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Chapter 1 1 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 AE6tarted 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 fornsent bythe
AEC officein the Autumnand payin Januaryan yearly fee calculatedbased onthe
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.
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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 contackara 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 Workshpg 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 athttps://mobility.aec -

Basic concepts music.eu/

One Point of contact for issues: Atest environment, accessible with
events@aec-music.eu . .
credentials of the productive

YOU NEED TO TEST environment is available at

In the Real or Test environment https://mobility.aec-

music.eu/mobility_test/ContentServiet httDS//mObIIItV 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/

How to login in the systemand creating users(coordinators)

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

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

lf prasasdiugemirin
\
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» Login for EASY internal admin and registered ap... » Login as EASY external partners

EASY internal ini and i i Login for EASY external partners
=— =

LOGIN Name:

For most of the institutions, he 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 s&xd an email to events@aeemusic.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.
cOlWalW~¢T ¢adRUC WAWq! 1

Login: MadalinaPetre


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

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 = WIENO3

Password: WIENO311 (so that we get to 8 charactersninimum 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 ABPRO29
Password: AIXPRO29

With the same login and passworg/ou 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 createnew accesses in the systemfollow the path from the menu: Administration,
Access Management Users and the button Create new Record. Please createnew
user with the role of Admin Simple.

N sk stmuRhoehy o

Filter menu entries X

Search

= @ BASerasmus

# @ ADMIN SIMPLE

# AECadmin

# i malin.ahlen@kmh.se

# jonas.aldag@heitmannshof
= @ maria.aleksandrova

= @ yunusgencer

# @ Amelie

# dimitrisandrikopoulos

# i henri.annala@tuni.fi

# Antropovski.elena@student



Chapter 2 T Settings

It is fundamental to adjust the settings first in order to open your application periad

Master Settings

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

JF Association Europeenne des Conservatoires (AEC)

| . Filter menu entries x | |E| | Workplace | | Connect/EWP |

~s Master settings

“ General Settings 4+ Erasmus STT

% General settings

— Erasmus+

B Academic year settings
+ 2025/2026

I& Settings per exchange program
» Exchange Program Data — 2024/2025
»> Institutional Data and Partners — Before the mobility
» E-Mail notifications and documents —
| =4 ‘ New Applications
> Applications management
Applicants Registered
»> Institutional Agreement: —
| =g ‘ Personal master data completed
> Connect/EWP I
| =4 ‘ Application documents uploaded

> Administration

Tecmmnlaba Analioa

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):

E al 5] [ BB [err
l Superadmin AEC (Administrator Simple) m

& Academic years

\dd

F : . .
=4 ¥ Settings for questionnaires per exchange program

2 General settings

0 Semester

# Academic year settings

Q¢ Study plan settings

L Partner institution settings

& Settings per exchange program —
4e2 Role settings j Reset

& User settings choice -->
I

-
= O Logout -

dbruckneruni.at Yes




Academic Years

Search Search

2028
2027
2026
2025

2028/2029 01.09.2028 30.06.2029
2027/2028
2026/2027

2025/2026

01.09.2027 30.06.2028

01.09.2026 30.06.2027

EEER
Y

01.09.2025 30.06.2026

Search Search <-- No choice --> - <= No choice > - <= No choice >
0,00 0,00 Ne No Yes
0,00 0,00 No No Yes
0,00 0,00 No Yes Yes
0,00 0,00 Yes Yes Yes

Click on Academic Years. If you want to open application for the a.y. 2027 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 tparameters 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:

Seftings per academic year (1) |

Academic year as an integer

Academic year shown as Combo box (bozs/2027

Academic year begins on

Academic year ends on

Mumber of semester
Number of months

Number of weeks

Show at the search portal

Show at online application form

Dataset active
Active (Update)
Active (Search)

2026 (2]
)@

01.09.2026 (7] E Ioday
30.06.2027 (7] E Today

@

()

()

BRE
()
(2
BRE
0@

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:

Organisation

Current academic year
Current semester

Academic year for applications
Semester for applications
Applications allowed from
Applications allowed until

Association Européenne des Conservat... = | (%)
2025/2026 - @G
Winter semester - @BE
2026/2027 - @BE
<-- No choice —> - @BE
26.01.2023 [[Foo  ~+ :lo0 -
31122030 [[(Foo v :loo0 -



The date of the "application allowed until" should stay until 2030 for everyone (in the
general settings)

Academic Year Settings

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

2025/2026 Erasmus BIP and Short Mobilities Student Outgoing Associatior
2026/2027 All programs Student: Both

res (AEC) 31.07.2024 30.06.2026
ires (AEC) 06.11.2025 31.07.2026

You can create new entries by clicking on Create New Record

<- Select all = <-- Select all > s = Select all —> + <=
@ 2023/2024 All programs Studs
# 2023/2024 All programs Studs
il 2024/2025 All programs Studs
@ 2024/2025 Erasmus BIP and Short Mobilities  Stud:
# 2024/2025 Erasmus BIP and Short Mobilities Studs
@ 2024/2025 All programs Studs
“ 2024/2025 Erasmus+ Studs
r&f m 0242025 Rilateral Stude

When you create a new record please insert the various parameters

Type of application ® Incoming O Outgoing O Both
Type of person  ® Student ) Teacher / Staff (O Both
Program | All programs - BEE
Institution | Association Européenne des Conservat.. v | (2] (i)

Academic year for applications = 2026/2027 MEBlRIE)
Semester for applications  <— No choice = - BEE
Applications allowed from 11.11.2025 [?) E Today o0 - 00 x
Applications allowed until 31.07.2026 @ Today 00 ~|:/00 =

Message number [MESS_APH ] -

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

Datensatz neu anlegen | | Erweiterte Suche Keine BulkcAction - Suchen
< Ale > y o [ Erosmus s I <= Koo oot —> m  EET < e >
4 ) 20242025 Winter semester Erasmus SMS Studierende / Praktikantinnen Incoming Hochschule filr Musik Warzburg 17.01.2024 15.03.2024
“8 202412025 Spring semester Erasmus SMS Studierende / Praktikantinnen Incoming Hochschule fir Musik Wiirzburg 17.01.2024 15.03.2024
24 | 202412025 Full academic year Erasmus SMS Studierende / Praktikantinnen Incoming Hochschule filr Musi 17.01,2024 15.03.2024
48 20242025 Erasmus SMS Studierende / Praktikantinnen Outgoing Hochschule fiir Musil 01.01.2024 15.06.2025
7 B 2024/2025 Winter semester Erasmus SMS Studierende / Praktikantinnen Outgoing Hochschule fiir 17,01.2024 15,06.2024
@ 202412025 Spring semester Erasmus SMS Studierende / Praktikantinnen Outgoing Hochschule fr 17.01,2024 15.06.2024
.4 ﬁ 2024/2025 Full academic year Erasmus SMS Studierende / PraktikantInnen Outgoing Hochschule fir Musik Wiirzburg 17.01.2024 15,06.2024

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 thatfor each programme you want to open applications
too, the right academic year is entered. Séor example, click on the edit icon on the left
for the Erasmus+ / Student / Outgoing mobility:

# @ Erasmus STT Teacher / Staff Incoming Association Européenne des Conservatoires (AEC)
# @ Erasmus+ Student Qutgoing Association Européenne des Conservatoires (AEC)
g il Erasmus+ Student Incoming Association Européenne des Conservatoires (AEC)
# @ Nordplus Student Incoming Association Européenne des Conservatoires (AEC)
- = NMardnlue Crudant Aubnninn Aceariatinn Curandanna dac Cnncansatnirac FAECY

U6 VWG VG 6 A HIEIG R & (I BidHake sye Bat thé Asademic year
for applications is the right oneor click on Editand thenUpdate to chang it

Master settings/General Settings/Settings per exchange program Display L]

Back || Edit

| Masterdan | Personal details Nomination/Project | Access rights for tabs (0)

Show advanced settings.
Typeof person  Student  Teacher /Staff  Both
Type of application coming  Outgoing ~ Both
Program - @A
Role for applicants  Role for incomir -
Type of person  Student - @
Communication language ~ Englist -
Type of address of the main address  Add tituti - @
Type of address of the coordinator  Addr tituti - @
=N -] Created by admin {setup) {LaDi) on 26.06.2023 17:50:55, last modified by Superadmin AEC (AECadmin) on 10.12.2025 11:00:35 (3

Back || Edit



Personal details | Nomination/Project | Access rights for tabs (0) |

Type of person Student Teacher / Staff Both (2]
Type of application Incoming Qutgoing Both

Program | Erasmus+ - 24
Institution | Assodiation Européenne des Conservatoires (AEC)
Role for applicants | Role for outgoing students - @
Type of person | Students > (7]
Communication language | English - @

Used language at user registration page Suggested communication language on application Communication language

Determination of the email templates based on the general fields @

Allocate to home institution @

Academic year for applications = 2026/2027 - @30
Semester for applications | < Mo choice —> > 210G
Calculation of months in Integer Decimal (2]
Type of address of the main address = Address at the home institution > (2
Type of address of the coordinator  Add t the home institution - @

Allowed E-Mail Suffix

Integrate Captcha-Image @

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 selectb~ 2 0 q R G { 1J LUt w©No freBiigciion Y withblt iehéicking
duplicates. With this setting, your students will beallowed to send multiple outgoing
applications, each of them including up to 4 choices.

"Back || Edit |

1 Personal details ‘ Nomination/Project ()

Function of 'Coordinator*

Function of *Contact Person

Type of address of the main address

Type of address of the coordinator

Allowed E-Mail Suffix

Integrate Captcha-Image

Extension of stay abroad allowed
Multiple stay allowed

Restriction criteria for multiple stays

| Access rights for tabs
<-- No choice --> MR
<-- No choice --> - @
Main address - E] E]
Address at the home institution @A

No restriction

No restriction - without checking duplicates

Restriction per exchange program and academic year

Restriction per exchange program, academic year and semester

Restriction per exchange program group (Erasmus+), study level and nur
months

Restriction per mobility program and study field

Please note that this doesnot 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

fOWY!I T WU WgYWe2YRT W WARVR2RUNDWE GGORAECqRYUL Wn! Y
in the system which is your criteria to send and receive applications fromilways in

Settings per Exchange Programmeby selecting a programme and showingdvance

settings youcan choose with whom you want to exchange: All®nly existing partners?

Etc.

e e mmmm e e e me s

Institution selection All
Only existing partner institutions
Only participating institutions
Only partner institutions with valid bilateral agreements
Only institutions with valid cooperations
Only institutions with valid multilateral cooperations
Only partner universities with active opportunities
Companies only (2)

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:

. -]

Superadmin AEC (Administrator Customer)
& General settings
No bulk action - R
& Academic years
Search Search <= Select all =-> ¢ <-- Select all ~-> ¢ <= No choice > - <-Nocho gy somester
# Academic year settings
Z @ STUDY_PLAN Study plan All programs All academic years  Student Incoming s for s Bervatc
& Partner institution settings
& Settings per exchange program
22 Role settings

& User settings

O Logout

11



Administration/Exchange program management/Settings for questionnaires per exchange program

‘ Back H Update ‘

WARNING! Please note that any changes in these settings may affect other exchange programs /academic years /institutions.

~
[R—— Sections (10) ) Questions (31) ) Access rights (0) ) 1
Type of application Incoming QOutgoing Both (2)

Type of person Student Teacher / Staff Both (2)

Program All programs - @O
Academic year All academic years ~@OR

Institution Association Européenne des Conservatoires (AEC) (B]8)
Number STUDY_PLAN @
Description Study plan ®
Width of left column @

Help ‘ Please insert your study plan

There are still 2000 characters available
Save draft O (2)

Button "Cancel"

Button "Edit"

Button "Save"

Button "Create"

Button "Forward to next page"

12



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 Functio,of URY G RUONWe¢ UT W§ea qNYRUN LW
9 Y YI I R becapselalkerdail 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 Settingsinstitutional Data

and Partnerst~ ! WRUt qRagz qRYUKOW9 i RAWWY U6 JWHY Yt Gl t 1

Rankings (0) Study area (0) | intemshipspots(0) |  Ehgibiity check (0) | Documents (0)
Partner institutions (854) | Bilat. Cooperations (0) | Multilat. Cooperations (0) | Agreements (212) | Actions (0) | Additional info (46) |
Master data i Addresses (1) = | Students (0) | Teachingswaff(o) | Faculties (0) | Study fields (3)
Institution code 54
Name of institution M

Country

Display additional search fields Mo buk action
Search < Sabact 3l : Search Search Search <~ No choice >

Search

0] ‘Alonso, Beoofla erasmus@musikene. eus Yes

Contact person
Incoming and Outgoing Exchange Coordinator

To update your contacts please send an email to Sara at events@aec -music.eu.
Only the AEC admircan 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 aévents@aecmusic.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.

No bulk action - Search Reset all

Search Search <-Selectall > o [ <. Selectal > o [ < Selectall > ¢

AV. NEZHDANOVA ODESA NATIONAL ACADEMY OF MUSIC ODESA2 Ukraine English University Yes
Aalto University ESPOO12 Finland English University Yes No

Aarhus school of architecture ARHUS04 Denmark English University Yes No

Academia Nacional Superior de Orquestra LISBOA118 Portugal English University Yes Yes
émie g BRUXELOS Belgium English Universit ity Yes No

If you see 0 in the tab Personer if you know that the contact you see is not up to date
please contact events@aecmusic.eu with the right information.
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The issue n.1 causing problems in the system is the
lack/wrong contact forthe function Outgoing and
Incoming Exchange Coordinator.

All institutions, including yours, should have a
person with the functionincoming 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.

14



Add Institutions and link them as partners

If an incoming student cannot find your institution in their dropdown list of alutgoing
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.

