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GENERATING LETTER
TEMPLATES



Letterheads allow you to...

‘ Generate documents
‘ Automatically personalise documents
‘ Send documents to students and IRCs

... directly in the system




Walk the walk: New letterhead

1. 2. - 5.
CREATE CUSTOMISE FORMAT GENERATE




Let’s create a Letterhead!
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> Get started now!
Institutions

Institutions
Agreements

Intakes

Appforms Starting your application for exchange studies is easier than ever! N
FULL LIST of Institutions

Simply follow these steps: taking part in EASY in

1. Start by clicking "Get started now!" Year 2 and Deadlines
Import subjects 2. Search for the university you are from and click “This is my home institution” 6 Dec 2017
3. Search for the university that you want to go to study in during your Please find below the list of
£ System exchange and click "I want to study here" Institutions who joined EASY in
4. Choose the type and level during your mobility the academic year 2017-18
5. Choose the study period you wish to apply for by clicking on the
Letterheads corresponding "Apply now!” button Read more...

& Import

Administrators
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A4 (ISO 216)
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Customise your letterhead

Letterhead name

Unnamed

This will be wsed as the name of the resulting FOT
file, as well as organizing the letterheads.

Institution

Estonlan Academy of Musica.. =

Please select which institution this letterhead will
be used for.

Language

Thiz will be used for the template as well as any
content markers, Leave emply o use the locale of
Lthe applicant.

Page size

Ad 150 214)

Text size and spacing

Mormnal - Marmmal -

Header style:
#® Mo header
Instance lopo and colour

Custom Image «

Faooter style:
® Mo footer
Instance logo and colour

Custom Image +

& Preview # Content template [# Preview In PO

Talbm, 2017

LOREM IP5UM
Lorem psum oolkT stoamer,

oorERTEnT aUpEChp SR Fusos & mads neaus. Cras INManium SC NS 21 mattE. astiulm sodaks 1R
umia, quis &t o ame condmantum &, Nunc sodaies 1a1s fals. 2 Em at sl haore | iecus alguam congue.
Algumm =i ivchils masss. Bam TisThus v o bulem pisosnst. Morbl feuglat smte a7 aucsor v olipet. WesSlaulm
kmum reanc, hendnen’: i metus saglhts, maksuada Borest sem. Duls vanlails slgem 2, D monous on T
soeerisgus o Muls BOUS &r0s, Commodo nec venlouls &, dapbus sEamet rsus. Sad non TisTige laos.
Irnager LI quam &7 odllo nomam DEndlk.
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laouls risus odn, = v upnate sl irrplla st ames. imeger phareTa facins Bonla. Curahar sollchuiin augus
iquks lorem wiTios: Dow alls. Donec 0 Ihciunt mar s, S5 ams: ubrches B o, Nulkm masis Igus v B rls
porn bor sagitls.
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1. Letterhead Name

Option 1 Option 2
Bad choice!

EAMT

Acceptance
letter




2. Header & Footer

‘ You can upload custom images (JPG, GIF, PNG)

Ideal dimensions: 1600 pixels (w) x 400
pixels (h). Minimum height: 300 pixels.

You might need to edit the image file before
uploading!






Edit the content

& Preview # Content template Preview in PDF

Tallinn, 2017
LOREM IPSUM

Lorem ipsum dolor sitamet,

consecewr adipiscng elit Fusce et maurnis negue. Cras interdum 30 nunc et matis . Vestibulum sodales risus wma,
quis eficiur ane condimentum 3. Munc sodsles Elis &lis. Efam at nis| hendreritlects sliguam congue. Aliguam su
lacinia massa. Mam fris igus westibulum placerat Morbi Bugiatane at auctor wiutpst. Vestibe lem ipsum nung,

hendrentid mets sagiths, maleswads lsorest sem . Duis «ehicels aliguam elit, in rhoncus orior scelensgues . Mulla

lacus eros, commodo nec whicula 2w, dapibus sitametrises . S=d non ristigus laous. Integer wt guam =t odio rutrum
blsndit.

