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Chapter 1 т Basic information on the system and 
Support  
The European Online Application System for mobility in music and arts education 
(EASY) is a project by the AEC, started in 2016 with the IT solution provided by the 
Estonian Company Dreamapply, since January 2024 the system is powered by the 
Austrian company SoP and is called EASY MO (EASY Mobility Online). 

Institutions who want to (re)join the system must fill in the subscription form sent by the 
AEC office in the Autumn and pay in January an yearly fee calculated based on the 
declared number of applications exchanged by the institution during the previous 
academic year. This fee is a separate fee than the AEC membership fee. AEC members 
are encouraged to join the EASY system to manage their mobility application or at least 
to accept to deal with applications from partners using the EASY MO system. 

SoP has a contract with the AEC and not with the single institutions in the system. 
ÑőĲƖĲŉŸƖĲЯШƣőĲШ E9ШŔƚШĦŸŰƚŔĬĲƖĲĬШƣőĲШŸŰũǃШĦũŔĲŰƣШƽőĲŰШŔƣШĦŸůĲƚШƣŸШƣőĲШÉŸÂќƚШШE ÉòШ~§Ш
product. Only representatives of the AEC office are entitled to contact and deal with 
SoP directly regarding issues in the system, unless institutions have purchased 
separate support packages with SoP. 

For any problem in the system, user should contact Sara Primiterra, EASY Project 
Manager at events@aec-music.eu.  

Beside this manual, the most up to date support material is the following 

- Recording of the Digitisation Workshop, IRC Budapest 2025 
- Recording of the EASY MO Workshop, 4 September 2024, Dublin 
- Slides on the EASY MO Process for Internal Institutions 
- Slides on the EASY MO Process for External Institutions 

 

The EASY MO system is online and can 
be reached at https://mobility.aec -
music.eu/ 

A test environment,  accessible with 
credentials of the productive 
environment is available at 
https://mobility.aec -
music.eu/mobility_test/  

 

 

  

https://www.youtube.com/watch?v=cUKW348SG6E
https://www.youtube.com/watch?v=YCnC5ZhZRpY
https://aec-music.eu/media/2024/11/EASY-Workshop-Dublin-2024-for-INTERNALS.pdf
https://aec-music.eu/media/2024/11/EASY-MO-2024-for-Externals-.pdf
https://mobility.aec-music.eu/
https://mobility.aec-music.eu/
https://mobility.aec-music.eu/mobility_test/
https://mobility.aec-music.eu/mobility_test/
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How to login in the system and creating users (coordinators) 
 

Go to:  https://mobility.aec -music.eu/LoginServlet  
 

Click on the login button on the top right corner  or on the first box down on the left to 
login  

 

LOGIN Name: 

For most of the institutions, the login name to enter the profile of your institution is the 
complete name of the main contact person you gave when you signed up for EASY 
when your institution joined the system, unless you changed it later. Should you have 
forgotten this name, please send an email to events@aec-music.eu. 

If people have multiple last names, include all of them with no spaces and capital 
letters 

For example 

Name: Juan Carlos Antonio  

Login: JuanCarlosAntonio 

If people have special characters in their names, do not include them in the username. 

For example.  

 ċůĲаШ~čĬčũŔŰċШÂĲƣƖĲ 

Login: MadalinaPetre 

https://mobility.aec-music.eu/LoginServlet
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PASSWORD: 

Your password is your Erasmus Code without the country code 

 

Exception 1: if your Erasmus Code without the country code is too short (less than 8 
characters) please insert a 1 or two 1s at the end in order to reach 8 characters, as the 
password needs to have at least 8 characters. 

For example 

            Erasmus code without country = WIEN03 

            Password: WIEN0311 (so that we get to 8 characters - minimum password length) 

 

Exception 2: if the Erasmus Code without the country code contains a hyphen, leave it 
out of the password. 

For example : 

            Erasmus code without country: F AIX-PRO29 

            Password: AIXPRO29 

With the same login and password you can let access to 5 people. In the system you 
can create as many users as you want. You can change your password if you wish. 

 

To create new accesses  in the system follow the path from the menu: Administration, 
Access Management - Users and the button Create new Record. Please create a new 
user with the role of Admin Simple. 
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Chapter 2 т Settings  
It is fundamental to adjust the settings first in order to open your application period. 

