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1. Aims and objectives of the TCA Resource Centre 

The EC recognised the need of National Agencies (NAs) for an organisation supporting the entire 

lifecycle of TCAs and established the SALTO Education and Training TCA Resource Centre in 2018. 

The aim of the TCA Resource Centre is to 

¶ provide all information about training and cooperation activities (TCAs) in one place, on an IT 

interface. 

¶ provide a user-friendly, collaborative online working site where the NA staff can manage the 

entire process of TCAs from planning, through realisation to evaluation. 

¶ offer (learning and informative) materials, FAQs, outcomes of implemented TCAs, online 

training documents, news, etc. 

¶ provide professional assistance and guidance for high-quality implementation of the 

Erasmus+ programme through TCAs. 

¶ collect and analyse training needs of NA staff to provide relevant training courses. 

¶ explore research needs and carry out studies. 

 

1. Figure: Aims and objectives of TCA RC 

The development of the SALTO E&T website is an ongoing, step-by-step process. The different phases 

are closely related to the lifecycle of TCAs and the steps of development are taken in the order of 

priorities defined by the Commission and the TCA Working Group. The phases are the following: 

Phase 1: TCA initiative and NA partner search.  

Phase 2: TCA announcement for partner search and expression of interest by other NAs. 

Phase 3: TCA announcement to the public, invitation of organisations or individuals. 

Phase 4: Selection of applicants. 

Phase 5: Realisation of the TCA event. 

Phase 6: Evaluation of the TCA and follow-up of the event with participants. 

Phase 7: Statistics to NA Directors; to EC. 
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2. Before use 

There are preferred devices and browsers to use with the SALTO E&T website. 

The website works the best with the newest version of Google Chrome (1920x1080 or 1366x720 

resolution); however, other browsers can be applied as well. When working on the site via Google 

Chrome, all operations systems (Windows, Linux, etc.) can be used. However, it is recommended to 

use devices with wider screens: computers, laptops, and tablets.  

While the front site was a responsive development, in the case of the Activity Management Panel 

(AMP page, see: 5.2), functionality and not responsiveness was the primary goal. Responsiveness 

allows you to display the content of the page optimised for different devices so that it can be easily 

reviewed on mobile, tablet, or after logging on screens of different sizes.  

 If you would like to practice the functions before use, please use the Sandbox 

(https://www.sandbox.salto-et.net/) site developed for this purpose. If you do not have a user 

account yet or have forgotten your login details, please contact us at tca-rc@tpf.hu. 

 Boxes with a light blue circle symbol  can be opened with a mouse click or by hovering the 

mouse over the  icon that reveals informational texts for the given block. 

3. Users 

3.1  User levels, user rights 

The SALTO E&T website provides a service to seven different user groups that can access different 

content on the site after logging in - according to their authority. 

¶ Admins 

¶ TCA Officers 

¶ NA members 

¶ SALTO members 

¶ NEO officers 

¶ Applicants 

¶ Experts 

¶ DG EAC 

The Admin role is limited to the TCA Resource Centre and its IT department. 

A user with TCA Officer authority can create, edit and finalise new TCA, LTA activities before publishing 

them to the public. They can use all the features of the page with active editing rights. 

An NA member user (it is possible to deviate from this on a specific request) can see the activities of 

their own NA (which is also seen by a TCA Officer) but cannot edit them, or see content shared by 

other NAs. 

SALTO member users (this can be changed on specific request) are able to view the activities of the 

National Agency running the (E&T) thematic SALTO (which can be viewed by the TCA Officer and NA 

member), but not to edit them, and to view content shared by other National Agencies. Their editing 

https://www.sandbox.salto-et.net/
mailto:tca-rc@tpf.hu
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rights are limited to the News menu, which means that it is also possible that they create news on the 

website and share them with the appropriate audience. 

A user with NEO Officer (National Erasmus+ Office) authority can create, edit and finalise new TCA, 

LTA activities before publishing them. With active editing rights, they can use all the features of the 

site in the same way as a TCA Officer belonging to a National Agency. 

Applicant users can apply to the announced TCA's after registering on the site, where their country's 

National Agency wishes to send participants. They can also track their applications and complete 

Evaluation and Follow-up questionnaires, among getting other information on the platform. 

Expert users are individuals (e.g. facilitators, trainers, moderators, key speakers etc.) or companies 

(e.g. event service providers) who have been invited to the Expert Pool by NAs, NEOs or SALTOs in 

order to be recommended to others for collaboration in their activities, mainly TCAs and LTAs.  

Experts only have access to the Front page. Like applicants, they can follow events, set up customisable 

notifications and edit their professional profiles. As the process of hiring experts takes place outside 

the website, users with 'expert' privileges cannot apply for TCA to avoid misunderstandings. 

After registration, European Commission users working in the Directorate General for Education and 

Culture (hereinafter: DG EAC) can view the privileged information, processes, and data, displayed on 

the website. 

 Anyone with either of the user rights can apply to an event as a participant in the TCA 

Participant application process through the site - if the user's National Agency/NEO is a sending 

partner for the event. 

3.2  Registration for NA / SALTO / NEO and European Commission colleagues 

Access to certain menu items and functions is subject to logging in, so registration is required for the 

full use of the site. 

A new user account for NA, SALTO and NEO (National Erasmus+ Office) colleagues is created using 

the information described on the registration form. You can get to the form by clicking on the άLog 

inέ button on the SALTO E&T site and then by clicking on the άCreate Accountέ button. 

 

2. Figure: Log in 

https://salto-et.net/login/registration
https://salto-et.net/login
https://salto-et.net/login
https://salto-et.net/
https://salto-et.net/login/registration
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3. Figure: NA staff registration 

The form linked in the text must be filled in.  

Alternatively, a message should be sent from the official e-mail address to the e-mail address tca-

rc@tpf.hu by the colleague who wishes to register or by an already registered colleague with the 

following data so that SALTO E&T colleagues can create a privileged user account. 

The email must contain the following information to create your account:  

¶ Full name 

¶ Email address 

¶ National Agency/SALTO/National Erasmus+ Office name 

¶ Involved sectors (more than one sector can be chosen: SE - School Education, VET - Vocational 

Education and Training, HE - Higher Education, AE - Adult Education, YH ς Youth) 

¶ Position (position at the National Agency/SALTO/ NEO)  

¶ Authority (choose one: TCA Officer, NEO Officer, NA member + editing rights, NA member- 

viewing only, SALTO member or DG EAC)  

o TCA Officer or NEO Officer 

Á Access Level: Editorial rights 

Á Description: As a TCA Officer or NEO Officer, you can edit events, review 

applications, create and send questionnaires, and more. Only colleagues in 

official TCA Officer positions will receive a TCA Officer user account. 

o NA Member 

Á Access Level: Viewing rights by default, with optional editing rights 

Á Description: NA Members can view content managed by TCA Officers but 

ŘƻƴΩǘ ƘŀǾŜ ŜŘƛǘƛƴƎ ǇǊƛǾƛƭŜƎŜǎ. If you need editing access, it can be added upon 

request. Choose this option if you're not an official TCA Officer but might need 

to manage activities on the site. 

mailto:tca-rc@tpf.hu
mailto:tca-rc@tpf.hu
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o SALTO Member 

Á Access Level: Viewing rights with editorial rights for News 

Á Description: SALTO Members can view content managed by TCA Officers. 

!ƭǘƘƻǳƎƘ ǘƘŜȅ ŘƻƴΩǘ ƘŀǾŜ ƎŜƴŜǊŀƭ ŜŘƛǘƛƴƎ ǊƛƎƘǘǎΣ ǘƘŜȅ Ŏŀƴ ŎǊŜŀǘŜ ŀƴŘ ǇǳōƭƛǎƘ 

news items to relevant audiences on the platform. 