Phaselus ulrides puldnar pharetra. Dones males uada elit nec wlitloborts, sitamet faclisis metws placerat.

Aliguam nulls risus, scelerisque 3 magna ac, lsorestoonseguat erat Fesce necnislwlaugue dignissim inibus.
Fusce molestie lucts diam sed consllis. Munc consecerenim sapien, 2u portiior negue dapibus non. Mauris
izculis risus odio, eu wiputsE nisi fingills sit amet InEeger pharetra Suecibus |acinia. Curabiwr sollictedin augus

quis korem ultrices coneallis . Donec in incidunt mauris, sitametulmices libzro. Nullam matis liguls ¥ nulla
porttior sagits .

Aliguam 3 hendrarit purus. Munc guis mauwris lacinia, vwnenatis elit 3, sligust magna. Quisgue loborts wolutpat risus,
&l bibendum risus dapibus 3. In warivs &l erat viee grawds . Maecenas libero est, Brmentm eu massa in, Fingills
mglestie libero. Quisgue quis matis wlit Dones ultricies pures non tempor interdum. Vesfibulum susdpit ligulaac
enim wehiculs, utmeollis libere enenstis.

Link to Drream App by
This is bold

This isizlic

Some bullstooint:



Edit the content

Insert the relevant text

Locate the
(name, date, study period)

< Replace that data with




Content markers ABC

‘ Elements using data already in the system
‘ Recogniseable by % % symbols
‘ available in EASY



https://docs.google.com/document/d/1GHB9Mza-stZXD9_cU7xYaDXMjqzzs2WXcdgEOiZG2QU/edit

NB! Use the right content markers
without typos!

%,

DearHanneleen Pihlgk Dear%mapplicant-Name,

Yourapplication has been Your application has been
accepted for Student accepted for Student
Mobility at the Estonian ~ Mobility at the Estonian
Academy of Music and  Academy of Music and
Theatre for Fall semester Theatre for %aplication
2018/19 academicTerfxo.




Format the letterhead

& Preview # Content template |5 Preview in PDF

hZ=. Acceptance letter

p=. Tallinn, %edate-davionth™earis

Cear %eapplicant-Namets,

Your application has been accepted for Student Mobility at the Estonian Academy of Music
and Theatre for Yeapplicaticn-academicTermte.

Fleaze be zo kind and 2end me a confirmation whether vou will accept the =tudy place or
not by 1=t of June the latest.

Fleaze =end the confirmation to my e-mail address, erazmuzi@ema.edu.ee. Pleaze alzo
confirm in the EASY application system. Alze, dont forget to inform the Erazmus
Coordinater of vour home institution about vour decizion!

Iore information will later be =zent to studentz who accept their exchange places.

We are looking forward to having vou study at the EAKMT

“Link to EANT website™ http/ivww v ema.edu.eslend



Formatting options

_Italic_




Preview in PDF

& Preview # Content template [5 Preview in PDF < ‘

h2=, Acceptance letter

p=. Tallinn, %date-dayionth™earis

Dear %eapplicant-Mame%s,

our application has been accepted for Student Mobilty at the Estonian Acadermy of Music
and Theatre for %eapplicaticn-academicTerm%.

Fleaze be g0 kind and =end me a confirmation whether vou will accept the study place or
net by 1=t of June the latest.

Fleaze =end the confirmation to my e-mail address, erazsmus@ema.edu.ee. Please alzo
cenfirm in the EASY application svstem. Alze, dont forget to inform the Erazmus
Coordinator of vour home institution about your decizion!

More information will later be zent to studentz who accept their exchange places.

We are looking forward te having vou study at the EANT

"Link to EANT website™ htp:A'www ema.edu.esfen/



+ Save and preview



Let’s generate a letter!