Pleasecontact Sara atevents@aecmusic.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 settingg Institutional Data and Partnerst All AEC Institutons,

q6UUWaIYYt WnY!l W6 DWRUt qRae qRY U ginkiddipRrier WY U LWa 6 13 U

RUt qRaga qRYUm
0 e

‘ Q. Filter menu entries

X ||E| ‘ Pipeline ‘ ‘ Workp\ace.‘ | Help - |

v Master settings

> General Settings

> Exchange Program Data

v Institutional Data and Partners
My institution
My partner institutions
Partner institution settings
All AEC Institutions

Inactive AEC institutions

Functions
> E-Mail nofifications and documents
> Applications management

> Institutional Agreements

> Connect/EWP

N A deimintentinn

Contact persons (own and partner)

Master settings/Institutional Data and Partners/All AEC Institutions

| Back

\ Study area (0) )
Multilateral cooperations (Uﬂ
Master data

Internship spots (0) 1
Agreements (0) \i
Addresses (0) 1

Eligibility check (0) |
Actions (0) \i
Persons (1) 1

Documents (0) W
Semester (0) \i
Students (0) )

Additional info (0)
Teaching staff (0) 1

1 Rar
Study f

Institution code PARIS485
Name of institution Academie Fratellini

() Link as partner institution

Country France
Communication language English
Institution type  University

HEE

Comments (internal)

Current valid address No valid address entered!

Current valid e-mail address =]
Current valid homepage L 7]
Current valid telephone number

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:
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mailto:events@aec-music.eu

Addresses (1) w Persons (2) w Students (0
@

Selectable as parent institution
Legal form <-- No choice --> -

Comments (internal)

Comments (portal)

Image/Logo @
Don't show Institution in applicant portal
Online-Form available
Comments to fee waiver

Facebook-ID
Network <-- No choice --> -
Status <-- No choice --> + (4

Dataset active @

Contact data
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Acl qUUI + k WIRUT R2RT ecd Wl DeHqR2¢ qRYU

If you want to exchange applications just with institutions you indicate as partner, but
UYqWedaWRUt qRage qRYUt WRUWq6 W '+ qdGWe !l W Yel U
partnership as follows.

In the left menu click on: Master Settingg Institutional Data and Partners My Partner
Institutions, then select the institution you do not want to appear as your partner and
HORAt WYUWq6 WWIRUt WYUWa6 W RNG q Waéangutiénc ! + WHE 6
Edit, scroll down, andl 13+ 130 D #Hq Wa 6 13 W 13 q q RTbed gorup andjatick dha LW Ha R
q6 U WHz2 qqYUWBLOGT ¢ qUmwllbis 6 RAG WE GGUE ! WRUY qeT WY™n

Study area (0) Internship spots (0) Eligibilty-Check (0) | Documents (0)
Multilateral cooperations (0) | Agreements (0) ] Actions (D) Semester (0) Additional info (0) Rankings (0)
Addresses (1) Persons (1) Students (0) | Teachingstaff (0) | Study fields (0) | Bilat. Coope
I BTRRES e

Selectable as parent institution
Organisation type <- Mo choice >
Economic sector <— No choice >
MNumber of staff <~ No choice —->
Legal form <- No choice >
MNumber of employees below 250 ®Yes o (Z)

Commercial orientation ® Not for profit Profit
Legal status Private  ® Public

Comments (internal)

There are still 10000 characters available
Comments (portal)

There are still 20000 characters available

Image/Logo Please enter the Imagel/Logo =
Don't show Institution in applicant portal
Online-Form available
Comments to fee waiver

There are still 100000 characters available
Facebook-ID
Metwork < No choice >
Status <~ No choice > - OB

Dataset active @ (7)
- &

Acl qUUII + kW DeARqR2¢qRYUWCEt WHe2 Gt We AqRYU

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) the
bottom of the page

3.9 0RAT WYUWm YWHeGt WeHqRY U wWle UT WHSY Y DWW 6 ¢

4. QU RAL UT WHY+ Ut WEGGUe!l WYUWg6 WG et queYde aUWlm
you do not want as partners

5. 9 (i RE# Ilfbe q 1J UdO IEH botmrid ek 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

17



DK ARHUS05 - The Royal Academy of Music Aarhus/Aalborg

o#a Estonia EE TALLINNOS - Estonian Academy of Music and Theatre in Talkinn
Pt nstnion Setlings oz Czech Republic  CZ BRNOO3 - of Music Arts
A AEC Instuions o#a Norway LY amu:b L Technology in
O @ France F POITIER29 - Pole Aliénor
o OB France FLYON24 - L Music Ly
O@ Netherlands  NL ROTTERDO9 - Codarts, University of the Arts, Rotierdam
e OB Belgium B BRUXELO7 - Conservatoire royal de Bruxelles
O#&E Spain E VIGOO3 - CONSERVATORIO SUPERIOR DE MUSICA IN VIGO
oZa ttaly | FROSINOD? - Conservatorio di Musica Licinio Refice - Frosinone
oZa@ taly 1BARI03 - Conservatorio di Musica Niccoko Piccinn o Ban
oZ@ Iceland 1S REYKJAV0S - Iceland University of the Arts
ozl Latvia LV RIGADS - Jazeps Vitols Latvian Academy of Music in Riga
O Fintand s ropolia University fed Sci Degree Progr.

Music

Show 100~ entries Dispiay all records

Showing 110 100 of 857 entries

E—

(I BN - ]

S e oo @@
(O]

e o

First Previous 12 3 4 65... 9 Next Last

Change your logo and your interfaceolour

Did you institution go through a recent rebranding? You can change your logo following

this path: Master Settingsr Institutional Data and Partnerst My Institution T tab Master

data T link on the right Show advanced settings

Master settings/Institutional Data and Partners/My institution

Back || Edit

Eighity-Check (0) | Documents (0)

B yarea® | B
Partner institutions (B60) | Biat. Cooperations (0) | Multlat. Cooperations (0) | Agreements (0) | Actions (0)

Additionalinfo (1)

Addresses (0) [ Persons (1) [ Students (0) | Teaching staff (0)

I

Faculties (0)

I Study felds (9)

Institution code  AECTT
Name of institution  Association Eurcpéenne des Consenvatoires [AEC)

Country Belgium = -
Communication language  Fralish -

BEE

Current valld address Mo valid address entered!

Current valid e-mail address =

Current valid homepage <
Current valid telephane number
Current valid mabile number
Current valid fax number

Then scroll to Image/Logo and upload your new file
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# Bllocate new address

E
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Addresses (U) | Persons (1) Students (U) | leaching staft () | Faculties ()
EUC/ECHE approved

Country Belgium -
Communication language = English - @
Teaching language <-- No choice --> -
Institution type
Parent institution <-- No choice --> - B
Selectable as parent institution
Legal form  <-- No choice --> -
Comments (internal)
Comments (portal)
Image/Logo  aec-logo.png (B4
Don't show Institution in applicant portal
Facebook-ID
Network <-- No choice --> -
Status <-- No choice --> - @
Language of instruction 1  <-- No choice --> -
Language of instruction level for students (Minimum)
Language of instruction level for staff (Minimum)
Language of instruction 2 <-- No choice --> -

Language of instruction level for students (Minimum) 2.
language
Language of instruction level for staff (Minimum) 2. language

To change the colour of you interface you can go to AdministratianAccess
ManagementT Role Settingst Administrator Simple and then input the color your want
in Main color of web application and Stylesheet

