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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:
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-end

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

engishs A" A"

Erasmus+ Online Linguistic Support

Home Language assessment Language cowrses Media Support

What is the Online Linguistic Su

Erasmus+ st amme for ation, traning, yo

To access the login page, click on the Login button in the upper right corner of your screen.
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http://www.erasmusplusols.eu/

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

Login to my account

In case you encounter problems, you can contact the Helpdesk by clicking on the Support button at
the top of your screen.

English = A‘ A" AL | Login

A |Erasmus+ Online Linguistic Support

Home  Languageassessment  Language cowrses  Media Support
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2. Structure of Erasmus+ OLS

The homepage of Erasmus+ OLS 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-end homepage.

e Profile button

page.

) 7
(S iiii]) — click on this button to go to your BEN user profile

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+ C Jupport

Licence Mlscation To
Partcopants - Asssrument

'

Liconce Alecation To
Participants - Course

'

Liconis Usage per Participasy

'

Capired Penjests

L

Eapiewd Licences

LEARN MORE ABOUT OLS TUTORING SESSI0NS

Welcome

INPORTANT

ALPOPREC DAY TTUNE I atn

0 WA T FARAONTIE OF MOOMOR Lo WONCeS B THOUCe Your wiriORd, PAo0Aty SANCEONts wik) Nave SLAMrod @ Sl Datwiar) CEFIC Mvem AT and 51 o Per 558 MAguid assessrwt
W OW B SOOI © NOOME COUrse MOre FNedes (00 TVal 0ue 10 Ihs EIRGR, VO NGO COUM ICUNel My D ORCreaned 5 Mt

005 Wo0ugm course 0 Tw Kl Wndan of Ow sowrdy
ADBTY Pt s Whes I CORMSOE & NG Dutwmen CEFIL ety S7 00 C2 0l Pt S MOGusgn Ausesumont arw NO T Butomascity whocated o MOguidr Coune Mence. Yoo May i Do W
Row & MO0 COUrse 1 B OLS Lenncn Aasagnonert Syshern e MOQuie COurse S Be i Be s Brgusge of SRiucinwork, O3 1 e e Wiousoe of Tw courtry. orovided Tt such
MO I kit o) B LS I Bhe 30 B0 (Licance ABSCASoN 10 TRty - Courvs) pow will Soly v rScomnts Wi Sewo Cttannd & toill Setawen CEF I lvel 12 ard C2 of e feul
OGS wenrrent. A yOu Wi D6 abie T Surmally wekec! B WrgUage Of T COUrved e S (el Doty

Welcome 1o Erasmus+ OLS Licence Management System!
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On this page you find important information regarding updates, forthcoming features of the OLS,
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 Projects (tab 5)

e Expired Licences (tab 6)

Erasmus+

& vetestesmimessian com

=

Licence Alacation To
Partucpants - Asssvament

'

Lacence Allscation To

Pasticipants - Course
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Licence Usage par Participemt
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Lxpired Projects

*

Erpwed Lcances

LEARN MORE ABOUT OLS TUTORING SESSIONS
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Click on any tab to navigate between Home, Licence Allocation to Participants — Assessment, Licence
Allocation to Participants - Course and License Usage per Participant, 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 licence usage of the participants,

e 3.5 Monitoring expired projects,

e 3.6 Monitoring expired licences,

e 3.7 Editing your profile and creating additional users.
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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.

Starting from Version 10, you are able to invite mobility participants who have already
used the OLS on another mobility using the SAME EMAIL ADDRESS.

To access the section "Licence Allocation to Participants — Assessment", from your Home screen, click
on the 2™ tab (Licence Allocation to Participants — Assessment).

Erasmus+ nline Linguistic Support

MHame
Licence Allocation To Participants - 2015-1-MT99-KA105.-000002
Licence Mlocatsen Tu ——— pan.
Participants - Assesament "
[T
Urmoce Mlscatien T AGd new participants
Pactscipants . Course Phovns wils s B sowr parSoparts srral sdYweunt L & Gven meesument Woguage. wepaabid ty
N (RN m vOmal  Language to test Descling to taks the test
Cxpired Projects

Erpired Ucances

You are now accessing the Licence Allocation to Participants — Assessment page.

If your institution/organisation is part of several projects, you will find several tabs at the top of the
page. By navigating through these tabs, you can access the corresponding “Licence Allocation to
Participants — Assessment” page related to each of your projects. If you have several projects, the
project tabs will be sorted chronologically from the most recent to the oldest.