 

 Anyone with either of the user rights can apply to an event as a participant in the TCA 

Participant application process through the site - if the user's National Agency/NEO is a sending 

partner for the event. 

After processing the email, on the email address you provided you will receive a system notification 

with the log in details from the Salto-et.net <info@salto-et.net> sender, under the subject άAccess 

to the TCA Officer/NA colleague space of the SALTO E&T Platform (AMP)έ. Please check all folders, 

including the Spam folder.  

To finish the registration process, the user should log in to the SALTO E&T website with the log in 

details provided in the registration email. Upon the first log in, the user should change the default 

password by clicking on the άhis/ her nameέ menu on the top right-hand corner of the page. (For more 

details see the 4. Log in and log out chapter.)  

4. Log in and log out 

4.1  Log in 

Registered users can navigate to the άLog inέ panel by clicking on the άLog inέ button in the upper 

right corner. 

You can enter the interface using username and password, as well as by ticking the captcha. Unable 

to sign in with email address. 

4.2  Change password 

It is recommended that you change the password sent by the system on the first log in. You may 

change it on the main page, in the drop-down menu below as a logged-in user, please click on the 

menu item άusernameέ, which will transfer you to the relevant view of the Activity Management Panel 

(AMP, see 5.2 chapter) page. 

https://salto-et.net/
https://salto-et.net/login
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4. Figure: Profile menu 

Here you can enter the necessary information to change the password in the άChange passwordέ 

window that automatically appears on the right side of the screen. 

 

5. Figure: Change password 

4.3  Log out 

If the user wishes to log out, she/he can do so by pressing the άLog Outέ button on the main page or 

AMP page, which is located in the upper right corner of the screen, at the bottom of the drop-down 

menu of their profile. 
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6. Figure: Log out 

4.4  Request a new password 

In the case of a forgotten password, at the bottom of the window the άForgotten Password?έ appears 

after pressing the άLog inέ button to navigate to the άPassword resetέ block. 

 

7. Figure: Forgotten password 

On the άPassword resetέ block, it is possible to request a new password by filling in the e-mail address 

and captcha by pressing the άRequestέ button. The newly generated password will be sent to the e-

mail address you provided. 

 

https://salto-et.net/login
https://salto-et.net/login/password
https://salto-et.net/login/password
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8. Figure: Password reset  
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5. Structure of SALTO E&T platform 

5.1  Front page 

After opening the https://salto-et.net website, the Welcome page appears on the screen. 

 

9. Figure: Welcome page 

 

 

10. Figure: Top menu 

 

11. Figure: Drop-down menu 

 

https://salto-et.net/
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The following items are displayed in the top menu: 

¶ About Salto E&T:  

o The TCA Resource Centre: Basic information 

o Institutions in E&T: National Agencies, SALTO Resource Centres, European Commission, 

Erasmus+ National Agency directors, TCA Officers, Working Group and Advisory group 

o Colleagues and contact: SALTO Education and Training TCA Resource Centre contact 

o Frequently Asked Questions: FAQ for Applicants, NA members/TCA Officers 

¶ News: News for NA/SALTO/NEO and EC users, Visitors and Applicants 

¶ Events: Show activities in card (Open, Actual, Past, All events) list and calendar view, event 

search  

¶ Tools and Documents: 

o Activity outcomes: a searchable collection of TCA outcomes 

o Erasmus+ documents: useful documents for beneficiaries 

o Documentary: You may find the following categories 

Á Platform related materials,  

Á Trainings and materials for NA members,  

Á Useful documents,  

Á Long-term activities (LTA) documents,  

Á Supporting documents from peers,  

Á Research results and studies,  

Á Working Group related materials,  

Á TCA Officers Meeting (meeting minutes for TCA Officers),  

Á Promotional materials. 

o Analytics: statistics on activities uploaded to the SALTO E&T TCA Platform in a searchable 

format (Menu currently available for advanced users) 

o Glossary: short definitions of TCA-related terms, including terms of the Analytics module 

o Expert pool: The Expert Pool is a database of professionals recommended by National 

Agencies. It includes trainers, facilitators, quality assurance experts, researchers, event 

service providers, and other specialists who can support activities. 

¶ Log in: a user menu is accessible after logging in: 

o The άUsernameέ menu item takes you to the activity management panel (AMP) (The AMP 

is the interface for NA/NEO colleagues for editing and viewing event or application 

information). Also, here you can find the option of password-change. 

o Open AMP (Activity Management Panel): this menu item appears only for advanced users 

and redirects to the AMP page, Visitors/Applicants do not have access to the AMP page. 

This page is created for editing events, managing applications, and obtaining information. 

o My applications: editing surface for the list of applications submitted by the user for 

TCA's. This surface is dedicated to overview the status of the applications both for 

beneficiaries and for TCA Officers/NA members/SALTO members/NEO officers if they 

wish to apply for a TCA as a participant. Evaluation and Follow-up form interface. 

o My followed activities: list of followed activities with export option 

o Notification settings: interface for setting personalised notifications 

o Log out 

¶ Bell icon (logged in users):  

o Notifications: role-based notifications and personalised notifications and reminders can 

be found here  

o Notification settings: interface for setting personalised notifications 

You're required to sign in to see more content on certain menus. 

https://salto-et.net/about_us/
https://salto-et.net/about_us/the_resource_centre
https://salto-et.net/about_us/institutions_in_e_t
https://salto-et.net/about_us/colleagues_and_contact
https://salto-et.net/about_us/faq
https://salto-et.net/AMP/faq
https://salto-et.net/news/
https://salto-et.net/events/
https://salto-et.net/tools_and_docs/
https://salto-et.net/outcomes
https://salto-et.net/tools_and_docs/erasmus_plus_documents
https://salto-et.net/tools_and_docs/documentary
https://salto-et.net/tools_and_docs/analytics
https://salto-et.net/tools_and_docs/glossary
https://salto-et.net/expert_pool
https://salto-et.net/AMP/profile
https://salto-et.net/AMP
https://salto-et.net/events/my_applications
https://salto-et.net/AMP/profile/my_followed_activities
https://salto-et.net/AMP/profile/notification_settings
https://salto-et.net/AMP/profile/notifications
https://salto-et.net/AMP/profile/notification_settings
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5.2  AMP - Activity Management Panel 

The menu can be found on the left side of the AMP page. You can use the  icon at the top of the 

page to collapse the blue menu bar so that you see a larger view of the tables.  