Submitted  Fall semester 2018/19 - @ View ,,F

Offers  Tasks  Exports [}

Erasmus+ student mobility (MA) =2 -

<] EE TALLINMOZ - Fall semester 4§ Erasmus+ MA, exchange @ English

W Estonian Academy of Music and Theatre + Lithuanian Academy of Music
and Theatre

Export -



Click omMAttachments

y

Ci-
External was notified i Message % Attachments &1 Cecs €

# IN: Feedback

@ |M: Sent to committee
IN: Waitlisted
e ® |N: Accepted

Subject  Reply [IN: Accepted] from European Online Applicati

® IN: Rejected Congratulations! Your application has been Accepted for
Erasmus+ student mobility (MA) in Estonian Academy of

IN: Not considered .
Music and Theatre.

T Why are some statuses hidden? _ _
Please be so kind and send me a confirmation whether

you will accept the study place or not by 31st May the
latest. Please send the confirmation to my e-mail address
erasmus{@ema.edu.ee and also confirm your choice in the
EASY application system. And do not forget to inform the
Erasmus Coordinator of your home institution about your
decision!

Freeze application data:

' When offer is confirmed



Generate — edit — Save and generate

«d Send out offer D Journal

Message % Attachments €] Ce-s + Notes

Waiting for nomination o )
Mot visible to applicant

External was notified

OUT: Feedback You can add some documents to be added to the offer letter.
You may also use the Letterheads feature to generate them

® OUT: Sent to committes .
automatically.

& OUT: Rejected

Mominated Acceptance letter EAMT it Generate
® [N: Feedback
® |M: Sent to committee Hnamec & Revert to original
IM: Waitlisted
e @ |MN: Accepted & Upload a file B I L &  HZ = =
® |M: Rejected ~

IM: Mot considered
Acceptance letter

Freeze application data:

Tallinn, 13.09.2018
| When offer is confirmed
Dear Esther Calderdn Morales,

Ranking score: Your application has been accepted for Student Mobility at the Estonian Academy
of Music and Theatre for Academic year 2018/M19.

Please be so kind and send me a confirmation whether you will accept the study

place or not by 1st of June the latest.
Applicant decision:

Flease sendthe confirmation to my e-mail address, erasmus@ema.edu.ee.
Mo decision required Please also confirm in the EASY application system. Also, don't forget to inform
e Advised to decide before: the Erasmus Coordinator of your home institution about your decision!

Required to decide before: More information will later be sent to students who accept their exchange places.



The personalised letter is generated

= Message % Attachments (0 7 Ce-s €

You can add some documents to be added to the offer letter.
You may also use the Letterheads feature to generate them
autormatically.

I:> v |5 Acceptance letter EAMT " Edit X

Unamed ™ Generate

X Upload a file



Now just cc home institution IRC...

Attachments Ce-s
Waiting for nomination i Message @ 1] £ &

External was notified

OUT: Feedback Flease tick the people that need to get a verbatim copy of the

e OUT: Sent to commitiee offer letter when it is sent out to the applicant:

® OUT: Rejected Qutgoing email <easy@aec-music.eu=
Mominated
IN: Feedback Myself <hanneleen@ema.edu.ee>

@ [MN: S5ent to committee

|:> | Home institution <erasmus.resmgranada@gmail.com=
IMN: Waitlisted
e & IN: Accepted debonoa@unimelb.edu.au

#® |N: Rejected

IN: Not considered mijanovicivana8a@gmail.com

Freeze application data:
seres. beata@pte.hu

| When offer is confirmed

javier.herher.Bi@educa.jcyl.es



... and send out!

Walting for nomination & Message ® Attachments ﬂ' @ Ccs ﬂ'

# External wwas notified

OUT: Fesdback You can add some documents to ke added to the offer letter. You
may also use the Letterheads feature to penerate tham

® OUT: Sant to commitles :
autormaticalby.
® OUT: Rejected
e -
s Nominated w*| 0 Acceptance letter EARMT 7 Edit &
® IM: Fesdback
Jnanmed T Generate
@ IM: Sent to commiltbes

# IM: Waitlisted
® IN: Accepted o Upload a file
# IMN: Rejected

# IM: Mot considered

) Mot visible
Only ranking Is vislble

Baoth ranking and score are visible

Save E Confirm & re-semd



Hogwarts is reconsidering their
communication system...