¢ |Erasmus+ Online Linguistic Support ReportaProbler @D Home i smsmusOuclonainge ()

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

Remaining ascessment licences
Licences Allocation To Aliccated assessment licences:

Participants - Assessment Total Licences

@ Add new participants

Licence Allocation To Flease writa here the new particibants email acdresses for a given assessment language, separated by *.* of

Emails m&u,l 0 mail Language to test Deadline to taket
@ English n months

Licence Usage per
Participant

Participants - Course
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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+ nline Linguistic Support g 2 e Tl L (»

& [Sthaaummmari

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

§ Saruuvend i et "

ruuTest boarese 18

1200

Licence Mlocation Ta AGS mew participanty
Participants - Coure Powe arts bere Be sew Dancgends mrad adYetins Lr & GVen smassurevd Rguege e ated &
' s m oot Omadl  Langusge 1o test Deadline to take the test
Licmce Usage per Participant Engisd n the n
Gapived Projects

Evpiced Liconcen

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 or participants who have multiple mobilities, repeat the following
steps, language per language.

fa ===

Licenoe Allacation To Participasits - 2015 1-MT95-HALSS-D00002

A new partcipant

t [ENCH m £ omal  Laaguage elen Daadliag s 1aks he Leit

’ T
T

Uspired Licesces
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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 hera the new participants” email addresses for a Biven assessment I-|||“L|.| e, Separ ated by ;" or 7"

Emails m Count: 3 Language to test Deadline to take the test

English n maonths n
)

Emails validated!

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

Send assessment Invitation(s) to the whole list

From Version 10, 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, 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 assists you in avoiding 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 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.
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Add new participants

Pleass wnite here the new panicipants emal addresses for & ghven assessmant language. sepamted by =" or ™"

Emails Validate emaits  LENLIH

All emails validased.

madancirEradansion be

Lamguage to test

Deadline to take the test

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 MCountzs

Emails validated!

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

Send assessment invitation(s) to the whole list

Language to test

English

Deadline to take the test

months n

H
+2
+3
+4
+5
+6
+
+8
+9
+10
+11
+12
+13
+14
+15

+16

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 button becomes active. Review all information
before clicking on this button to send assessment invitations to all validated email addresses.

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

Please write here the now participants’ email addresses for a given assessment Language, separated by *;" or *.*

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

'l

exampile 1 @domam.com, example2 @doman com
example3@doman.com

I Send assessment invitation(s) to the whole list I S

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
Mlocated assessment licences: 8
Total Licences: 21

Add new participants

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

Emails Validate emails [eThiel] Language to test Deadline to take the test
English n months n
Assessment invitation successfully sent !

+1

Send assessment invilation(s) to the whaole st
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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.

“.‘ |Frasmus+ Cln[ine Linguistic Support ReportaProblen @R Home ¢ be99ben07@mailinator.com =»

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

BEN Information

BEN PIC

BEN Name

Country

25

Test BEN 01

Belgium

Change BEN User information

Login bed9ben01@mailinator.com
Password ) Re-type Password ®
Contact Name BES9 BEN 01
Contact Number 0123456789
| I want to receive a notification by email each time a participant has finished the first assessment
i

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 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.
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3.2 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 modify or
cancel an invitation, please follow these step-by-step instructions.

Licences 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.

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

months

" e

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

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

example2

Cancel invitation(s) Check all emails

example1@domain.com, example2@domain.com

Page | 13
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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
assessment has not been started yet. Do you want to cancel the
previous invitation(s)? (You will have to click on "Validate emails” to
be able to send the new invitation(s))

om v

B|

example

exampile oma m

I Cancel invitation(s) I

Check all emails []

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

example1@domain.com v

example2@do com

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. A notification email is also sent to the mobility participant
concerned, informing him/her that his/her language assessment has been cancelled.

To send a new invitation to this/these email address(es), click on Validate Emails and follow the
steps explained previously in 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 [oils1e¥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,

Erasmus+ Online Linguistic Support
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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).

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 will request you to contact your National Agency.

Mobility participants who have obtained a result between CEFR levels B2 and C2 in their first
language assessment might be invited 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 mobility participants who
have obtained a result 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 section 3.3.3.