 

 

12. Figure: AMP - menu 

The menu displays the following items: 

MAIN  

¶ Ψb! ŎƻŘŜΩ home: process specific shortcuts; list of 6 latest news (from all news) 

¶ Notifications: role-based notifications and personalised notifications and reminders can be 

found here  

¶ My followed activities: list of followed activities with export option 

¶ FAQ: here you can find the FAQ for NA/NEO colleagues, as well as a FAQ for Applicants, which 

also appear on the main page 

 

 

 

https://salto-et.net/AMP/user/index
https://salto-et.net/AMP/index/index
https://salto-et.net/AMP/profile/notifications
https://salto-et.net/AMP/profile/my_followed_activities
https://salto-et.net/AMP/faq/index
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ACTIVITIES 

¶ New ΨNA codeΩ activity: in this menu item new activities can be created (only with TCA Officer 

or NEO officer privilege, an NA or SALTO member does not see this menu) 

¶ Events (TCA) (Training, support, and contact seminars for potential programme participants 

(TSS) / Thematic activities linked to the objectives, priority target groups, and themes of the 

programme (THO), Activities linked to European-level events (AELE)):  

o ΨNA codeΩ eventsΥ ƛƴ ǘƘƛǎ ƳŜƴǳ ƛǘŜƳ ȅƻǳ Ŏŀƴ ŦƛƴŘ ŀƭƭ ŜǾŜƴǘǎ ŎǊŜŀǘŜŘ ōȅ ǘƘŜ ǳǎŜǊΩǎ ƻǿƴ 

NA/NEO, you can access the event editing surface from here. The contents of this menu 

can be exported in Excel. 

o Public events: a list and datasheet of all events created and published by all NAs/NEOs 

are available here. The contents of this menu can be exported in Excel. Activities can also 

ōŜ ŦƻƭƭƻǿŜŘ ŦǊƻƳ ǘƘƛǎ ƳŜƴǳ ǳǎƛƴƎ ǘƘŜ άCƻƭƭƻǿέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ŀŎǘƛǾƛǘȅϥǎ ά!Ŏǘƛƻƴǎέ ŎƻƭǳƳƴΦ 

During the management process, you can meet with two status of activities: 

Á Activity with an άOnly for NAsέ status can only be seen by the NAs/NEOs and 

exclusively on the AMP. This offers a more detailed datasheet for NA/NEO 

colleagues. 

Á An activity with a άPublic for visitorsέ status can be seen by everyone 

(visitors/applicants, too) and it is displayed on the Front page with a content 

addressed for potential beneficiaries. 

¶ LTAs: (Long-term activities) 

o Ψb! ŎƻŘŜΩ [¢!ǎΥ ƛƴ ǘƘƛǎ ƳŜƴǳ ƛǘŜƳ ȅƻǳ Ŏŀƴ ŦƛƴŘ ŀƭƭ [¢!ǎ ŎǊŜŀǘŜŘ ōȅ ǘƘŜ ǳǎŜǊΩǎ ƻǿƴ 

NA/NEO. You can access the activity editing surface from here. The contents of this menu 

can be exported in Excel. 

o Public LTAs: a list and datasheet of all LTAs created and published by all NAs/NEOs are 

available here. The contents of this menu can be exported in Excel. Activities can also be 

ŦƻƭƭƻǿŜŘ ŦǊƻƳ ǘƘƛǎ ƳŜƴǳ ǳǎƛƴƎ ǘƘŜ άCƻƭƭƻǿέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ŀŎǘƛǾƛǘȅϥǎ ά!Ŏǘƛƻƴǎέ ŎƻƭǳƳƴΦ 

During the management process, you can meet only one status of activities, as LTAs are 

not published to Visitors, only through TCAs: 

Á !ŎǘƛǾƛǘȅ ǿƛǘƘ ŀƴ άOnly for NAsέ ǎǘŀǘǳǎ Ŏŀƴ only be seen by the NAs/NEOs and 

exclusively on the AMP. This offers a more detailed datasheet for NA/NEO 

colleagues. 

 

APPLICATIONS & PARTNERSHIP 

¶ TCA Partner Applications: 

o ΨNA codeΩ as Organiser NAΥ ǘƘƛǎ ƳŜƴǳ ƭƛǎǘǎ ŜǾŜƴǘǎ ƻǊƎŀƴƛǎŜŘ ōȅ ǘƘŜ ǳǎŜǊΩǎ ƻǿƴ b!/NEO, 

which were or currently are open for partner application and other NAs/NEOs have been 

applied for it as partners. You can also access the άaŀƴŀƎŜ tŀǊǘƴŜǊ !ǇǇƭƛŎŀǘƛƻƴόǎύέ 

module from here where you can assess potential partner applications. 

o ΨNA codeΩ as Partner: this is where all events are listed for which our office has submitted 

a partner application. You can view the form/datasheet of the event, the submitted 

partner application(s) and its/their evaluation. 

o Open for TCA Partner Application: this menu item contains άopenέ events that are 

currently open for partner application and NAs/NEOs can still apply as partners. The 

event datasheet is available here, from where you can submit your partner application. 

 

 

https://salto-et.net/AMP/activity/add
https://salto-et.net/AMP/event_single/event_index
https://salto-et.net/AMP/event_single/event_index_public
https://salto-et.net/AMP/
https://salto-et.net/
https://salto-et.net/AMP/lta_activity/lta_index
https://salto-et.net/AMP/lta_activity/lta_index_public
https://salto-et.net/AMP/partner_application/index_partner_app
https://salto-et.net/AMP/partner_application/index_as_partner
https://salto-et.net/AMP/partner_application/index_open_partner_app
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¶ TCA Participant Applications: 

o ΨNA codeΩ Receiving Participants: in this menu item, you can find all events organised by 

our NA/NEO, for which we have already received a list of applicants to be assessed from 

the sending NAs/NEOs (via online application on the SALTO E&T website). You can access 

the άManage Receiving Participantsέ block from here. 

o ΨNA codeΩ Sending Participants: this menu item contains all events for which our NA/NEO 

as a sending partner has already received applications to assess. You can find the 

άManage Sending Participantsέ block from here. 

o Open for TCA Participant Application: this menu item contains all events that are open 

for participant application, it is possible to apply to them online on the website. The event 

form is available here.  

¶ LTA Partner Applications: 

o Ψb! ŎƻŘŜΩ ŀǎ /ƻƻǊŘƛƴŀǘƻǊ: Manage Activity Connections: This menu shows LTAs of the 

user's own National Agency/NEO that are/were open for connecting activities and have 

received connection requests from other National Agencies/NEOs. Users can also access 

the άaŀƴŀƎŜ !ŎǘƛǾƛǘȅ /ƻƴƴŜŎǘƛƻƴǎέ module here to review potential TCA connection 

requests. 

o Ψb! ŎƻŘŜΩ ŀǎ [¢! /ƻ-organising Partner: This menu displays LTAs in which your National 

Agency (NA)/ NEO is a co-organising partner (LTA coordinator has added our NA as a Co-

organising partner). From here you can access the LTA's profile, details of the Co-

organising partnership and TCA connections. 

o Ψb! ŎƻŘŜΩ {ƛƴƎƭŜ ŀŎǘƛǾƛǘƛŜǎ ŎƻƴƴŜŎǘŜŘ [¢!ǎ: list of TCAs from your NA/NEO that are 

connected to an LTA. You can view the form/datasheet of the connected TCAs, LTAs and 

the details of the TCA connections and Co-organising partnership. 

o LTAs open for connecting activities: ǘƘƛǎ ƳŜƴǳ ƛǘŜƳ Ŏƻƴǘŀƛƴǎ άƻǇŜƴέ [¢!ǎ ǘƘŀǘ ŀǊŜ 

currently open to connect TCAs. The LTA datasheet is available here, from where you can 

submit your TCA connection request. 

 

FEEDBACK 

¶ Evaluation: 

o Ψb! ŎƻŘŜΩ 9Ǿŀƭǳŀǘƛƻƴ: this menu shows events for which an evaluation form can be 

created by the Organiser NA/NEO. Here you, as an Organiser TCA Officer/NEO officer can 

create the evaluation form and view the received answers. 

o Ψb! ŎƻŘŜΩ 9Ǿŀƭǳŀǘƛƻƴ ŀǎ {ŜƴŘƛƴƎ b!: this menu shows the events to which your NA/NEO 

sent applicants via the website and an evaluation form can be prepared by the Organiser 

NA/NEO. Here you as a sending partner can view ȅƻǳǊ ŀǇǇƭƛŎŀƴǘǎΩ ǊŜǎǇƻƴǎŜǎΦ  

¶ Follow up: 

o Ψb! ŎƻŘŜΩ Cƻƭƭƻǿ ǳǇ ŀǎ {ŜƴŘƛƴƎ ǇŀǊǘƴŜǊ: this menu shows events for which a follow up 

form can be created by Sending NA/NEO. Here you as a Sending partner TCA Officer/NEO 

officer can create the follow up form and view the received answers. 

o Ψb! ŎƻŘŜΩ Cƻƭƭƻǿ ǳǇ ŀǎ hǊƎŀƴƛǎŜǊ b!: this menu shows the events organised by your 

NA/NEO for which a follow up form can be prepared. Here, as a colleague of the Organiser 

NA/NEO, you can view the responses received to the follow up forms sent by various 

Sending partners. 