<-- Select all --> $ <-- No choice -->
] Administrator Customer Yes
& O Administrator Simple Yes
Ef] Departmental Coordinators Yes
& @ External Partner No
il Institutional Coordinator Yes
e} Members of the International Office Yes
Z i} Role for incoming students No
| Role for incoming teachers/staff No
e} Role for outgoing students No
i} Role for outgoing teachers/staff No

19



— General Open all sub groups Close all sub groups
Role

Offer link [Reload Workplace] @
Display own tasks [
Display notes (@]
Display Feedback [J @]
Display agreements () (2)
Display cooperations [
Display Multilateral cooperations [
Offer link [Application Pipeline] (@]
New design of pipeline @
Show Connect/EWP
Start entry for Connect/EWP @ Partner institution
O Agreements
O Applications
O Learning Agreement Outgoings
O Learning Agreement Incomings

Start page O Workplace @ Application pipeline O Portal O Menu entry O None (2)

Administrator Simple - @

Main color of web application ﬁ
Stylesheet ([<-- No choice > |+
Font size <-- No choice -->
blue_dark_style.css - Light blue as main color
Font type blue_light_style.css - Light blue as main color —
] blue_style.css - Dark blue as main color 5 last mot
blue_style_bg_white.css - Dark blue as main color with white background B
clean_style.css
clean_style_with_indivisa.css
green_style.css - Dark green as main color
orange_style.css - Orange as main color
red_style.css - Dark red as main color
sopStyle.css - Standard SOP stylesheet
style_with_indivisa_font.css - Dark blue as main color with white background

Back H Update ‘



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 Settingdstitutional data and Partnerst My partner
institutions and click on the small icon with lines and dots in the right bottom corner

T Master settings/Institutional Data and Partners/My partner institutions SelectAll (7]

> General Sat Advanced Sear 4o bulk action - Search Resetal fiters

Yes
Yes
Yes
SK BANSKADZ ves
University
PRAHADS. CZPRAHADS. Czech Republic English External intitution  Yes
University
FIHELSINK42 SF1 HELSINK42 Fintand English Faculty Yes
Internal institution
‘GDANSKDS PL GDANSKOS Poland English External infitution  Yes
Universiy
PRAHAD CZ PRAHAD3 Czech Republic English External infiution. Yes
University
WARSZAWI0 PLWARSZAW10 Poland English External infitution Yes
University
WIENOG AWIENDS ustria English External intitution.  Yes 53
University
TOURNAIOL 8 TOURNAIOL Begium English Yes @
University
KON D KOLNIE Germany English Extermal indution Yes
University
SARAMUDL Bosnia and Enalish Extermalintitution  Yes
Herzegovina Universiy
PLOVDIVO? 8G PLOVDIVO? Bulgaria Engiish External inffution. Yes
University
PRAHAG CZ PRAHADS Czech Republic English Internal institution  Yes
University
fs  FLAMSTERDO? F1AMSTERDO7 Netheriands English Faculty Yes
Internal institution -
»
=

N6 WALW Wi WRqWaq6 W] ¢T T WHYGzat wWHYGAYAY$We 0T weT

Master data/Institutional data/Institutions (all institutions)
{ Create new record ] [ Advanced Search }

Design for __ Header columns l urther search fields

All roles - Add column mlli column
CT—— l [ <-toaoea->
oolumn

Save Design bit_freifeld1 - Internal Partner

bit_freifeld2 - Free field 2 (boolean)
bit_freifeld3 - Free field 3 (boolean) emove column

bit_freifeld4 - Free field 4 (boolean)
bit_freifelds - Free field 5 (boolean)
bit_freifelds - Free field 6 (boolean)
bit_freifeld7 - Free field 7 (boolean)
‘— bit_freifelds - Free field 8 (boolean)
bit_frei - Free field 9 (boolean)
bit_freifeld10 - Free field-10 (boolean)  ~
« I

‘== No choice ->

Remove column

<-- Select all -->

Z @ A.V. NEZHDANOVA A NATIONAL ACADEMY OF M ODESA2 Ukraine
Z @ Aalto University ESPO012 Finland
Z i Aarhus school of architecture ARHUS04 Denmark

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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Master data/Institutional data/Institutions (all institutions)

Select Al
Create new record | | Advanced Search Search  |Resetallf
Design for Header columns Further search fields

Al roles. Add column Add column
<=- No choice --> - <=- No choice --> -
Add column
Remove column Remove column
<-- No choice --> - <= No choice --> -

<-- Select all --»

Comm.|
English
Finland English University Yes
Denmark English University No
LISBOA118 Portugal English University No
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Chapter 31 System Functionalities and
Customisations

Applications Management

Traditional / Semester Mobility

Registration Formst first data entry point

In the EASY MO system, the basapplication forms are called Registration Forms.
These forms are thdirst data entry point of applicants in the system and their name
has been changednto Registration Formbecause 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 submittingheir outgoing or
incoming application.

There are two Registration Form#or 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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Q. Filter menu entries

> Master settings
v Applications management
~ Registration forms
Registration Form Outgoing

Registration Form Outgoing BIP and
Short mobilities

Registration Ferm Incoming

Registration Form Incoming BIP and
Short mobilities

> Applications

> Reports and Exports

> Settings for applications
> Institutional Agreements
> Connect/EWP

> Administration

x | @ ' Pipeline | | Workplace | | Connect/EWP |

REGISTRATION FOR

for exchange program Erasmus+

All fields marked with (*) must be com

o

Desired Exchange Period

'@

Personal data

©

Emergency contact details

o

Data concerning current
studies

©

Data concerning planned
studies abroad

O

Language competence

'@

Further information

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

> Master settinge

~ Applications

nanagement

REGISTRATION FORM for a student exchange - Outgoing Internal Students
~ Registration forr

for exchange program Erasmus+

Registration Form Outgoing

Registration Form Incoming
> Applications Al fields marked with () must be completed.
> Reports and Exports

3 Settings for applications @ Desied Exchange period Desired Exchange Period

> Instinutional Agreements © Personal Date
> Connect/EWP © studies at the home
> Administration B

Type of application *

Incomings O Outgaings

Type of persan *
Students/Trainees Teachers

emergency Exchange program *
Erasmus+ ~
© Language competence
§ Acadernic year *
© Declaration of consent
2025/2026

What study period are you applying to? *

<= Please select -->

b
Smomuiry

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.

Application for a student exchange

[ Amsterdam University of the Arts
for exchange program Erasmus BIP and Short Mobilities

Al fields marked with (*) must be completed.

© roplication details Application details

[ @ rersonal deais

© studies at the home

Type of application =
institution
Incomings ) Outgoings
Type of person *

institution

@ Studies at the host ‘
Students{Trainees. Teachers

‘ € Dedaration of consent
Exchange program =

Erasmus BIP and Short Mobilities

Please select ...
Bilateral

Erasmus SMS
2 Virtual
() Short-term doctoral mobiity

Please select " BIP or Short Mobility'

= e
Sosuiv-oning

et coo
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All fields marked with (*) must be completed.

o Desired Exchange Period [:] |

Personal Data

o -Stut-iw'es at the home First name(s) *
institution

o Studies Abroad:
Destinations

Last name(s) *

emergency

Gender *
Female Male Undefined

© Language competence

Date of birth *

e Contact person in case of ‘
o Dedlaration of consent |

Nationality *

<-- Please select --> ~

E-Mail address *
Same e-mail address for verification
Telephone number *

Please indicate the country code, add a space and then write your phone number. Example: +43 1234567890

powered by
SmoBILITY Previous | G >

All fields marked with (*) must be completed.