Page | 15
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3.3.3 Manual allocation of course licences

Manual allocation of course licences applies to Youth, VET and HE participants (for HE only CEFR
levels 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 Support fepotaprotien @R tome & mbendiOmalinstorcom  (a

Home
Licence Allocation To Participants - Course - 2015-1-MT99-KA105-000002 &
Licence Allocation To IMPORTANT ~ Only for HIGHER EDUCATION
Participants - Assessment To simplify the management of language course licences and reduce yourw workload, monuy participants who have obtained a result between CEFR levels A1 and 81 at their first language assessment are automatically allocated a language course licence Please

note that due to this change,

r language ‘es may have decrea:

Mobility participants who have obtained a result between CEFR levels B2 and C2 at their first language assessment are NOT automatically allocated a language course licence. You may invite them 1o follow a language course in their main language of instruction or
lcancs Allocation 1o work or in the language of the country, provided that such language is available in the OLS.

Participants - Course

Remaining course licences: 4995
Aliocated course licences:
Licence Usage per Participant Total lcences English
Totallicences Dutch
Total icences French :
Total licences German
Totallicences ltalian
Expired Projects Total licences Spanish.
Total licences Polish :
Total icences Czech :
Total licences Danish :
Total licences Greek
Expired Licences Total licences Portuguese
Total licences Swedish :
Totallicences:

fecocccccsonan

New Participants

Filter by Tested Language Filter by Reached Level
Al f‘ Al 'ﬁ‘
10 »\ records per page Search:
O =l e S S
testtest w2016 13months engiish HESMS

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 these 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.

Erasmus+ {/n[me |ngu|5t|c fUDDOI't ReportaProblem @B Home  gm beggbenos@mailinator.com C3

Home
Course Licence Allocation To Participants - 2014-1-BE99-VT001-00010 &)
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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 (Czech, Danish, German,
Greek, English, Spanish, French, Italian, Dutch, Polish, Portuguese and Swedish);

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

Erasmus+ Online Linguistic Support fepotapotien  @Dtome & mbenoiGmatinatoccom (s

Home
Licence Allocation To Participants - Course - 2015-1-MT99-KA105-000002 E@

HonceAliocation o IMPORTANT - Only for HIGHER EDUCATION
Particioants - Assassment To simplify the may obility participants who have obtained a result between CEFR levels A1 and 81 at their frst language assessment are automatically allocated a language course ficence. Please
note that due to thi ay have decreat mber

Mobility participants who have obtained a result
work,or in the language of the country, provided

veen CEFR levels B2 and C2 at their first language assessment are NOT automatically allocated a language course licence. You may invite them to follow a language course in their main language of instruction or
Licance Allcation To such language is available in the OLS.

Participants - Course

® Remaining course icences: as9s
] Allocated course licences
Licence Usage per Participant Totalllcences English:
Totallicences Dutch:
Totallicences French
Totallicences German
TotallicencesItailan:
Expired Projects Totallicences Spanish :
Totallicences Polsh:
Tota lcences Czech
® Totallicences Danish
" f P Total licences Greek
Expired Licences Totallicences Portuguese :
Totallicences Swedish :
Total icences: e

§ ol ale alelare o et nle

New Participants

Filtor by Tested Language Fitor by Reached Lovel
Al [ [l
10 j records per page Search:

T ] e e e e e
2001 testtest s 13months english HE sms A x [ |

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 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;

e Have not returned from their Erasmus+ mobility yet.
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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
helpdesk in case of issues with specific mobility participants.)

Name

Estimated Starting Date of the Mobility

Period of Mobility

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

Mobility type (only for Higher Education participants, i.e. HE SMS or HE SMP.)

First Language Assessment Result

Select Local Language

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

New Participants
Filter by Tested Language Filter by Reached Level

All

z All B

10 El records per page Search:

230032

230033

‘test test 01/2016 13 months English HE SMS Al- x m
=]

qwrgrgrw 01/2016 13 months Italian HE SMS Al- x m
[

qweqw qweqwe 01/2016 13 months Dutch HE SMS Al- X m
[
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On your screen several functions are available:

el

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

o New Participant 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;

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 1% assessment;

e Search all fields 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.
Licence llscationTo Paricpants - Course - 2015-1MT3-KAL0S 000092

M
Tosi
Mobi

ew Farticipants

Filter by Tested Language Filter by Reached Level

A

R [

W [ reorssperpage —

p

Ban

EL

an

g

g

i

i
HEHHEEEEEEE

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.
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New Participants
Filter by Tested Language Filter by Reached Level

Al - Al E|
0 |:| records per page Search:

Estimated starting date of
__ S e e M S— M

230031 01/2016 13 months English HE SMS

230032 qurgr qrw 01/2016 13 months Italian HE SMS AL x

230033 qweqw qweqwe 01/2016 13 months Dutch HE SMS AL x

EEHE

From Version 10, 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 (multiple
mobilities of one participant), a warning message will appear if the participant has already received a
course licence in the same language, within the same project and from the same Beneficiary. This
warning assists you in avoiding 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.