 

 

https://salto-et.net/AMP/activity_application/receiving_participants
https://salto-et.net/AMP/activity_application/sending_participants
https://salto-et.net/AMP/activity_application/index_open_activity_app
https://salto-et.net/AMP/lta_connection/index
https://salto-et.net/AMP/lta_partner/index
https://salto-et.net/AMP/lta_connection/index_as_partner
https://salto-et.net/AMP/lta_connection/index_open_connection
https://salto-et.net/AMP/evaluation/index
https://salto-et.net/AMP/evaluation/index_as_sending
https://salto-et.net/AMP/followup/index
https://salto-et.net/AMP/followup/index_as_org
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TOOLS 

¶ News: 

o Ψb! ŎƻŘŜΩ bŜǿǎ: in this menu you can create, edit and publish news for the beneficiaries 

and the platformΩǎ TCA community (NA/SALTO/NEO, DG EAC users). The news previously 

created by the user's NA/NEO can also be found here. 

 

¶ Activity Outcomes: 

o Ψb! ŎƻŘŜΩ !ŎǘƛǾƛǘȅ hǳǘŎƻƳŜǎ: this menu shows all events of our NA/NEO for which 

Outcomes has been uploaded on the website. You can access the surface where you can 

edit the Outcomes block and the event itself from here. 

o Public Activity Outcomes: this menu shows all events for which National 

Agencies/National Erasmus+ offices have uploaded Outcomes. You can view the event 

datasheet and the Outcomes block for the event here. 

¶ My Network:  

o ΨNA codeΩ applicants: here you can find the list of registered applicants who selected the 

ǳǎŜǊΩǎ b!/NEO as a Sending National Agency/National Erasmus+ Office when registering 

on the website. NAs/NEOs see applicants belonging to their own NA/NEO here. You can 

view their full registration form and you can also verify the applicant (optional, does not 

affect the operation). The table can be exported in excel format. 

o TCA colleagues: here you can find the name, contact details and profiles of privileged 

users with the following authorities: TCA Officer, NA member, SALTO member, NEO 

officer, DG EAC colleagues, Admins -SALTO E&T colleagues). The table can be exported in 

excel format. 

o WG members: an introduction of WG (Working Group) members can be viewed in this 

menu item, including photos. 

¶ Experts: 

o Ψb! ŎƻŘŜΩ ƛƴǾƛǘŀǘƛƻƴǎΥ in this menu, expert invitation links can be created and previously 

created invitations, along with their status, are listed.  

o Ψb! ŎƻŘŜΩ ŜȄǇŜǊǘǎ: this is where the experts invited by the NA and registered on the site 

are listed, alongside the public status of their profiles and user status. 

o My expert recommendations: this is a menu item that is visible to TCA/NEO officers and 

SALTO members. It lists and allows the editing of recommendations submitted by you to 

experts. 

UTILITIES 

¶ Settings: 

o Profile: this menu item provides access to the partially editable user datasheet and 

password change. 

o Logout 

¶ Back to Homepage: you will be redirected to the main page by clicking here. 

 

There are also useful icons at the top of the page. From left to right: 

 collapses the blue menu bar   

collapses the white menu bar in menus where the blue menu bar is accompanied by a white 

menu bar, e.g. Activity Edit menus 

https://salto-et.net/AMP/news/index
https://salto-et.net/AMP/activity_outcomes/index
https://salto-et.net/AMP/activity_outcomes/index_public
https://salto-et.net/AMP/user/applicants
https://salto-et.net/AMP/user/na_members
https://salto-et.net/AMP/colleagues/index
https://salto-et.net/AMP/expert/index
https://salto-et.net/AMP/expert/expert_index
https://salto-et.net/AMP/expert/my_expert_recommendations
https://salto-et.net/AMP/profile/index
https://salto-et.net/AMP/logout/index
https://salto-et.net/
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notifications: the red dot indicates unread notifications 

   user manual: continuously updated PDF for National Agencies and Applicants 

glossary: terms and definitions of the TCA ecosystem   

   opens a drop-down menu for the logged-in user, e.g. Profile 

 

 Boxes with light blue symbols  can be opened with a mouse click or by hovering the mouse 

over the  icon that reveals informational texts for the given block. 

6. User list 

The list of users is available on the AMP site under the άMy Networkέ menu item. 

Users: 

¶ Registered applicants (listed under the given sending NA/NEO) 

¶ TCA Officers 

¶ NA members 

¶ SALTO members 

¶ NEO officers 

¶ DG EAC colleagues  

¶ SALTO E&T TCA RC colleagues (admins) 

 

13. Figure: AMP/ My network 

 

https://salto-et.net/AMP/
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6.1  ΨNA codeΩ applicants 

If you would like to see the list of Applicants belonging to your NA/NEO, you can access it by clicking 

on the άΨNA codeΩ applicantsέ submenu item under άMy Networkέ menu on the AMP page.  

The registration process enables the users to select their NA/NEO as a Sending National 

Agency/National Erasmus+ Office. 

The menu displays the following searchable columns, beside the general search field:  

¶ First name 

¶ Last name 

¶ Username 

¶ Email 

¶ Sector 

¶ Status 

¶ Verified? 

¶ Action 

 

14Φ CƛƎǳǊŜΥ [ƛǎǘ ƻŦ Ψb! ŎƻŘŜΩ !ǇǇƭƛŎŀƴǘǎ 

In the Action column, you can click on the eye icon to navigate to the detailed view of the Applicant's 

form. Click on the asterisk icon to verify the Applicant (optional, it does not affect the operation. For 

details, see 6.2 Applicant verification). 

Click on the ά9ȄǇƻǊǘέ ōǳǘǘƻƴ to download the table in excel format. 

 

https://salto-et.net/AMP/user/applicants
https://salto-et.net/AMP/
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15. Figure: Action icons 

The detailed view of the Applicant's profile shows the personal and organisational data. 

 

16. Figure: Applicant detail view 

6.2  Applicant verification 

Registered applicants can be possibly approved by the given National Agency/National Erasmus+ 

Office.  

 Please note that this approval process is not the same as the event application approval. 

The approval of the applicants is indicative (does not affect the system processes or restricts the 

applicant from applying for an event). It helps NA/NEO colleagues separate applicants they 

approve from potentially inappropriate or problematic applicants. 
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Applicants can be approved in the άMy network/ ΨNA codeΩ applicantsέ menu item 

¶ by clicking on the eye icon in the ƭƛƴŜ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ name, after opening the registration 

form, by pressing the  button in the lower-left corner of the page  or  

¶ by clicking on the asterisk icon in the άActionέ column found in the end of the line of the given 

ŀǇǇƭƛŎŀƴǘΩǎ ƴŀƳŜΦ 

By pressing the button or the asterisk icon once, you can approve the participant or you can reject 

her/him by pressing the button/clicking on the asterisk again. 

 

17. Figure: Verify applicant 

Until approval is granted for a certain applicant, a clock icon   appears next to the applicant's name 

or in the άVerified?έ column, depending on the menu item, which means that the status of the 

applicant is άPendingέ. 