O Sntayrhe 8 Studies at the home institution

o Personal Data o

Country of the home institution

Belgium v
© studies Abroad:
Destinations Home institution *
AECO1 - Association Européenne des Conservatoires (AEC) M
e Contact person in case of
emergency
2 Field of study *
o Language competence <-- Please select > v

o Declaration of consent
Main Instrument / Specific Field of Study *

<-- Please select --> v

Current level of education at home institution (before exchange) *

<-- Please select —> v

International Relations Coordinator *

<-- Please select —> v

Powered by

“mosiLiTy Previous m
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All fields marked with (*) must be completed.

Desired Exchange Period

(]

)
‘ (]

Personal data

Studies at the home
institution

Emergency contact data

Language competence

&

Declaration of consent

powered by

MOBILITY-ONLINE

All fields marked with (*) must be completed.

| e Desired Exchange Period o
| e Personal Data [:]
o Studies at the home
o (]
institution
Studies Abroad:
o

Destinations

Contact person in case of

emergency

Language competence

Declaration of consent

powered by

SMOBILITY 1
\

Studies Abroad: Destinations

T want to apply for exchange at (level of study during exchange) *

<-- Please select -->

Country of Host Institution *

<-- Please select >
Host institution *
<-- Please select >
Country of host institution
<-- No choice -->
Host institution
<-- No choice -->
Country of host institution
<-- No choice -->
Host institution
<-- No choice -->
Country of host institution
<-- No choice -->

Host institution

<-- No choice -->

Contact person in case of emergency

First name of your contact person

Last name of your contact person

Relationship of contact person

E-mail address of contact person

Phone number of contact person
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o Desired Exchange Period La
nguage competence

2 Personal Data

9 Studies at the home

o Mother tongue *
institution
<~ Please select > A4
o Studies Abroad: P
Here is a link to CEFR: https://www.coe.int/en/web/common-european-framework-reference-languages
9 Contact person in case of o

Destinations ‘
emergency ‘

Native Speaker *

o Language competence <— Please select —> v

o Dedlaration of consent | Foreign language 1 =

<- Please select —> v

Foreign language level 1 *
Al: Basic user 1
1 A2: Basic user 2
B
B2: Independent user 2
) C1: Proficient user 1
_ ) C2: Proficient user 2

=

: Independent user 1

Foreign language 2

<— No choice —> ~

Foreign language level 2
) Al: Basic user 1
| A2: Basic user 2
B!
' B2: Independent user 2
C1: Proficient user 1
C2: Proficient user 2

=

: Independent user 1

Foreign language 3

<~ No choice —> A4

Foreign language level 3
) Al: Basic user 1
A2: Basic user 2
' Bl: Independent user 1
B2: Independent user 2
) C1: Proficient user 1
) C2: Proficient user 2

Foreign language 4

<~ No choice —> v

Foreign language level 4
Al: Basic user 1
1 A2: Basic user 2
B

=

: Independent user 1
B2: Independent user 2

) C1: Proficient user 1
C2: Proficient user 2

2

Ppoasnsa oy
TMoBILITY
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All fields marked with (*) must be completed.

l o Desired Exchange Period o Declaration of consent

[ o Personal Data

institution

|| 1 consent to the saving of my data according to the privacy policy. *
o Studies Abroad:

© studies at the home o ‘ (") 1 confirm that all details given in the registration form are correct and complete. *

Destinations °
e Contact person in case of v
emergency
[ o Language competence [ ]
o Dedaration of consent
Dowered by
‘—MDBII.ITV- NLINE

Incoming Registration Form

REGISTRATION FORM for a student exchange - Incoming External Students

for exchange program Erasmus+

Al fields marked with (*) must be completed.

Desired Exchange Period

‘ o Personal data

‘ o Emergency contact details Type of application *

o Data concerning current Incomings Outgoings
studies
Type of person *
© Data concerning planned Students/Trainees Teachers
studies abroad
Exchange programme *
‘ o Language competence } Festin -
‘ 0 Further information ‘
Academic year *
2025/2026 v

What study period are you applying to? *

<-- Please select --> ~

powesed by

“\M:n-u.rrv 4 Cancel application m
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All fields marked with (*) must be completed.

‘ o Desired Exchange Period (] ‘ Personal data

‘ o Emergency contact details

‘ e Language competence

Male  Female ) Undefined

‘ First name *
o Data concerning current
studies
Last name *
o Data concerning planned
studies abroad
‘ Gender *

‘ o Further information

Date of birth (dd.mm.yyyy) *

Place of birth

Country of birth

<-- No choice —>

Nationality *

<-- Please select —>

Do you need a visa? *

yes () no

E-mail address *

Same e-mail address for verification

povered by
“moBILITY

All fields marked with (¥) must be completed.

Desired Exchange Period ‘ )
‘ @ pesired Exchange perio Emergency contact details

e Emergency contact detal First name of your contact person

o Data concerning current

L]
‘ o Personal data o

studies

Last name of your contact person

studies abroad

Relationship
6 Language competence

e Data concerning planned ‘

‘ a Further information

E-mail address of contact person

Phone number of contact person

Please indicate the country code, add a space and then enter the phone number. Example: +43 1234567890

powsred by
“mosILITY
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All fields marked with (*) must be completed.

1 Desired Exchange Period ‘ : )
o s e Data concerning current studies

Personal data

Country of Home Institution *

<

<-- Please select —> v

studies

Home Institution *

Data concerning planned
studies abroad

<-- Please select —> v

Language competence ‘

Further information

2]
3]
o Data concerning current
5]
o)
7]

‘ International Coordinator at the Home Institution

<-- No choice —> v

Last Name of coordinator at home institution (if not listed above)

First Name of Coordinator at home institution (if not listed above)

Gender of coordinator at home institution (if not listed)

() Male () Female

E-mail of coordinator at home institution

Phone number of coordinator at home institution (if not listed)

Please indicate the country code, add a space and then enter the phone number. Example: +43 1234567890

Current level of education at home institution (before exchange) *

<-- Please select —> v

powered by
S moBILITY

‘Continue

All fields marked with (*) must be completed.

Desired Exchange Period o | A n
‘ L Data concerning planned studies abroad
‘ e Personal data o |
‘ e Emergency contact details v | Host country
o Data concerning current Belgium v
. (]
studies
e Data concerning planned Host institution *
sitvifzoaie AECO1 - Association Européenne des Conservatoires (AEC) v
‘ e Language competence |
Level of study during exchange
o Further information

<-- No choice --> v

Field of Study *

<-- Please select > v

Main Instrument / Specific Field of Study *

<-- Please select —> v

powered by
“MmoBILITY
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All fields marked with (*) must be completed.