New Participants
Filter by Tested Language Filter by Reached Level

All E All B

10 D records per page Search:

Estimated starting date of
__ S m e M e M

230031 0112016 13 months English HESMS m
a
230032 qwrgr qrw 01/2016 13 months Italian HE SMS Al- x m
5]
230033 qweqw qweqwe 01/2016 13 months Dutch HE SMS AL- x m
A
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.
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New Participants
Filter by Tested Language Filter by Reached Level

Al E| Al E|

Search:

10 B records per page
= e
230031 test test 01/2016 13 months English HESMS AL x m
=]

230032 qurgr qrw 01/2016 13 months Italian HE SMS AL x
]

230033 queqw qweqwe 01/2016 13 months Dutch HE SMS. AL x

Allocate to all selected

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.
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3.3.4 Select the language of the course

You may invite 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 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 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 - All - All -

Estimated starting

date of the hl::t L.ur_at
mobility Language
Jean-Stbastien 201509 10 months English 2 m
Rombouts
Daniel Baumler 2015-09 12 months English 2 m
Mélanie Sedda 2015-09 13 months English (] m
Louise Macq 2015-09 13 months English B2 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

Filter by Tested Language Filter by Reached Level
All - All -
10 [+ recoras per page Search:

i o il
Estimated starting date of Seloct Local Language

the mobility

230031 festtest L2016 13 months: English HE SM5 Al x

230033 qEEqE qweqwe Q2016 13 menths: Dutch HE 5MS Al x

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).

Erasmus+ nline Linguistic Support Repotapoven  @rome &b mibenoiematinatorcom  (wp

Licence Usage per Participant 5}
Home
Call Tested Language Reached Level Project Code
Al - Al .| Al |+ Al
Licence Allocation To = = =
Participants - Assessment BBl reconts pecpage Search:
oLsi | cal First | LastName Emall Assessment  Invitation  Mobllity Assessment Mob.start | Mob.end | Mob. | Mobllity
® Name invitation  Expiration  Type mesmmx Invitation Date Awncm Auessmml date date | duration | Language
Licence Allocation To b U ey P i)
Participants - Course
2000 2005 205 Greok  Proofreader ~ greokproofroader@mailinatorcom  29/04/2016  29/05/2016 x 010512016 3fos2017 13
MT93.KAL05-000002
B0 sum s msi groskproofreador@maiinatorcom  29/042016  29/052016 x * . x x x x ook W
Licence Usage per Participant MT9.KA105-000002
@ O nun 205 2051 gschisno@altissia.com 28/04/2016  28/05/2016 x x x x x x x Polish Ll
MT95.KA105-000002
Expired Projects @O zun 205 2051 gachisno@altissia.com 28/042016  28/05/2016 x 0 x x x x x Portuguese N
WT95.KA105-000002
@O nan s 2051 gschiano@altissia.com 28/04/2016  28/05/2016 x x x x x x x Swedish N
MT99.KA105-000002
Expired Licence:
bk % @O Bun w5 251 gschiano@attissia.com /042016 28/0572016 x x x x x x x Greek N
MTS9.KAL05-000002
@O zun 05 2051 cimogelissiacom w0t 28052006 x x x x x x x banish N
MT9.KA105-000002
@O 2urs 205 20151 gschiano@altissia.com 28/042016  28/05/2016 x x x x x x x Caech [l
MT95.KAL05-000002
@O 206 2015 2051 schiano@maiinatorcom wioar2016  28/052016 x x x x x x englsh N
MT93.KAL05-000002
@O 200 205 2051 Polish  Proofreader  polishproofreaderl@mailinator.com  29/04/2016  29/05/2016  x x x x ovesnois  3uosioNT 13 Polish L]

'MT99.KAL0S-000002

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:

“Resend invitation” / “Cancel” buttons

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
helpdesk in case of issues with specific mobility participants.)

Call

Project Code

First Name

Last Name

Email

Assessment Invitation Date

Invitation Expiration Date

Mobility type (only for Higher Education participants, i.e. HE SMS or HE SMP.)