After approval, the applicant receives a green icon,  stating άVerifiedέ. 

In case of rejection, a red crossed-out circle icon   appears next to the applicant's name, meaning 

that ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ǎǘŀǘǳǎ ƛǎ άRejectedέ. 

6.3  TCA Colleagues 

You can access the list of advanced users registered on SALTO E&T by clicking on the άTCA Colleaguesέ 

menu item under άMy Networkέ on the AMP site. 

Looking through the list of TCA Colleagues, you can see the following columns, completed with 

general search and column search function:  

¶ Name 

¶ National agency 

¶ Email 

¶ Sector 

¶ Working Group 

https://salto-et.net/AMP/user/applicants
https://salto-et.net/AMP/user/na_members
https://salto-et.net/AMP
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¶ Authority 

¶ Additional information 

¶ Last log in (this will help you find the active NA colleagues)  

¶ Action 

 

18. Figure: List of TCA Colleagues 

In the "Action" column, click on the eye icon to navigate to the detailed profiles of colleagues in the 

National Agencies, Erasmus+ National Offices, DG EAC or SALTO E&T Resource Centre. The profile 

information provided by the colleague will be displayed on their profile page. 

Click on the ά9ȄǇƻǊǘέ ōǳǘǘƻƴ to download the table in excel format. 

6.4  WG members 

Under the menu item άMy Networkέ on the AMP page, you can see the introduction of Working 

Group members in the άWG membersέ menu item, including photos. 

A brief introduction of WG members is also available from the main page via the link in the menu 

item άAbout us SALTO E&T/ Institutions in E&T/ Working Groupέ (after login).  

 

https://salto-et.net/AMP/
https://salto-et.net/AMP/colleagues/index
https://salto-et.net/about_us/working_group_members
https://salto-et.net/about_us/institutions_in_e_t
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19. Figure: WG members 

7. Notifications 

The interactive guide below will guide you through the notification settings. It also provides useful 

information about messages to applicants and how to follow events.  

Click on the image to open the guide. 

 

 

Upon logging in for the first time, a notification will appear prompting you to the availability of 

customisable notifications, which can be ŎƻƴŦƛƎǳǊŜŘ ǿƛǘƘƛƴ ǘƘŜ άNotification Settingsέ ƳŜƴǳ. 

Login, click the bell icon in the header of the Front and AMP page to see the last five notifications. 

In the header of the drop-down menu, click the gear icon to ƻǇŜƴ ǘƘŜ άNotification Settingsέ ƳŜƴǳ. 

/ƭƛŎƪ ƻƴ ά{ŜŜ ŀƭƭ ƴƻǘƛŦƛŎŀǘƛƻƴǎέ at the bottom of the drop-down menu ǘƻ ŀŎŎŜǎǎ ǘƘŜ άNotifications 

menuέ on the AMP page. The άbƻǘƛŦƛŎŀǘƛƻƴǎ ƳŜƴǳέ ƛƴŎƭǳŘŜǎ ŦƛȄŜŘ role-based notifications, 

https://salto-et.net/AMP/profile/notification_settings
https://salto-et.net/AMP/profile/notification_settings
https://salto-et.net/AMP/profile/notifications
https://salto-et.net/AMP/profile/notifications
https://view.genially.com/67a0d1d336bcf71966697bba
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customisable notifications and reminders. A red dot above the bell indicates if there are unread 

notifications. 

 

 

20. Figure: Notifications 

The άNotifications menuέ is also available from the blue menu bar on the AMP page. Clicking on 

άNotificationsέΣ the notifications appear in list view. To open the notification, click the green plus 

sign. Unread notifications are indicated by a red dot that turns grey when opened. 

You can delete notifications one at a time by clicking the trash icon in the bottom right corner of the 

open notification. 

You can search for notifications based on their subject.  

  

 

21. Figure: Notifications view 

https://salto-et.net/AMP/profile/notifications
https://salto-et.net/AMP/profile/notifications
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7.1  Notification settings 

In the top-right corner of the άNotifications menuέ, you will find a άNotification settingsέ ōǳǘǘƻƴ 

which you can click to access the customisable notification settings menu. 

The άNotification settingsέ menu is also accessible via the gear icon in the drop-down menu header 

below the bell icon, and from the drop-down menu below the user's name on both the Front and 

AMP pages. 

This interface allows each advanced user to configure the types of notifications and reminders that 

are relevant to them.  

 Please note that the fixed role-based notifications related to the user's tasks, e.g. notifications 

related to partner applications or applicant processing, cannot be personalised and will always 

be sent to the appropriate recipients. 

 The notifications that can be personalised are the following: 

¶ News notifications: Tick these to be notified when a new news item is published on the site. 

Separately, you can choose to receive notifications for news published for everyone and/or 

news for advanced users only. 

o News publishing (for visitors and registered users) 

o News publishing (only for TCA Officers, NA members & DG EAC) 

 

¶ Activity notification: These can be set to notify you when a new TCA is published on the AMP 

page for National Agencies and/or on the Front page for applicants. 

o New TCA published - ǾƛǎƛōƭŜ άhƴƭȅ ŦƻǊ b!ǎέ ό!atύ 

o New TCA published for applicants 

 

¶ LTA/RT-LTA notification: If you tick this box, you will be notified when a new LTA or RT-LTA 

(research type activity) is published on the AMP page. 

o New LTA published 

 

¶ Outcomes notification: If this is checked, the system will notify you when an Outcome is 

uploaded to a TCA or RT-LTA. 

o New Outcome 

You can also use this panel to set reminders for the activities you are following. For more information 

on the following activities, see the relevant chapter 14. Following activities. 

Followed activity reminders: 

¶ TCA Partner application reminders: By ticking the checkboxes in this category, you will be 

notified of important partner application deadlines related to the events you are following. 

For example, 7 days before the application opens, the day of the opening, 7 days before the 

co-organising or sending partner (booking places) application deadline and the day of the 

deadline. 

o Reminder: Partner application opens (7 days earlier) 

o Reminder: Partner application is opened 

o Reminder: Deadline of co-organising partner application (7 days earlier) 

o Reminder: Deadline of co-organising partner application (on the same day) 

o Reminder: Deadline of booking places (7 days earlier) 

https://salto-et.net/AMP/profile/notifications
https://salto-et.net/AMP/profile/notification_settings
https://salto-et.net/AMP/profile/notification_settings
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o Reminder: Deadline of booking places (on the same day) 

 

¶ TCA Participant application reminders: This is where you can add reminders for the 

participant application deadlines. These can be useful for promotion or NA staff application. 

Reminders are provided 7 days before the opening of applications and on the opening day, 

and 7 and 1 days before the closing date. 

o Reminder: Participant application opens (7 days earlier) 

o Reminder: Participant application is opened 

o Reminder: Application deadline (7 days earlier) 

o Reminder: Application deadline (1 day earlier) 

 

¶ LTA / RT-LTA Partner application reminders: In this section, you can set notifications related 

to followed LTAs and RT-LTAs, 7 days before the opening of the partner application (TCA 

connection), when the opportunity to connect TCAs opens, 7 days before the connection 

deadline and the day of the deadline. 

o Reminder: Partner application opens (7 days earlier) 

o Reminder: Partner application is opened 

o Reminder: Deadline of Connection (activities) (7 days earlier) 

o Reminder: Deadline of Connection (activities) (on the same day) 

These notifications can be turned on and off at any time, and changes can be saved by pressing the 

ά{ŀǾŜέ ōǳǘǘƻƴ in the bottom right corner. 