Language competence

a Personal data ]

‘ e Emergency contact details v Mother tongue *

o Data concerning current < Please select > v
) L]
studies
Language level of instruction at host institution (if not English): *
e Data concerning planned PY ) no knowledge

studies abroad ) Al: Basic user 1

p ) AZ2: Basic user 2
o Language competence (") B1: Independent user 1

: Independent user 2

o Further information

@
N

. C1: Proficient user 1

() C2: Proficient user 2

Language level English

=

Basic user 1

> >
N

Basic user 2

=

Independent user 1

@ w@
N

Independent user 2

0
=

: Proficient user 1

() C2: Proficient user 2

powerad Dy
‘iMclsu.wv ONLINE

All fields marked with (*) must be completed.

‘ e Desired Exchange Period (1] ‘ Further information
‘ 0 Personal data o ‘
‘ e Emergency contact details v ‘ Comments concerning your application
O Data concerning current
) (]
studies
e Data concerning planned °
studies abroad
‘ @ Language competence o ‘

Send registration form and receive e-mail

o Desired Exchange Period [ ]

Declaration of consent

o Personal data

© Emergency contact details | 1 confirm that all details given in the registration form are correct and complete. *

o Data concerning current ®
studies " "
| I consent to the saving of my data according to the privacy policy. *
e Data concerning planned
studies abroad

o Language competence

0 Further information
Declaration of consent

powered by

‘(:oalu'rv-om.mi Previous Send registration form receive e-mail
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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.

Workflowstq 6 JW¢ GG RAcC Uqkt Wl YH2aWWUqt We GGYcel
inputs
Only after filling in the registration forms and creating an account in the system,

applicants have access to the secalled Workflow(s) T 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:

Show further search fields

Search

== PRIMI New Test, Sara New TEST
LII = % SMS INTERNAL, MT TEST
=) SOF, Test

=) 20 e

=) SOP, Test

=2l SOF, Test

FERE SOP, Test Somi
F=El SO, Test
= Test, Ivan
=t TEST. VO

# = TEST SUBJECT, Ivan
¥ == TestSOP, LyliaTest

You have access to the applicant workflow butas 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 byour outgoing students:
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For further help please expand this bar!

~
Applicant details Enable tool icon
Last name(s) NMHtest4 What study period are you applying Full academic year
2
First name(s) NMHtestd Host institul%ﬁ OSLO03 - Norwegian Academy of Music in Oslo
Date of birth 12.12.1990 Host institution
Home institution WEIMARO2 - University of Music Franz Liszt Weimar Host institution
Field of study Music - MUSIC Haost institution
== Necessary steps Done Done on Done by Direct access via following link 10/ 26
= Registration 0/3

Registration Form complete
Confirmation email for registration
Online registration

Please insert all information and upload all required documents before submitting your application.

= Application Form 9/ 1
Withdrawn application (optional) O | want to withdraw my: application
Personal master data completed 18.12.2024 NMHtest4 NMHtestd Complete/confirm personal master data
Photo uploaded 18.12.2024 NMHtestd NMHtest4
Links to your audition material (online audio/video 18.12.2024 NMHtest4 NMHtesi4

recording/artworks - please avoid playlists, upload one
video per box)

al for Home it to go abroad 18.12.2024 NMHtest4 NMHtesi4
(not mentioning any particular destination) entered
Language Certificate uploaded (not compulsory) O Upload language certificate
Transcript of records uploaded 18.12.2024 NMHtest4 NMHtest4
CV uploaded 18.12.2024 NMHtest4 NMHtestd
Application submitted 18.12.2024 NMHtestd NMHtestd

Once your outgoing application has been correctly submitted, your home coordinator will review it and, when complete, transfer it to your desired destinations for evaluation

marked as by the 18.12.2024 Ly Tran

Appli 1
International Office

On the right you have the list of documents to upload and on the left thaetion 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 aaction such as submitting the
application or accept a study offer.

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

! For internal students, the nominationfrom their home coordinatorhappens at the end of the Outgoing
process
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For further help please expand this bar!

~
Last name  PRIMI NEW Field of Study  Music - MUSIC
First name  Sara NEW Host country  Belgium
Date of birth (dd.mm.yyyy) 19.10.1984 Host institution  AECO1 - Association Européenne des Conservatoires (AEC)
E-mail address  sarinaviolinist@hotmall.it What study period are you applying to? Spring semester
‘Country of Home Institution Italy
Home Institution ROMAD9 - Conservatorio Di Musica Santa Cecilia - Roma
alel
= Registration
Registration Form complete
Cenfirmation email for registration
Online registration
Please insert all information and upload all required documents before submitting your application.
External Partner Application
= Before the mobility - Upload and print documents
Withdrawn application (optional) O Lwant to withdraw my application
Personal master data completed 22.08.2024 Sara NEW PRIMI NEW Complete personal master data
Photo uploaded 22.08.2024 Sara NEW PRIMI NEW
Language Certificate uploaded (not compulsory) 22.08.2024 Sara NEW PRIMI NEW
Proof of previous studies / Transcript of records uploaded 22.08.2024 Sara NEW PRIMI NEW
Motivation letter for this destination uploaded 22.08.2024 Sara NEW PRIMI NEW
Media file uploaded 22.08.2024 Sara NEW PRIMI NEW
Upload a media file or insert a link in the next step. Either one or the other are compulsory to submit the application
Media file link entered 22.08.2024 Sara NEW PRIMI NEW
Contact person of emergency entered 22.08.2024 Sara NEW PRIMI NEW
Optional: Answer extra question(s) for this institution 22.08.2024 Sara NEW PRIMI NEW
Recommendation Letter uploaded 22.08.2024 Sara NEW PRIMI NEW
Study plan 22.08.2024 Sara NEW PRIMI NEW
Partner accepted Nomination 23.08.2024 erasmus@conservatoriosantacecilia.it
Application sent to Selection Committee 23.08.2024 Superadmin AEC
Application marked as rejected O
Application marked as accepted 23.08.2024 Superadmin AEC
Study place accepted/rejected Accept/reject the study place
« Deadline for accepting study place : 26.08.2024
Study place rejected by applicant O

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:

B3

Display application |

Master data
workflow

Personal details

Pipeline Study plan Documents (3)

— Desired Exchange Period Open all sub groups Close all sub groups
Type of application  |ncomings ~ OQutgoings *

Type of person  students/Trainees ~ Teachers *

Exchange programme Erasmus SMS -
Academic year 2025/2026 -
What study period are you applying to? \Winter semester -

Deadline for application 04.09.2025

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

/b GGURHCqRYUY WGc¢c ! ¢t IT Wet WOYAGGHIWqUwOWAGIIet JWOY
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:

/f eyl
R —

Filter menu entries. X

No bulk action
Search <-Selectall > ¢ <—Selectall > ¢ < Selectall > » < Select all >
e =S ERIM| Te I T 19.11.1984 Erasmus+ Music AECO1 ROMAOY
# =g SMS INTERNAL, MT TEST 01.01.2000 Erasmus+ Architecture AECO1 DRESDENOS
=40 SOP, Test 17.05.2000 Erasmus+ Music AECOL ANTWERPG2
#HERE () SOP, Test 17.05.2000 Erasmus+ Music AECOL ANTWERPG2
HERE[) SOP, Test 17.05.2000 Bilateral Music AECOL ANTWERPG2
LA=E40)] SOP, Test 17.05.2000 Nordplus Music AECO1 ANTWERPG2
#=RE SOP, Test Somi 01.01.2000 Erasmus+ Architecture AECO1 BADENO1
E4=E40! SOP, Test? 17.05.2000 Erasmus+ Music AECO1 ANTWERPG2
Cl=ES Test, Ivan 01.01.2000 Erasmus+ Design AECO1 LYON24
L= TEST, IVO 18.08.1983 Erasmus+ Music AECOL BUENOS23
7= TEST SUBJECT, Ivan 08.09.2000 Erasmus+ Design AECO1 LYON24
L=k TestSOP, LyliaTest 01.01.1900 Erasmus+ Music AECOL HELSINK42

In the master data tab, you can see the data they input in the Application Form.
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Back

Edit

I

Personal details Pipeline
Type of application

Type of person
Exchange program
Academic year

What study period are you applying to?

Given name(s)
Family name(s)
Gender
Citizenship
Date of birth

E-Mail address
Telephone number

Links to your audition material (online audio/video recording/artworks)

Country of the home institution

Home institution

Field of study

Main Instrument / Specific Field of Study

Current level of education at home institution (before exchange)

International Relations Coordinator

Display application
workflow

Documents (3) E-mails (2)

Incomings QOutgoings

Students/Trainees ~ Teachers
Erasmus-+ -
2024/2025 -
Winter semester -
Test
SOP

Female =~ Male  Undefined
Aland hd
17.05.2000

laura.diethart@sop.co.at
656755767

giuguigiuguguigug

Belgium hd
AECO1 - Association Européenne -
Music -
Ballet Accompaniment -

3rd Year Bachelor (on a4 yearsB... ~

<-- No choice --> -

1 want to apply for exchange at (level of study during exchange)
Country of Host Institution (1st)

1st Year Bachelor (on a 4 years B. -
Armenia -

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:

Confirm completion of uploads

— Selection Committee

Application shared with Selection Committee

Decision of IRC accepted rejected
Date for final acceptance student
Final decision of student accepted rejected

— Partner Nomination

A mE-E3

Nomination accepted by External Partner

Nomination rejected by External Partner

Created by Se: ader

/) on 14.03.2024 14:16:31, last modified by fl

. On@@"

03.04.2024 15:12:06

Time of modification

Changes (Column: 'OLD' on 'NEW')

Imola99 28.03.2024 16:23:34
Imola99 28.03.2024 16:21:33
Imola99 28.03.2024 16:21:29
Imola99 28.03.2024 16:21:14
Imola99 28.03.2024 15:15:06
Imola99 28.03.2024 15:14:51
Imola99 28.03.2024 15:12:01
Imola99 28.03.2024 15:10:24

Internaﬁonal.ofﬁce@#@(

h

25.03.2024 12:20:18

25.03.2024 12:17:28
25.03.2024 12:17:27

U No updates executed!
U No updates executed!
U Free field 5 (boolean): 'false'on ‘true’
U Questionnaire STUDY_PLAN:
Free field 3 (boolean): '0'on '1'
U Free field 2 (text): 'empty’on '
u Free field 3 (text): 'empty' on ‘'https://youtu.be/8L
U Free field 1 (text): 'empty' on 'https://youtu.be/8L
U Personal details completed: 'false'on 'true’
U Free field 7 (boolean): '0'on ‘empty’
Free field 7 (boolean): '0'on ‘1’
U Partner Nomination sent

U Mail sent 8: ‘0'on '1'

(D 11 Records found!
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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:

Allocation of documents Displ

Back || Upload/search

Displ lication | '
Master data Personal details Pipeline 'splay application Study plan Documents (6) E-mails (3)
workflow

Program Erasmus+ .

Study field Music - MUSIC -
Academic year 2024/2025

Home institution BERLINO3 - Universitat der Kiinste Ber... ¥

EEEEE

Host institution LYON24 - Lyon National Conservatoire... ~

Last name, First name, Degreé
Stay from 01.09.2024
Stayto 25.06.2025

B Filename > Upload name ¥ Created by ¥ Created on > Modified by ¥ Modified on ¥

& O E‘ () Pass.jpg Passport Photograph ws 23.02.2024
16:10:11

z ﬁ &) O .Zeugnis_Abitur_1_.pdfzip.icloud Language Certificate —ASEREIEtes  23.02.2024
16:10:34

g ﬁ () Transcript_of Records.pdf Proof of previous studies w 28.02.2024
22:21:11

@ 0 () EMPTINESS Pianc_dtet - Media file AT ETESS 28.03.2024
Full_Score.pdf 00:45:57

@ [ B8 O Let it Be Cover Score 2 - Media file AdSTEFlias  28.03.2024
Full_Score.pdf 00:46:15

& O () Nice_To_Meet_You - Media file freislign £ 28.03.2024
Full_Score.pdf 00:46:50

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

Superadmin AEC Quick search Q m Quick insert... v  English vl yA
Back
Master data ‘ Personal details ‘ Pipeline ‘ Displ;y;ra&;):‘;aﬁon ‘ Study plan Documents (6) m
Program Erasmus+ e E]
Study field n
Academic year v E]
Home institution K 2 Ber... ¥ @
Host institution LY ire.. ¥ m

Last name, First name, Degreew

Stay from 01
Stayto 25
Q Subject ¥ Recipient ¥ Created by ¥ Createdon ¥
@ Confirmation of Application m Yes bewerb 19.02.2024 17:35:02
@i PR \il Wberlin,de Yes ApslcadeETRTE N 20.02.2024 11:51:33
a Confirmation of Registration Mmavl.com Yes ~—sallaegRson 23.02.2024 16:09:23
B 3 Allocations found! A

fOWq6DWAYYt G¢l t WARGUGRUNDAW! YewrcecUW2R 2¢GRADU
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 atPlease note that astudent 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

Thesystem allows you to download reports of applications with application links via
this path:

7 seccmmmiemee
N i

Filter menu entries X

Show 20 v entries

(O  PRIMI NEW Sara NEW sarinaviolinist@hotmail. it Belgium Association Européenne des Co
> Administration
O Test sop laura.diethart@sop.co.at Belgium Association Européenne des Co
Report Incoming
O Test SARA laura.diethart@sop.co.at Belgium Association Européenne des Co
G B T L P O Test BIP laura.diethart@sop.co.at Belgium Association Européenne des Co
O  Test Somi SoP tsogbileg.enkhbayar@sop.co.at  Belgium Association Européenne des Co
O Test Ivan ivan.calfa@sop.co.at France Lyon National Conservatoire of
(0 TEST SUBJECT Ivan ivan.calfa@sop.co.at France Lyon National Conservatoire of
O Incoming 3 Test ivan.calfa@sop.co.at Norway Norwegian Academy of Music ir
(O Incoming 4 Test ivan.calfa@sop.co.at Norway Norwegian Academy of Music ir
(0 SOPtester20250310  SOPtester20250310  krystian.werner@sop.co.at Norway Norwegian Academy of Music ir
O Testsor LyliaTest lylia.mourah@sop.co.at Finland University of the Arts Helsinki
(0 SMS INTERNAL MT TEST maria-teresa.yague@sop.co.at Germany Hochschule fiir Musik Carl Mari
O sop Test2 laura.diethart@sop.co.at Belgium Royal Conservatoire Antwerp -,
O sop Test laura.diethart@sop.co.at Belgium Royal Conservatoire Antwerp -,
O sop Test laura.diethart@sop.co.at Belgium Royal Conservatoire Antwerp -,
O soep Test laura.diethart@sop.co.at Belgium Royal Conservatoire Antwerp -,
O out TEST DLA laura.diethart@sop.co.at Germany University of Music Franz Liszt \
(O PRIMI New Test Sara New TEST sarinaviolinist@hotmail.it Ttaly Conservatorio Di Musica Santa !
O sop Test Somi tsogbileg.enkhbayar@sop.co.at  Austria Paedagogische Hochschule Niet
O TEST SoP tsogbileg.enkhbayar@sop.co.at ~ Albania UNIVERSITETI I ARTEVI

<  C——
| Open page in excel format (classic Style) v '

Trick and Tips: Pipeline Actions that can be undorend acting on behalf of

a partner

If you make mistakes or change your mind about some actions you performed to make

q 6 1J W q applithtion prégtdss, there is a specific place at the bottom of each

ARG RU Béneta Querigsrrdl! Y e Wl IHY NUR A Igdlidva Wihére Yok a LR LU
can undo some actions and also view and delete applications.

The following are the actions you can undo from the General Queries of tleitgoing
Pipeline:
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— General steps

Finalized Mobilities

Overview of Complete Applications View/Export
All current applications (not canceled / cancelled / rejected / completed). Display applications
Cancel applications (force majeure) Cancel applications

Cancelled applications (force majeure)

Cancel applicaEions (cancel) Cancel applications

Cancelled applications (cancelled)

Withdrawn applications Display applications
CORRECT data: complete, incomplete and incomplete email sent Undo/correct criteria
CORRECT data: nomination to partner (internal and external) Undo/correct criteria
CORRECT data: Partners' decision made Undo/correct criteria
CORRECT data: students allocated to final destination Undo/correct criteria

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

— General queries

All applications (not rejected or cancelled) Display applications
Overview of Complete Applications View/Export
Cancel applications (Force Majeure) Cancel applications

Cancelled applications (Force Majeure)

Rejected applications (AEC members) Show application

Rejected nominations (External partners)

Withdrawn applications

(UNDO) Documents reviewed Move student back to review documents
(UNDO) Sent to selection committee Move student back to print the Excel file
(UNDO) Application marked as rejcted by Selection Committee Undo rejection by Selection Committee

(UNDO) Acceptance Letter sent

All applications with application deadline entered

If, for a example, a partner does nateact, but you need their nomination or decision, you can
do it from the relevant pipeline step via actions linkse H#6 W¢ t Wwe HHIGq Wt qa T WUqWR

Complete Applications - Emails to all partners

Nominate again and transfer application to the partner institutions (Students stay in this step for a possibility to

Mominated Applications - Nominate again and Emails to all partners .
renominate again - until one of the partners makes a decision

Mominated Applications - Partners' dedsion pending Display applications and accept student if needed

Delete Applications for GDPR Reasons

You can delete applications following this path and selecting the relevant parameters:
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| e e s

s (| wmr e || wermnr s

e e

~ Applications management
> Registration forms
w Applications
Applications outgoing
Applications incoming
Import applications
Delete applications
> Reports and Exports
> Settings for applications
> Institutional Agreements
> Connect/EWP

> Administration

Cancel selection || Execute selection

Selection masks Save selection mask
Send mail ® Yes O No
Type of application © Incoming © Outgaing
Type of person  ® Student O Teacher / Staff
Program  <-- Select all --> B
Exchange prog (for grant calculation) <- Select all --> +
demic year 2023/2024 .
Semester 4 of 4 selected *
Last name, First name, Degree
Second last name
First name
Date of birth B Today until B Today
Gender OMale O Female O Other
Nationality <-- Select all --> +
Country of the home institution <-- Select all --> )
Home institution <-- Please select home country first --> =
Faculty <-— Select all --> +
Institute  <-- Select all --> %
Subject <-- Select all --> ®
Country of host institution = <-- Select all --> b
Host institution  <-- Please select host country first -> ¢
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System Customisations (for advanced users)

The fdlowing paragraphsexplain some advanced functionalitiesthat you need to

perform if you want to customise the systentOLUN 6 1Jll E9 Kkt We T 2 RAVIWRY WY U
process that all users have in their system and apply as little changes as possible.

Should you need anyrgent and necessarychange, try with the explanation below and

if it does not work please contact Sara atevents@aecmusic.eu. Please note thatr

unless you opt out from the updates of some specific parts of the systemyour

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 iMaster 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

Search Search < Seloct all - | < Selectell -3 o Nochoke ~> ¥ e Nochoke > v | < Selectell -3

# @ ACCEPT_LETTER Acceptance Lettar Al programs Al scademic years  Incoming Both English
\4 i ACCEPT_STUDY IN Accepted Study Place by INCOMING Student Al progras ms All academic years  Incoming Both English

# @ ACCEPTED STUDY PLACE  Accepted Study Piace by Outgaing Student Al programs All scadermic years  Outgoing Both English

i@ ADMISSION_NOTICE MNomination home Al programs Al academic years  Both Both English

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
MNUGGHeqUWUe G A wlls RGTGWAHI et W dWrYUUWDHqRY UL
corresponding process step.
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mailto:events@aec-music.eu

Attachments (0) ) Mail fields (2) ) Gther recipients (0) ) Sent mails (3)

Type of person  Student  Teacher | Staff
Program | All programs
Academic year | All academic years - O®

Faculty |Academy of Architecture, Amsterdam University of the Arts
stitution | Amsterdam University of the Are

Sender ~ Permanent e-mail address
E-Mail address of sender
E-mail address based on signature settings

Recipient  Applicant
Permanent e-mail address
E-mail address of database column
Tnitiator
Person at home institution
Person at host institution
Company
Based on search mask
Function | Incoming and Outgoing Exchange . ~| (2@ &
If there are several people with this function, send e-mailte 5
several recipients

cc  None
Permanent e-mail address
E-mail address of database column
Applicant
E-mail address based on user settings
E-mail address based on signature settings
Person at home institution
Person at host institution

Selection of e-mail template ~ This template  Another template

BCC  None
Permanent e-mail address
E-mail address of database column
Applicant
E-mail address based on user settings
E-mail address based on signature settings
Person at home institution
Person at host institution (7

| Sublect ‘& Student has Accepiad 2 StudvPlaz |
et DEaR Colleaque,

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 mall
qUliGGicquawrc UWAYWEHqR2¢ qlT WH! WHIRHAT RUNDWY U LWaq 6

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 stepsThere
is a wonderful documentby SoP that can help you do this.
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