1%t Assessment Result

1%t Assessment Date

2" Assessment Invitation Date

2" Assessment Result

2" Assessment Date

Mobility Start Date

Mobility End Date

Mobility Duration (months)

Mobility Language

Course Licence

Local Language

Course Licence Allocation Date

First Connection to Courses

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

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

Erasmus+ nline Linguistic Support e @Btoms e (W

Licence Usage per Participant i)
can Tested Language Resched Level [—

Licsnce Allocation To
Participants - Assessment

Licence Allocation To
Particlpants - Coursa
D0 nun s s ok eminaocon | 00 2908816 % . . . . . . et W
Uicanca Usage par Participant S
B0 pum ms ms ot com o s L —
rr—
Dun ms s xbiaogshimiacom mows e x . B Fctogue Mo
Expirod Projects 2 e
B0 sun ms s g com wons e x : x f f f s W - f x f
[
Expired Liconces B0 non s WL xchianograhissia com Iwoa06  IM0STIN6 X x reek "o *
st oo
B0 Dun ms ms. [ ——— PN —— . B Pr—
e
BO bauns ms ms. chianogakinia com wous  wesnais x o o PO
[
D0 zuw ms s Ehamsmaieats o PR - . . ' . . f wan w - f . B
[EAp—
B0 zum ms msi Pulsh  Procfresder  polshoroofreadirl@maiingtorcom  Z9OA20M6  290SRI6 X ® z x ouwsae awesaeT 13 Pelnh e ® * ®
s waaes onoe

Stwing 11 12 40 2 47 antries
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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;

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

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

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;

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

Search all fields 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

Erasmus+ Online Linguistic Support petapcten @l Seooewiieen (@

Participants - Caurse

Licanca Usage par Particlpant

Expired Projects

Expirod Licences
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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.

OLSID
7 9°

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.

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.

Erasmus+

Licence Usage per Participant
Records per page ca Tested Language Filter by Reached Livel Search all alds (oo word)
' 3 - M - M - M -
Uconces Allecation To o = 2N
Participants - Assersment 2 womy | | ot 1 | wbsun ebed Wb
Type | Assememest | Amessment  iwRatonDate  Amessment Aswsest | Gate date | @ston | L
Rt e e tarr [
' |
GO pew s s B el e e R e . . . WO AT 1) b
Ucsoce Allocation To WIS AR cosen)
Participents - Course @O meaw s ey prebrostusdpraliasccm  JWIGO0N  AVNE 3 . . . . N . ok N
T AL co00)
@O sem xa sy himagaiuncon WO e s . . . . p ¢ PO
' WIS enend
Uicance Usage per Participant B0 paun m s Moy i o IO NI . . . . . . N [T —_—
e
@O pan mn s e B ) . . . . . . eelih b
’ Pyr—
B O nan xe e e oot o IMOME WO . . . . . . . et 0
2014 Expired Projects T A Coee)
@O new s e o Pt v WMONE MO0 . . . . . . Dot ,
AR cove:
! - T T e =Tk
Expired Ucancas METSAALIS 000000
@0 news 2 sy Pt mornaieaa san IO WO s gk 0
ERE—
B0 neom ams e Puish  Prockwsder  jolnbproskeederpmaicatecan A0S MWOWS ® * B * ueone e o Poksh 0
WIS RIS Goreed
‘ n '
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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.

. -

) © 230200 2015

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

A pop-up message then confirms the invitation has been successfully deleted.

Erasmus+ N | viaton concomd & hbetmipeiahon (W)

This participant’s invitation was successfully canceled

o Licence Usage per Participant &
Home
Records pear page canl Tested Language Filter by Reached Level Search all fields (one word)
B B s g =
Licencas Allocation To
Participants - Assessment oS0 | Ca Project First | Last Name Eman Assessment  lovitation  Mobility " ™ I Assessment ™~ E Mob.start | Mob.end |  Mob. Moty
Mame imftation  Expiation  Type | Assessment | Assessment | dewitation Date | Assessment | Assessment | date cate | curation | Language | |
oate Date Result Date Resatt [ (montax)
’ @O nuso s 32 Grook  Proofresder  greskprockeader]Gmalinatoccom  2OA2016  290NN16 X B x B oues2oe e 13 Greek »
Licenca Allocation To MITY3RAL05-00000)
Participants - Course @O noun s 25 peekprockeader@maiinstoccom  INOA016 29052016 Greek. »
199 %A105-000002
@O nan wms wms: pchanoatinaia com MO0 INONE & * * x x * N Polish »
T3 KA105-00000)
Licence Usage per Participant @0 nan s omsy pchamoeknsis.com IWSAN0IE  INOSN6 3 . N . Pectugoese &
T 38105008002
@O nan s s Pisnc@diuiocom mewas  awess 3 PRSI
MT98.%0105. 000002
@0 nan s 2msy chamo@attisia.com WMOA2016  2MOSI6 x . * x x Groek. »
2014 Expired Projects = i
@O nom s sy Pbianc@ulssiacom W0l M & o b
' T3 5A105.000002
@O0 nons s 2051 xamogaRisia com W06 2M0SE X x * B Canch »
Explred Licances MT95.KAL05-000002
@O noss 2o msy p— meweis  wosaes x x x . . x x o
TS5 5A105.000002
O nom s 205 Poish  Preolreader  polshorsolresderl@mainatorcom  IGA2016  2905/916 % N * * ouesnols s 1 Pelish »
T3 5A105.000002

« m
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3.5 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.