Master Settings  
The main settings of the systems have been grouped in the first menu item called 
Master Settings: 
 

 
 
You find them and even more settings also on the fast menu on the top right corner of 
the homepage (little man with the mechanism wheel): 
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Academic Years 

 

Click on Academic Years. If you want to open application for the a.y. 2026-27 you need to make 
sure that the academic year is activated on the Oline Form (needs to show YES on that column) 
and is set as Active (YES in the last column). If one of these two parameters is set on No, please 
go on the Editing icon on the left, click on it and make sure that the boxes of these two 
parameters are clicked: 

 

General Settings 
In the General Settings make sure the parameters are the good ones, in particular the 
Academic Year for Applications needs to be the one you want to open applications for: 
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The date of the "application allowed until" should stay until 2030 for everyone (in the 
general settings) 
 

Academic Year Settings 

 
Here you need to create the various application periods you have: this information 
should include, the programme, if it is for incoming or outgoing, opening and closing 
dates: 

 
You can create new entries by clicking on Create New Record 

 

 

When you create a new record please insert the various parameters 

 

You can create several application periods per academic year and set them as you wish 
(i.e. opening and deadline dates), also by creating specific ones if you have specific 
deadlines for semesters and academic year. 
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It is possible to have different academic year settings per semester, but you also need 
one setting that does not have any semester . 
 

If for some reason students get an error when trying to apply, please check that you 
have an entry in the Academic Year settings that has no semester or full year, just 
empty. 
 

Settings per exchange programme 
Here you need to make sure that, for each programme you want to open applications 
too, the right academic year is entered. So for example, click on the edit icon on the left 
for the Erasmus+ / Student / Outgoing mobility: 

 

§ŰШƣőĲШũĲŉƣЯШĦũŔĦťШŸŰШљÉőŸƽШ ĬƻċŰĦĲĬШÉĲƣƣŔŰŊƚњ and make sure that the Academic year 
for applications is the right one or click on Edit and then Update to chang it: 
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How to allow more than 4 choices to outgoing students 
Normally, when your outgoing students register in the system, they are allowed to 
choose 4 possible destinations. Should you want to allow more choices, you need to 
activate the Multiple Stay Allowed function as follows. 

Click on Edit and select љ~ƨũƣŔƓũĲШƚƣċǃШċũũŸƽĲĬњШт No restriction т without checking 
duplicates. With this setting, your students will be allowed to send multiple outgoing 
applications, each of them including  up to 4 choices.  

 

Please note that this does not mean that more choices will suddenly appear in the 
Outgoing registration form, but that the applicant can enter a second registration form 
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to add up to four additional destinations. Therefore, your applicant will appear in your 
system multiple times. 

Choose who to exchange applications with  
fŰШŸƖĬĲƖШƣŸШċƻŸŔĬШƖĲĦĲŔƻŔŰŊШċƓƓũŔĦċƣŔŸŰƚШŉƖŸůШљƨŰƽċŰƣĲĬњШƓċƖƣŰĲƖƚЯШǃŸƨШŰĲĲĬШƣŸШŔŰĬŔĦċƣĲШ
in the system which is your criteria to send and receive applications from. Always in 
Settings per Exchange Programme, by selecting a programme and showing advance 
settings you can choose with whom you want to exchange: All? Only existing partners? 
Etc. 

 

Please make sure you apply this choice to all the programmes involved 

Course Catalogue 
In order to provide your incoming student with information to fill in their Study Plan, 
please go to the menu Seettings for Questionnaire per Exchange Programme, click on 
the edit icon and insert the link to your course catalogue as helptext: 
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Institutional Data: your institution and your partners  

Your function as Incoming and Outgoing Exchange Coordinator 
It is very important to have the right contacts in the system. It is compulsory to have in 
the system one person assigned to the Function љfŰĦŸůŔŰŊШċŰĬШ§ƨƣŊŸŔŰŊШEǂĦőċŰŊĲШ
9ŸŸƖĬŔŰċƣŸƖњШbecause all email templates for notifications are linked to this function. 
You can check if you have the right person with the right contact details attached to this 
function by clicking on the main menu on the left Master Settings т Institutional Data 
and Partners т ~ǃШŔŰƚƣŔƣƨƣŔŸŰЮШ9ũŔĦťШŸŰШƣőĲШĤŸŸťůċƖťШљÂĲƖƚŸŰƚњ 
 

 
 
 
To update your contacts please send an email to Sara at events@aec -music.eu.  
Only the AEC admin can add, modify or delete contacts and distribute them 
systemwide. 
 