The άbƻǘƛŦƛŎŀǘƛƻƴǎέ ōǳǘǘƻƴ in the top right corner ǘŀƪŜǎ ȅƻǳ ǘƻ ǘƘŜ άNotifications menuέ. 

 

22. Figure: Notification settings  

https://salto-et.net/AMP/profile/notifications
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8. TCA lifecycle 

The lifecycle of TCA activities has 5 statuses. The 5 statuses are: 1. Not public/draft, 2. Only for NAs, 

3. Public for visitors, 4. Realised, 5. Cancelled. All statuses are related to the WP (Work Programme) 

phase. It is worth creating and thinking about the specific activities based on these statuses. The 

website does not display all statuses by its name, but its functions use the statuses to guide the event 

through the TCA lifecycle. 

 

 

23. Figure: Cycle of event statuses 

Please see below the cycle of the event statuses with all possible scenarios: 

a) Regular TCA lifecycle 
 

 

 

24. Figure: Regular TCA lifecycle 

b) TCA lifecycle without open partner application (same as the regular lifecycle, only the partner 

application process is not opened for the event) 

 

 

25. Figure: TCA lifecycle without open partner application 
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c) Cancelled TCA lifecycle 

 

26. Figure: Cancelled TCA lifecycle 

The following table shows the entire list of event statuses and their WP phasesΦ Lƴ ǘƘŜ ŎŀǎŜ ƻŦ άhƴƭȅ 

ŦƻǊ b!ǎέ ǎǘŀǘǳǎΣ ǘƘŜ ƛŘŜŀƭ ¢/! ŜǾŜƴǘ ǎƘƻǳƭŘ Ǝƻ ǘƘǊƻǳƎƘ ŀƭƭ ²t ǇƘŀǎŜǎ ōŜŦƻǊŜ ƭŀǳƴŎƘƛƴƎ ƛǘ ǘƻ ǘƘŜ ǇǳōƭƛŎΦ 

When using Cancelled status, it should be decided which WP phase is relevant. 

Status  WP phase Real time activities 

 Not public/ Draft Not added to WP yet Offline and/or online event planning 

 Only for NAs 

Not added to WP yet/  

Added to WP/  

Accepted by EC  

Planning continuation and dividing tasks 
among partners (status modification on 
Platform).  
The planned event is included in the WP 
submitted to the EC (WP phase 
modification on Platform). EC accepts the 
WP (WP phase modification). Inviting 
NAs/NEOs to send participants.  
Most details are finalised, the event 

organisation is progressing well.  

Public for visitors Accepted by EC  

The event is open for visitors to apply 
(status modification).  
Assessment of applications, selection of 
applicants, grant agreements, travel 
arrangements.  
Preparation of participants.  

Implementation of the event.  

Realised Accepted by EC  

Results uploaded to the Platform 

(automatic status modification). Event 

follow-up.  

Cancelled 
Added to WP but cancelled/ 

Was not added to WP  

Event planning/organisation failed, or 
event was not accepted by EC or 
event was finally not added to the WP. 

 

8.1  άbƻǘ ǇǳōƭƛŎέ ƻǊ άŘǊŀŦǘέ ǎǘŀǘǳǎ 

The default status of a newly created event is άNot publicέ which is a draft, internal version. You can 
see the status in the ά²Ƙƻ Ŏŀƴ ǎŜŜ ǘƘƛǎ ŜǾŜƴǘΚέ block. This status is the least visible from all the event 
statuses, as only the Organiser NAs/NEOs can see its content.  
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 It is important to know that only the Organiser NA/NEO can edit this part. Events ǿƛǘƘ άƴƻǘ 

ǇǳōƭƛŎέ ǎǘŀǘǳǎ cannot be seen on the front page. Also on the AMP page, only the colleagues of 

the organiser NA/NEO can see it. 

8.2  ¢ƘŜ άhƴƭȅ ŦƻǊ b!ǎέ ǎǘŀǘǳǎ 

If an Organiser NA/NEO wishes to find partners for its TCA, this National Agency/National Erasmus+ 

Office can make it visible for all NAs/NEOs by selecting the άhƴƭȅ ŦƻǊ bAǎέ ǇǳōƭƛŎ ǎǘŀǘǳǎ ƛƴ ǘƘŜ ά²Ƙƻ 
Ŏŀƴ ǎŜŜ ǘƘƛǎ ŜǾŜƴǘέ ōƭƻŎƪ (Overview section). When using this status, it is possible for other NAs/NEOs 

to join as co-organisers and/or sending partners.  

 It is important to know that only the Organiser NA/NEO can edit this part. This event is not 

visible on the Front page, only on the AMP site. 

8.3  ¢ƘŜ άtǳōƭƛŎ ŦƻǊ ǾƛǎƛǘƻǊǎέ ǎǘŀǘǳǎ 

After the EC has approved the TCA and the Organiser NA/NEO wishes to make the event public, it sets 
the status to άtǳōƭƛŎ ŦƻǊ ǾƛǎƛǘƻǊǎέ ƛƴ ǘƘŜ ά²Ƙƻ Ŏŀƴ ǎŜŜ ǘƘƛǎ ŜǾŜƴǘέ ōƭƻŎƪ (Overview section). The 

activity therefore will be public for NAs/NEOs and for all visitors of the website whether or not they 

registered on the site. There will also be a public and a restricted version of the event template so that 
personal information of TCA Officers and NAs will not appear to the wide public (Front page). The 
main action to make in this status is the online application of potential beneficiaries.  

 Please note that restricted content about events is displayed on the Front page (content that is 

relevant to visitors/applicants), and a more detailed datasheet is displayed on the AMP page, 

containing all relevant information about the event for NAs/NEOs. 

8.4  άwŜŀƭƛǎŜŘέ ǎǘŀǘǳǎ 

After the event ended, its status automatically changes to άwŜŀƭƛǎŜŘέ. Fields that can be edited by the 
Organiser NA/NEO after the realisation of the event are the ά9Ǿŀƭǳŀǘƛƻƴέ, the άCƻƭƭƻǿ ǳǇέ, the 

άhǳǘŎƻƳŜǎέ and the άDƻƻŘ tǊŀŎǘƛŎŜέ sections. Organiser NAs/NEOs are kindly asked to upload TCA 
outcomes to the platform to share their experience of the organisation. 

8.5  ά/ŀƴŎŜƭƭŜŘέ ǎǘŀǘǳǎ 

In case a TCA cannot be realised, it is obligatory to change the event status to ά/ŀƴŎŜƭƭŜŘέ, so 
interested parties (partner NAs/NEOs, participants) will be informed. TCA is visible for users in all 
NA/NEO groups depending on the current status of the event (Not public, Only for NAs, Public for 

Visitors).  

On the main page, for the logged-in users in the άaȅ !ǇǇƭƛŎŀǘƛƻƴǎέ ƳŜƴǳΣ cancelled events are also 

listed for which the user has already applied. Cancelled events receive a  label on the 
Front page on all interfaces where the events appear. The colour of the event card becomes gray as 
well. 

On the AMP site, a  label can be seen next to the title of the cancelled event. 
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9. TCA activities and actions 

9.1  New Activity on The AMP (New ΨNA codeΩ Activity menu) 

You can create a new activity on the AMP site in the άbŜǿ Ψb! ŎƻŘŜ¡ activityέ menu item, which is 

located in the blue menu on the left. After clicking on the menu item, a form appears containing four 

mandatory fields (Title, Short title, Type of activity, Budget year (except at LTA)).  

You can use the άwŜǎŜǘ ŦƻǊƳέ button to empty the fields that have been filled in. 