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 5™ tab (“Expired
Projects”).

Erasmus+ nline ru_',l_li':.:i-:_ upport ] ok LT T T e —— C)

ol Expired Projects &
Racares e page ea brcqess cimte e

Ligarsee Msvation Ta

1 . HAS - M =
e mm

_' N s wand b v Gk
' D,
? I

You are now accessing the Expired Projects page.
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

e Completed Assessment 2

e Remaining Assessment Licence
e Received Course Licence

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+ nline Linguistic Support

ol Expined Projects &l

AwcaiEs i B e Srainr s Sian 58 FEbiE [ ]

Lizencs Misvatien Ta
Farticipaets - knoamet

' M s s adedr ot
Licenos klocstion Ta

Bartivpanty {nerer

T

Litenon Usage per Participast

T

fapred Prograis

T

Expired Livescen

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

Erasmus+ nline Linguistic Support RepartaProblen @R Home g mitbenol@mallinatorcom

kil 2014 Expired Projects
— P j &
Records per page call Project code Search all fields (one word)
10 - 2014 - A -

Licence Allocation To
Participants - Assessment Call i Received Assessment | Used Assessment Received Courses Used | Remaining
Licence Licence Licence Courses | Courses
Licence Licence
[ ]
n
Licance Allocation To
Participants - Course

2004

icence Usage per Participant

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 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).

Licence Usage per Participant .;@

Call Tested Language Reached Level Project Code

All E| All El All All

10 [+] records per page Search:
First Assessment | Invitation | Mobility = 1= 2mpssessment 2md Mob. start  Mob. end Mob. Mobility | Co
Name Invitation | Expiration Type Assessment | Assessment Invitation Date Assessment LR date duration | Language | Licq
Date Date Result Date Date (months)
115902 2014 2014-1- ‘tlpartvmt ‘tlpartvmt  tlpartvmt@mailinator.com 30/03/2015 30/04/2015 HE SMS Al- 30/03/2015 30/03/2015 x 01/03/2015  31/12/2015 x English Yes

MT99-VT001-000012

230135 2015 20151 testgrog0lf testgrog0] testgregdl@mailinator.com 26/04/2016  26/05/2016 HESMS AL 26/04/2016  26/04/2016 x 01/01/2016  31/01/2017 12 English  Yes
'MT99-KAL03-000001

220153 2015 20151 Hélene Dupont  visiteguidee@mailinator.com 27/04/2016  24/09/2016 x AL 27/042016  27/04/2016 x 01/04/2016  30/09/2016 6 English  Yes
MT99-KAL05-000002

230163 2015 2015.1- ert ergt testv10steph@mailinator.com 27/04/2016  24/10/2016 x AL 27/04/2016  27/04/2016 x 01/05/2016  31/05/2017 13 English  Yes

Page | 30
Erasmus+ Online Linguistic Support
Licence Management System for Beneficiaries - User Guide



Several functions are available on your screen:

el

file;

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

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 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 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.

= Project 20343 MT9H.VT001.000012 Porticipants m
——— — — e —
' 2 =
o
o Allacstee T T e L — g W
1 R P R Tt U o Tass Y [y s P oo o
(I
4 NS Gpewd  Gpowd  Wpwwapuainawess VSIS AN & pro— MU VIS et G 89
on e ockdtone oo P T S P S R—————— - - - AT UM beete Gt

3.6 How to monitor the expired licences

With version 6, 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 1°t 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 3.1 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 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.
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To access the Expired Licences section from your Home screen, click on the 6% tab (Expired Licences).