 

Check Name and Contacts of your partners 
It is extremely important that the contact details of your (EASY External) partners are 
correct and up to date. Therefore, if you know about a change of contact person in an 
external institution, please inform the AEC office at events@aec-music.eu.  

 To see the list of partners go on the left menu and click on Master Settings, Institutional 
data and Partners, My partner institutions. Click on the name of the institution to check 
their data. 

 

If you see 0 in the tab Persons or if you know that the contact you see is not up to date, 
please contact events@aec-music.eu with the right information. 

 

mailto:events@aec-music.eu
mailto:events@aec-music.eu
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ÑŔƓƚЮċŰĬЮÑƖŔĦťƚжЮџfŰĦŸůŔŰŊЮċŰĬЮ§ƨƣŊŸŔŰŊЮ
EǂĦőċŰŊĲЮ9ŸŸƖĬŔŰċƣŸƖѠЮŉƨŰĦƣŔŸŰЮ
MISSING 
The issue n.1 causing problems in the system is the 
lack/wrong  contact for the function Outgoing and 
Incoming Exchange Coordinator. 

All institutions, including yours, should have a 
person with the function Incoming and Outgoing 
Exchange Coordinator listed in the system. Even if 
in real life this title does not exist in your institution, 
or the job is shared by more people taking care of 
only one or the other aspect, you need to make sure 
that you have such a function in the system. More 
than one person can have this function in each 
institution. The email address associated with the 
person with this function is the mail address 
receiving all notifications from the system. 

Also, if you see that the process with another 
institution does not work, please go and check, as 
very first thing, that this function is present in the 
profile of your partner. 
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Add Institutions and link them as partners 
If an incoming student cannot find your institution in their dropdown list of an outgoing 
student of yours cannot find a specific institution they want to go to, it means that this 
institution does not exist in the system and/or you have not them as partners. 

Please contact Sara at events@aec-music.eu  wth the name, city and country of the 
institution, and email and full name of the contact person.  

Once the institution is in the system, if you exchange with all institutions, it will 
automatically appear in your list of partners. If you work only with partners, you will 
need to go to Master settings т Institutional Data and Partners т All AEC Institutions, 
ƣőĲŰШũŸŸťШŉŸƖШƣőĲШŔŰƚƣŔƣƨƣŔŸŰЯШĦũŔĦťШŸŰШƣőĲШŰċůĲШċŰĬШĦũŔĦťШŸŰШƣőĲШũŔŰťШљLink as partner 
ŔŰƚƣŔƣƨƣŔŸŰњ 

 

If you see an institution in the list of partners but still does not appear to those who 
want to apply, click on the name of the institution and verify that the box Dataset Active 
is ticked: 

mailto:events@aec-music.eu
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ÂċƖƣŰĲƖƚќШŔŰĬŔƻŔĬƨċũШĬĲċĦƣŔƻċƣŔŸŰ 
If you want to exchange applications just with institutions you indicate as partner, but 
ŰŸƣШċũũШŔŰƚƣŔƣƨƣŔŸŰƚШŔŰШƣőĲШƚǃƚƣĲůШċƖĲШǃŸƨƖШƓċƖƣŰĲƖƚЯШǃŸƨШŰĲĲĬШƣŸШљĬŔƚċĦƣŔƻċƣĲњШƣőĲШ
partnership as follows. 

