 .

(& Activity Details
® Delete Activity




Auto Saving & Draft

The form is automatically saved every 2 seconds. The Saved (Local Time) information on the left hand side
of the screen is updated accordingly.

After closing the form, you can access it again under the My Applications tab on the Web Applications
homepage.

PDF SUBMIT

Additional help and Guidelines.

Throughout the form it is possible to acquire more information about particular sections by positioning your

(2]

mouse pointer over the question mark

The selected preferred
contact person is the one

that will be contacted
with questions related to
your application/project

-

Preferred Contact ©

Your actions in the form may also trigger certain warning or information messages. Here are some examples:

Confirmation X

Are you sure you want to delete the Organisation PIC ?

Please note that all information you have entered for this Organisation will be permanently removed.

@

10




View the Guidelines section for information and links to help you complete the form.
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