Erasmus+ )nline Linguistic Support fepotaprobien @@ tome &b mibenoi@malliatorcom (s

Home
Expired Licences &
Call Tested Language
Licence Allocation To s ==
Participants - Assessment AN E A j
10 [+] records per page Search:
® oLsm Project Code First Name Email Assessment | Invitation | Mobity | Mobilty | Mobilty | Mobilty | Language
e Aot InvitationDate | Explration | startdate | Type | enddate | duration | toleam
Date (months) |
Participants - Course 1
1685 2014 20141 x x testprodvaimt@maiinator.com osf032015 osjoanors  x x x English
MT35.¥7001.000012
1689 2014 20141 x x deriddermanonstestprodvalmt@gmailcom  09/03/2015 osjoanots  x x x English
Licence Usage per Participant MT93.¥7001.000012
s 2014 20001 x x testbennamomt@mailinator.com 10/0372015 100042015 x x x English
M198.¥7001.000012
Expired Projects 220000 2015 20151 ade ade pwet@mailinator.com o8/122015 07012016 0UON2016  MESMS 300042016 4 English
MT99.KAL05-000002
230002 2015 20151 ade gorr pwet2@mailinator.com o8/122015 07012016  0U08/206  HESMP 31102016 3 English
le——— MT35.KA105-000002
Expired Licences 23000 2015 20151 tost tost pwets@malinator.com 10/122015 09002016 OO4/2016 HESMP 31102016 T English
MT99.KA105-000002
20150 2015 20151 x x stephvanderclsts11@gmail.com /0472016 m0s/2016 x x x English
MI95.KA105.000002
-] as 2015 20151 x x grrd.adrien+ 1@gmail.com 08/1272015 07/01/2006  x x English
MTS9.KALGS.000002
] M 2015 20151 x x grmd.adrien+4001@gmail.com 08/12/2015 07/01/2016  x x x English
MT99.KAL05.000002
1248 2015 20151 x x grrd.adriens 14@gmail.com 08/12/2015 07/01/2006  x x x English

MTS9-KALOS-000002
Showing 1 to 10 of 20 entries

You are now accessing the Expired Licences page.

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 Reportaprotien @R uome b ssmusQudowvsinbe ()

Home
Expired Licences &)

Page | 32
Erasmus+ Online Linguistic Support
Licence Management System for Beneficiaries - User Guide



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

e “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
helpdesk in case of issues with specific mobility participants.)

e Call

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 type (only for Higher Education participants, i.e. HE SMS or HE SMP.)

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 fepotapoten @R tome &b mivenviGmainatorcom (-

Home

Expired Licences &)
. Call Tested Language
Licence Allocation To o —
Participants - Assessment Al [

10 [+ records per page Search:

®

X
Licence Allocation To
Participants - Course

[
First Name. Assessment
Invitation Date

testprodv3imt@mailinator.com 09/03/2015 09/042015  x x x English

1685 2014 20101 x
MT99.¥7001-000012

1689 201 o101 x x deriddermanonstestprodvalmt@gmailcom  03/03/2015 os/042015  x x x English
Licence Usage per Participant MI38.¥7001.000012
s 204 20101 testboanamomt@mailinator.com 10/0372015 10047205 x x x English
MI99.¥T001.000012
Expired Projects 210000 2015 pUTes ade ade pwet@mailinator.com o8/1272015 07012016 01/0M2016  HESMS  30/042016 4 English
MT99.KA105.000002
230002 2015 20151 adr gorar pwetz@mailinator.com o8/1272015 7/012016 01082016 HESMP 31102016 3 English
® MT99.KA105-000002
Expla £ Kutscns 230004 2015 20151 tost test pwets@mailinator.com 10122205 03/01/2016  0L/042016  HESMP 311072006 7 English
MT35.K105.000002
220150 2015 20151 x x stephvanderclsts 11@gmail.com 2110472016 20s/2016  x x x English
MI99.KA105.000002
as 2015 20151 x x grrd.adrien+1@gmail.com 08/12/2015 07/01/2006  x x x English
MI99.KA105.000002
nu 2015 20151 x ‘ grmd.adriens4001@gmailcom a0 ono2016  x n = Englsh
MI99.KA105.000002
248 2015 20151 x x grrd.adrien+14@gmail.com 08/12/2015 o7/01/2006  x x x English

MT99-KAL05-000002

Showing 1 to 10 of 20 entries

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

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.);

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.