In the left menu click on: Master Settings т Institutional Data and Partnersт My Partner  
Institutions, then select the institution you do not want to appear as your partner and 
ĦũŔĦťШŸŰШƣőĲШũŔŰťШŸŰШƣőĲШƖŔŊőƣШƣőċƣШƚċǃƚШљÉőŸƽƚШċĬƻċŰĦĲĬШƚĲƣƣŔŰŊƚњЯШƣőĲŰШĦũŔĦť on button 
Edit, scroll down, and ĬĲƚĲũĲĦƣШƣőĲШƚĲƣƣŔŰŊШљ?ċƣċƚĲƣШ ĦƣŔƻĲњЮШThen go up and click on 
ƣőĲШĤƨƣƣŸŰШљÖƓĬċƣĲњШыƽőŔĦőШċƓƓĲċƖШŔŰƚƣĲċĬШŸŉШƣőĲШĤƨƣƣŸŰШљEĬŔƣњьЮШ 

 

ÂċƖƣŰĲƖƚќШĬĲċĦƣŔƻċƣŔŸŰШċƚШĤƨũťШċĦƣŔŸŰ 
1. Go to Master Settings- > Institutional data and partners-> My partner institutions 
2. Change the number of entries that are shown to 100 (Show 100 entries) on the 

bottom of the page 
3. 9ũŔĦťШŸŰШљ ŸШĤƨũťШċĦƣŔŸŰƚњШċŰĬШĦőŸŸƚĲШљ9őċŰŊĲШĬċƣċƚĲƣƚШƓĲƖШƖŸƽњ 
4. 9ũŔĦťĲĬШĤŸǂĲƚШċƓƓĲċƖШŸŰШƣőĲШũċƚƣШĦŸũƨůŰШљ ĦƣŔƻĲњаШƨŰĦũŔĦťШƣőĲШĤŸǂШŉŸƖШŔŰƚƣŔƣƨƣŔŸŰƚШ

you do not want as partners 
5. 9ũŔĦťШљEǂĲĦƨƣĲШÖƓĬċƣĲњ on left bottom of the page. 
6. Choose the next page and repeat until you have deactivated all institutions. 

N.B.: you can also try to directly display all records and disactivate all partners in one 
go, but if it does not work, better to do it in groups of 100 entries 
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= 

Change your logo and your interface colour 
Did you institution go through a recent rebranding? You can change your logo following 
this path: Master Settings т Institutional Data and Partners т My Institution т tab Master 
data т link on the right Show advanced settings 

 

 

Then scroll to Image/Logo and upload your new file 
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To change the colour of you interface you can go to Administration т Access 
Management т Role Settings т Administrator Simple and then input the color your want 
in Main color of web application and Stylesheet 
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Display who is internal and who is external 
If you want to see who are the internal and who are the external institutions of EASY MO, 
you need to go to Master Settings- Istitutional data and Partners т My partner 
institutions and click on the small icon with lines and dots in the right bottom corner 

 

ÑőĲЯШƚĲũĲĦƣШƣőĲШјċĬĬШĦŸũƨůƚњШĦŸůĤŸĤŸǂШċŰĬШċĬĬШƣőĲШŔŰƣĲƖŰċũШÂċƖƣŰĲƖШŉŔĲũĬа 

 

Then add it and click on Save design. You will see an additional column appearing 
telling you if that institution is an Internal institution (partner) of EASY MO or not: 
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Chapter 3 т System Functionalities and 
Customisations 
Applications  Management   
Traditional / Semester Mobility  

Registration Forms т first data entry point 
In the EASY MO system, the basic application forms are called Registration Forms . 
These forms are the first data entry point  of applicants in the system and their name 
has been changed into Registration Form because they do not constitute the 
application itself, but just the very first step  for applicants. After filling them in, the 
students receive an email to create an account in the system and then need to upload 
and submit a number of documents before actually submitting their outgoing or 
incoming application.  

There are two Registration Forms for Traditional/Semester Mobility (for BIPs and short 
mobilities there are different forms): 

- The Outgoing Registration Form, filled in ONLY by your own outgoing students; 
- The Incoming Registration Form, filled in ONLY by incoming applicants from 

external institutions 
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Both forms are accessible to both the IRC administrator (in the institutional admin 
profile) and the applicants ONLY if the relevant application period is open. 

Each form is divided in sections, visible on the left part of the screen. See below the 
sections and questions in each section. This is the standard form that we advise to 
keep. Nevertheless, the form is customisable (see later how). 
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Outgoing Registration Form  

 

 

At this point students also indicate if they are applying for traditional mobility or short 
mobility. They will be able to apply only if the application period is open. 
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Incoming Registration Form  
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Do not forget that these forms are just the very first application step. At this stage the incoming 
destinations do not see any incoming applications on their side. 