Three fields cannot be changed later in relation to Activities (they turn into gray inactive fields after 

saving): 

¶ Reference number (generated automatically by the system) 

¶ Type of activity 

¶ Budget year 

 

 Please note that if you consider these data incorrect, it is advisable to delete the event and 

create a new datasheet. Once this data has been saved, only an Administrator will be able to 

delete the activity from the system. Please contact us at tca-rc@tpf.hu in this case. 

(Budget year: Each year, the National Agency shall prepare the planning of TCA to be realised in the 

following yearly period of 1 January N till 31 December N+1. The TCA planning shall be drafted 

following the template and the Specifications for the National Agency Work Programme provided by 

the Commission for the given budget year.) 

 

 

27. Figure: Add new activity 

Pressing the ά!ŘŘέ ōǳǘǘƻƴ creates the activity, and then you see the άOverviewέ view of the activity 

you created. 

 

https://salto-et.net/AMP/activity/add
mailto:tca-rc@tpf.hu
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28. Figure: TCA event - Overview 

9.2  Editing TCAs 

In order to edit an existing event, you have to go to the άEvents (TCA) /  ΨNA codeΩ eventsέ ƳŜƴǳ item 

and either click on the reference number of that certain event or in the row of the event in the 

άActionsέ column you have to click on the άEdit eventέ icon. 

 

29. Figure: Edit activities 

The event appears then in the άhǾŜǊǾƛŜǿέ ǾƛŜǿ and its editing menu bar can be found on the left. 

Here you can enter or modify different data and information of the event. This menu is used for 

approving applications, and questionnaires related to the event can be edited here as well. 

 

https://salto-et.net/AMP/event_single/event_index
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 After creating the event, the following fields cannot be modified: άwŜŦŜǊŜƴŎŜ ƴǳƳōŜǊέ, ά¢ȅǇŜ 

ƻŦ ŀŎǘƛǾƛǘȅέ and ά.ǳŘƎŜǘ ȅŜŀǊέ. 

The other fields in the άhǾŜǊǾƛŜǿέ and ά.ŀǎŜ Řŀǘŀέ ǎŜŎǘƛƻƴǎ can be modified until the ending 

date of the event (realisation) or until cancellation.  

In the άTCA tŀǊǘƴŜǊ !ǇǇƭƛŎŀǘƛƻƴέ and άTCA Participant Applicationsέ sections, the fields can 

also be modified until the event is realised or cancelled, if the event is in the appropriate 

status όάhƴƭȅ ŦƻǊ b!ǎέΣ άtǳōƭƛŎ ŦƻǊ ±ƛǎƛǘƻǊǎέύ. The exception to this is the additional questions 

ƻŦ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ CƻǊƳέ, as they cannot be modified if the TCA Participant application is 

already open, and they become permanently unmodifiable once an applicant starts filling out 

the form. 

The following blocks are an exception to the above rule: The άDƻƻŘ ǇǊŀŎǘƛŎŜέ block, as it can 

be edited both during and after the event; the άhǳǘŎƻƳŜǎέ, the ά9Ǿŀƭǳŀǘƛƻƴέ and the άCƻƭƭƻǿ 

ǳǇέ blocks, as these can be edited after the event is realised. 

The event editor's menu bar can be collapsed by the   icon at the top of the page. The tables can 
appear larger this way. 

The events in this menu item can be exported to an Excel spreadsheet using the 

 button at the top right-hand corner of the page.  

 

 Please note that the current phase of the development enables to download the full list of 

activities of this page to Excel format. Filtered and search results cannot be downloaded actually. 

9.2.1 Events/Overview (Change activity status) 

The following fields that cannot be modified after the creation of the event: άwŜŦŜǊŜƴŎŜ ƴǳƳōŜǊέ, 

ά¢ȅǇŜ ƻŦ ŀŎǘƛǾƛǘȅέ and ά.ǳŘƎŜǘ ȅŜŀǊέΦ 

The fields that can be changed before the realisation or the cancellation of the activity and that are 

mandatory: ά¢ƛǘƭŜέ and άShort titleέ. 

You can edit the Activity you created in additional menu items.  

 Boxes with a light blue circle symbol  can be opened with a mouse click or by hovering the 

mouse over the  icon that reveals informational texts for the given block. 

To change the actual status of an activity to a new one in the άhǾŜǊǾƛŜǿκ²Ƙƻ Ŏŀƴ ǎŜŜ ǘƘƛǎ ŜǾŜƴǘΚέ 
blocks, two conditions must be met in order to successfully save the event with its new status.  

1. All mandatory fields need to be filled in which are required for the new status.  

2. The WP phase is set accordingly 

 

 It is important to know that the activity can be entered into the different public statuses one by 

one, which means the activity must go through all three statuses όάbƻǘ ǇǳōƭƛŎέΣ άhƴƭȅ ŦƻǊ b!ǎέΣ 

άtǳōƭƛŎ ŦƻǊ ǾƛǎƛǘƻǊǎέύ in order to be announced to everyone (including visitors) on request. For 

status changes, only certain information fields are required to be filled in, the opening of an 

application process (partner, applicant) is not required.  

The άWho can see this event?έ block shows what fields are required to be filled in in order to get the 

activity to the next status. If you want to set the event to one of the public statuses, you must first 
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meet the necessary criteria (mandatory fields). Until these fields are filled in, the next status level 

cannot be set. 

 

 

30. Figure: Who can see this event? 

In the άCancellationέ block you can delete the event, selecting the answer ά¸Ŝǎέ to the question 

άWould you like to cancel your activity?έ. However, this does not mean that the event is actually 

deleted from the system. If the event is moved to the cancelled status, no further action can be taken 

concerning its data, but the event datasheet will remain available and viewable for users. If you decide 

not to delete the activity, you can change the response to άNoέ here, and the activity can be edited 

again. 

 Please note that, only an Administrator will be able to delete the activity form from the system. 

Please contact us at tca-rc@tpf.hu. 

9.2.2 Events/Main info 

You can edit basic data related to this activity in this block.  

With the exception of the άWP phaseέ field, this data will also be displayed on the άFront pageέ to 
visitors if the event is public. 

The following fields are required to be filled in in order to move the activity to the public status 
(άOnly for NAsέ):  

¶ WP phase 

mailto:tca-rc@tpf.hu
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¶ Scope 

¶ Type of presence 

¶ Priority 

¶ Sector 

¶ Venue country 

¶ Venue city 

¶ Working language 

¶ Start date 

¶ End date (Start and end date: the period when the TCA event is being held.)  

More fields: 

¶ Postponed 

¶ Subtopic 

¶ Key Action 

¶ E+ Academy 

some of these fields are required to set the status for άPublic for visitorsέ. 

If you want to reschedule the event, set the άtƻǎǘǇƻƴŜŘέ ŦƛŜƭŘ ǘƻ ¸Ŝǎ to notify interested parties of 
the postponement. 

When a new date is entered the system will automatically reset the Postponed field to No. It is 

recommended that the fact of the previous postponement and the previous dates are included in 
ǘƘŜ ά¢/! ŘŜǎŎǊƛǇǘƛƻƴέ ǎŜŎǘƛƻƴ. 

If a new postponement is required, the field can be reset to Yes, if the event does not take place, the 

status can be ǎŜǘ ǘƻ /ŀƴŎŜƭƭŜŘ ƛƴ ǘƘŜέ hǾŜǊǾƛŜǿέ ōƭƻŎƪ. 

 

 

31. Figure: Events - Main info 
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9.2.3 Events/TCA documents 

Any number of files can be uploaded one at a time in the ά¢/! documentsέ menu item in png, jpg, 

jpeg, pdf, zip, rar, docx, xlsx file format. The maximum size of a file can be 5 MB. 