Erasmus+ Online Linguistic Support Reportaprovien @ tome & mibenoiematinatorcom (W

Home
Expired Licences
? Call Tested Language
Licence Allocation To = e S
Participants - Assessment Al tl Al 1=l
10 || records per page Search:

Licence Allocation To
Participants - Course

1685 2014 20101 testprodv3imt@maitinator.com osr032015 ov0uzns x x x English
WT99T001.000012
1689 2016 20161 x x deriddermanonstostprodviimt@gmailcom  09/0312015 oou0s  x x x english
Licence Usage per Participant MT99.¥7001.000012
s 2014 20041 testbonnamemt@maiinatorcom 10/0372015 10002005 x x x Engiish
WI99¥T001.000012
EpkadPjects 220000 2015 081 ade adr pweca@maiinatorcom o015 o006 0UOVZ0I6  WESMS 30042016 4 Engiish
MT95-KAL0S-000002
230002 2015 2051 ade gorar pwet2@maiinator.com oan2n015 oT02016  OLON016  WESMP  3V10/016 3 Engiish
WT95-KAL0S-000002
Expired Licences 230008 2015 20151 tost test pwets@malinator.com 101212015 09/01/2016  ONO42016 HESMP 31102006 T English
WT99.KA105.000002
20150 015 20151 x x staphvandarolsts LL@gmaiLcom 20412016 Tlostaone x x Engiish
MT93.KAL05.000002
~] as 2015 20151 x x grrd.adrions1@gmail.com 08/12/2015 07/01/2006  x x x English
MT95.KAL0S.000002
-] I 2015 20151 x x gd.adrien+4001@gmail.com 08/12/2015 or/01/2016  x x x English
MT95-KAL0S-000002
@ 48 2008 20151 x x grrd.adriens 14@gmail.com 08/1212015 07/01/2006  x x x English
MT95-KAL0S-000002

Showing 1 to 10 of 20 entries
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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.

I -

/ © 22020 2015

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

m Gancel

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

Resend invitation to this participant

An invitation was sucoessfully 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 (see section 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 section 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.
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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.

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 TTR0ELSTX ™ " patric.stockhaus@op.fhs.se | 28/01/2015 | 28/02/2015  x x X
SEO1-
KA103-
000049

2014 2014-1- X X marcus.johansson@op.fhs.se  28/01/2015 28/02/2015 X X X
SEO1-
KA103-
000049

e The participant reappears on the "Licence Usage per Participant" page.
e The “Reallocate” 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: resend the invitation via the
"Licence Usage per Participant" tab;
o If the participant’s new licence has expired: this participant appears on the "Expired
Licences" page.
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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.

© 22020 2015

7

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

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.
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3.7 How to edit your profile and create additional users

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

Erasmus + nline Linguistic Support

OLS LIVE COACHING

T

Usents Alacation Te

Faticpants - Assssammmnt

' LEARN MORE ADOUT OLS TUTORING SESSIONS

Ucenss Ascation Te

Partipants {owe
Welcome
4

Lsamis Usage por Partcipess

'

Cepered Progects

t

Crpired Limnces Ao P Ao Sor ety whve ) expen fe 30 Saraie yous waer 1erlece B Ba (03 Le e Vanagersed Sy

Phare e Pl yin wil el Lo obie 1 e e o 1 T L ea o Mg Syt wnkens gt A vt Pe U ore e sbex gt bt Bt sart b prope |

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.

e Creation of additional users: allows you to create additional users (called aliases) with the
same access rights as your current BEN user account.

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

“.¢ | Erasmus+ nline Linguistic Support Reportaprobiem @D Home & emsmus@uclomainbe  (wh

BEN user Profile

BEN Information

BEN PIC 599980664
BEH Name UNNERSITE CATHOLIQUE DE LOUVAIN
Country Belgium

Change BEN User information

Login erasmus@uciouvain.be
Password Y r—— Re-type Password
Contact Name Bart Stoffels.
Contact Number ]

[Tl want to receive a notification by email each time a participant has finished the first assessment
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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 ~ Mext

Add New Motification Email

3.7.1 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.

nline Li nguistic Support ReportaProblem @R Home @ begsbenos@mailinator.com C 3

BEN user Profile

BEN Information

BEN PIC 3
BEN Name BEN Dummy 08

Country Kingdom of Belgium

Change BEN User information

Login bed9ben05@mailinator com
Password Re-type Password
Contact Name BE39 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°t 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

BEN Information
BENPIC 25

BEN Name Test BEN 01

Country Belgium
Change BEN User information
Login be9gben01@mailinator.com
Password ® Re-type Passwerd ®

Contact Name BE99 BEN 01

Contact Number 0123456789
I [Tl 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 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).
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3.7.3 How to create additional users (aliases)

It is possible to create additional users (aliases) 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,
benefitting from the same rights and functionalities as that person.

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, 2015 or 2016 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 1t assessments (see section 3.7.2).

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

cC————
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 Delete

Mo data available in table

[ test600 @domain.com ]

Previous =~ Mext
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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 Delete

testb00@domain.com

Previous MNext
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 :J[‘]gu]stic !:: Upport Report a Problem ﬁ Home & beggbenos@mailinator.com E‘
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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.
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