 

Workflows т ƣőĲШċƓƓũŔĦċŰƣќƚШĬŸĦƨůĲŰƣƚШƨƓũŸċĬŔŰŊШƓŸŔŰƣШċŰĬШĬĲĦŔƚŔŸŰƚШ
inputs 
Only after filling in the registration forms and creating an account in the system, 
applicants have access to the so-called Workflow(s) т where they can upload  
documents and perform several actions to progress in the application process. 

You get to the workflow of a student by going to Application Management, Applications, 
Applications outoing (or incoming) and clicking on the icon with connected rectangles 
on the line where the student name is: 

 

 

You have access to the applicant workflow but, as IRC you are supposed to perform 
all actions related to your role from the Pipeline . Any other way of getting actions 
done in the systems could have as a consequence some malfunctioning of the process. 

This is the standard Outgoing workflow filled in by your outgoing students: 
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On the right you have the list of documents to upload and on the left the action links the 
applicant needs to click on in order to perform the required action for that workflow 
step, such as uploading a document or performing an action such as submitting the 
application or accept a study offer. 

 

The one below is the standard workflow of incoming students. You can see that now the 
nomination by the home institution (if external) happens after all documents have been 
uploaded1: 

 
1 For internal students, the nomination from their home coordinator happens at the end of the Outgoing 
process 
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Documents uploads and submission of the Incoming application need to happen by the 
deadline set by the Incoming institution. 

Please note that the Submit Application link appears to the applicant only if the 
deadline has not passed yet. So, if a student tells you that there is no submission 
button, it means that the deadline has passed, but you can still adjust the deadline for 
that particular student in their masterdata: 

 

In both workflows, each time a document is added via the action link on the right side, 
the box becomes green. Documents can now be uploaded in random order. When a 
document is not compulsory, the box becomes black. Nevertheless, there are some 
compulsory documents that need to be uploaded in the order given by the workflow. If 
not uploaded, the applicant cannot go on in the workflow and upload the remaining 
documents. 

 The sentences in the yellow stripes should be read by the applicant as indication of 
what to do at that point of the process. 
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Please note that, in the pipeline, there is a step by the incoming coordinator entitled 
љ ƓƓũŔĦċƣŔŸŰƚШůċƖťĲĬШċƚШ9ŸůƓũĲƣĲњЮШÂũĲċƚĲШŰŸƣĲШƣőċƣШǃŸƨШĬŸШŰŸƣШŰĲĲĬШƣŸШĦőĲĦťШƣőĲШ
incoming applications before sending them to the Selection Committees if you do not 
want to. The system checks itself that all compulsory documents have been uploaded 
before letting the student submitting the application. The content and the quality of the 
document remains a responsibility of the student. 

 

 

Access to application data and documents and possibility of correction 
To see what the status of the application of a particular student is, you can follow the 
following path, finally clicking on the name of the student: 

 

In the master data tab, you can see the data they input in the Application Form. 
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At the very end of the Master Data, on the bottom right corner, there is an icon that you 
can click to see the history of the application: what it was done by who: 
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This is particularly useful when there is something wrong with the application and you 
want to understand what happened. 

In the tab Documents you can see all the documents uploaded by the student: 

 

 

And in the tab E-mail you can see the email sent from the system to the student, by 
whom and when: 

 
fŰШƣőĲШĤŸŸťůċƖťШÂŔƓĲũŔŰĲЯШǃŸƨШĦċŰШƻŔƚƨċũŔǍĲШŔŰШƽőŔĦőШƚƣĲƓШŸŉШƣőĲШƓŔƓĲũŔŰĲШƣőĲШƚƣƨĬĲŰƣќƚШ
application is. By clicking on it, the view moves to the Pipeline but it will show only the 
position of the applicant you are looking at. Please note that a student that is waitlisted, 
in the general pipeline stays also in the step for approval and rejection while in their 
own pipeline they appear only in the waiting list. 
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How to download reports of applications outside the pipeline 
The system allows you to download reports of applications with application links via 
this path: 

 

 

Trick and Tips: Pipeline Actions that can be undone and acting on behalf of 
a partner 
If you make mistakes or change your mind about some actions you performed to make 
ƣőĲШƚƣƨĬĲŰƣƚќШapplication progress, there is a specific place at the bottom of each 
ÂŔƓĲũŔŰĲШĦċũũĲĬШљGeneral QueriesњЯШǃŸƨШƖĲĦŸŊŰŔǍĲШŔƣШċƚШŔƣШŔƚШůċƖťĲĬШŔŰШyellow , where you 
can undo  some actions and also view and delete applications.  

The following are the actions you can undo from the General Queries of the Outgoing 
Pipeline:  
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The following are the actions you can undo from the General Queries of the Incoming 
Pipeline:  

 
 

If, for a example, a partner does not react, but you need their nomination or decision, you can 
do it from the relevant pipeline step via actions links sƨĦőШċƚШљċĦĦĲƓƣШƚƣƨĬĲŰƣШŔŉШŰĲĲĬĲĬњ 

 

 

Delete Applications for GDPR Reasons 
 
You can delete applications following this path and selecting the relevant parameters: 
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System Customisations (for advanced users)  
The following paragraphs explain some advanced functionalities that you need to 
perform if you want to customise the systemЮШÑőĲШ E9ќƚШċĬƻŔĦĲШŔƚШƣŸШťĲĲƓШƣőĲШƚƣċŰĬċƖĬШ
process that all users have in their system and apply as little changes as possible. 
Should you need any urgent and necessary change, try with the explanation below and 
if it does not work, please contact Sara at events@aec-music.eu. Please note that т 
unless you opt out from the updates of some specific parts of the system т your 
individual customisations will be erased with the next update. 

How to change emails templates and add emails to pipeline steps 
The system generates many automatic and manual notifications for each step of the 
process. You can find the email sent by the system in Master Settings -  Email 
Notifications and Documents -  E-mail templates. You get the list of all of them, and in 
the second column you see what the mail is about 

 

 

If you click on the name of one of the templates, you see all the information regarding 
that email: from which address it is sent, to whom, the text, etc.  

In the email template, it is possible to update all data; however, we recommend 
changing only the fields marked in green in the screenshot. 

The parts marked in yellow can be changed; however, please be careful when modifying 
the recipient section. Especially if you change the function, you must ensure that the 
system can always determine the recipient correctly. If no recipient is found by the 
system, the email will not be sent and you will receive an error message during the 
process. 

Please do not change the parts marked in red, as these fields are responsible for 
assigning the email template to the correct process. Changing, for example, the 
љÑĲůƓũċƣĲШŰƨůĤĲƖњШƽŔũũШĤƖĲċťШƣőĲШĦŸŰŰĲĦƣŔŸŰШĤĲƣƽĲĲŰШƣőĲШĲůċŔũШƣĲůƓũċƣĲШċŰĬШƣőĲШ
corresponding process step. 

mailto:events@aec-music.eu
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 Here you can also see why the function Incoming and Outgoing Exchange Coordinator 
is so important in the system: most email templates are linked to this function, and 
email templates are linked to specific actions and steps of the process in the system. 
This is why, if there is no email address in the system attached to this function, 
everything gets stuck! We advise not to change these settings (but you are welcome to 
change the text of the emails). Should you want to change the function attached to a 
specific email template, please make sure that in the system you have at least one 
Person attached to this function. 
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More functionalities, for example display and change who is in CC for that specific mail 
ƣĲůƓũċƣĲЯШĦċŰШĤĲШċĦƣŔƻċƣĲĬШĤǃШĦũŔĦťŔŰŊШŸŰШƣőĲШũŔŰťШŸŰШƣőĲШƖŔŊőƣШљƚőŸƽШċĬƻċŰĦĲĬШƚĲƣƣŔŰŊƚњ 

 

 

If you are really the champion of the pros of EASY MO, you can go even further and 
decide to link email templates and letter to specific pipeline and workflow steps. There 
is a wonderful document by SoP that can help you do this.  

https://www.service4mobility.com/customer/GetProgrammUploadServlet?match=8f7994a1f65fc0557dffb5af8abf2ed3ca25536ef8daed88a4e9445c055b0cceca9d6fe40b8a299b1442b6220dd05e6da9e2f8a7e9a0cedea468bf1f7b226ded2e6a3a05558376213023f1c58693760a7aa511a31217414f

























































































































