Click on the ά.ǊƻǿǎŜέ ōǳǘǘƻƴ to open the folder system of your computer, where you can search for 

the files which you wish to upload. 

It is worth uploading documents here related to the TCA (e.g. agenda, itinerary, etc.). 

 

 

32. Figure: TCA documents 

9.2.4 Events/Cost fields 

Reimbursements provided by the Organising NA and information about the Additional Fee payable 

by Sending NAs can be recorded in the system. It is worth filling in the cost fields as soon as possible 

to provide information and help other NAs in the partner application process. 

 Cost-related fields appear only on the AMP site (in case the event is in the correct public status), 

on the event datasheet. These cost fields are not visible to visitors on the Front page.  

There are several conditional fields in this menu item, which are displayed and become mandatory 

only if the answer for the previous question is άYesέ. 

These include: 

¶ In the case of ά¢ǊŀǾŜƭ Ŏƻǎǘ ǇŀƛŘ ōȅ hǊƎŀƴƛǎŜǊ b!έ: άaŀȄƛƳǳƳ ŀƳƻǳƴǘ ƻŦ ǘǊŀǾŜƭ Ŏƻǎǘ όϵύέ 

¶ In the case of ά!ŎŎƻƳƳƻŘŀǘƛƻƴ ŎƻǾŜǊŜŘ ōȅ hǊƎŀƴƛǎŜǊ b!έ: άaŀȄƛƳǳƳ ŀƳƻǳƴǘ ƻŦ 

ŀŎŎƻƳƳƻŘŀǘƛƻƴ ŦŜŜ όϵύέ 

¶ In the case of ά!ŘŘƛǘƛƻƴŀƭ ŦŜŜ ǇŀƛŘ ōȅ {ŜƴŘƛƴƎ b!έ: άaŀȄƛƳǳƳ ŀƳƻǳƴǘ ƻŦ ŀŘŘƛǘƛƻƴŀƭ ŦŜŜ όϵύέ 

and ά!ŘŘƛǘƛƻƴŀƭ ŦŜŜ ŜȄǇƭŀƴŀǘƛƻƴέ (not mandatory) fields. 
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33. Figure: Cost fields 

9.2.5 Events/TCA description 

The ά¢/! ŘŜǎŎǊƛǇǘƛƻƴέ form contains 4 text fields where information about an organised activity can 

be explained in more detail (max. 3000 characters). 

Mandatory fields: 

¶ Themes and goals 

¶ Expected results 

Besides, the ά!ŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴέ and άImportant notesέ fields can also be used for providing 

additional information. 

 Please note that the content of the άLƳǇƻǊǘŀƴǘ ƴƻǘŜǎέ field appears only on the AMP site, on 

the activity datasheet, so it is advisable to enter professional content here informative for NA 

ŎƻƭƭŜŀƎǳŜǎ ƻƴƭȅΦ όŜΦƎΦ ǘƘŜ ƎƛǾŜƴ ¢/! ƛǎ ǇŀǊǘ ƻŦ ŀ Χ [ƻƴƎ-term Activity) This is the field to enter 

personal data (e.g., Additional contact data) that we do not want to disclose to everyone.  
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34. Figure: TCA description 

9.2.6 Events/Good practice 

Events can be indicated as good practice, based on different criteria, even before the event is 

realised. You can find more information about the GP (Good Practice) at the top of the page (Good 

Practice template ς supporting questions). 

ά¢Ƙƛǎ ¢/! ƛǎ ŎƭŀǎǎƛŦƛŜŘ ŀǎ DƻƻŘ tǊŀŎǘƛŎŜ όDtύ ōȅ ǘƘŜ hǊƎŀƴƛǎŜǊ bŀǘƛƻƴŀƭ !ƎŜƴŎȅέ is an optional field 

and when the answer is set to ά¸Ŝǎέ, the άCŀŎǘƻǊǎ ǘƘŀǘ ǊŜǎǳƭǘŜŘ ƛƴ DƻƻŘ tǊŀŎǘƛŎŜέ panel will appear 

in the system. 

Required fields in the panel: 

¶ Planning-promotion related GP 

¶ Selection-realisation related GP 

¶ Assessment & evaluation of achieved outcomes related to GP 

¶ Follow-up, impact measurement related GP  

At least one of the conditional-item fields must be set to άYesέ and at least one checkbox must be 

selected from the list below them. 

The ά{ǳƳƳŀǊȅ ƻŦ Dtέ text box is optional, but it is strongly recommended for providing more 

detailed information for helping other NA's in their organisational process.  

 

https://salto-et.net/public/files/site/gp_template_word.docx
https://salto-et.net/public/files/site/gp_template_word.docx
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35. Figure: Good practice 

9.2.7 TCA event template - AMP page 

In order for the created event to be visible to other National Agencies, its publicity status must be 

set to άOnly for NAsέ. (see also: 9.2.1 Events / Overview (Change activity status)) This event is not 

visible on the Front page, only on the AMP site. 

Events that are at least in this first public status will appear in the άEvents (TCA) / Public Eventsέ 

menu. 

All events in this menu item can be exported to an Excel spreadsheet using the 

 button at the top right-hand corner of the page.  

 Please note that the current phase of the development enables to download the full list of 

activities of this page to Excel format. Filtered and search results cannot be downloaded actually. 

https://salto-et.net/AMP/event_single/event_index_public
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36. Figure: Public events 

The public profile of an event can be viewed by clicking on άEvent detailsέ in the άActionsέ column 

in the end of its row. In this column you can also ŎƭƛŎƪ ƻƴ ǘƘŜ άCƻƭƭƻǿέ ƻǇǘƛƻƴ to mark the event as a 

άfavouriteέ ŀƴŘ ǊŜŎŜƛǾŜ ƴƻǘƛŦƛŎŀǘƛƻƴǎ ŀōƻǳǘ ƛǘΦ For more information on following activities, see the 

relevant chapter 14. Following activities. You can also download the public datasheet of the event in 

PDF format by ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά9ȄǇƻǊǘ ǘƻ t5Cέ ƻǇǘƛƻƴ. 

Public details of the events is structured into thematic tabs (Main info, TCA details, Partners and 

participants etc.) on its template. 

On the άtŀǊǘƴŜǊǎ ŀƴŘ tŀǊǘƛŎƛǇŀƴǘǎ ǘŀōέ, you can find information about the partner application and 

related deadlines. A detailed explanation of the display of partner applications on the public event 

template on the AMP page can be found in tabular view in chapter 9.3.4.1 Events/Manage Partner 

Application(s).  

Lƴ ǘƘŜ άTCA Participant Applicationέ ǘŀōΣ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ dates and deadlines for the application, as 

well as a preview of any application forms created for the event. 
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37. Figure: Event template 

This form is downloadable in PDF format that can be reached from different directions: 

¶ by clicking on the άExport to PDFέ button at the top of the event form 

¶ in the άEvents (TCA) / Public Eventsέ menu item, in the end of the row for a given event, by 

clicking on its άExport to PDFέ button in the άActionsέ column. 

¶ in the άEvents (TCA) / ΨNA codeΩ Eventsέ menu item, in the end of the row for a given event, 

by clicking on its άExport to PDFέ button in the άActionsέ column.  

The PDF contains all relevant information to the colleagues of the National Agencies (see also the 

red label άb! /ƻƭƭŜŀƎǳŜǎΩ ǾƛŜǿ ό!atύέ at the top right-hand corner of each PDF downloaded from 

here).  

The event can also be ŦƻƭƭƻǿŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άCƻƭƭƻǿέ ƻǇǘƛƻƴ at the top of the datasheet, and 

ǳƴŦƻƭƭƻǿŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ά¦ƴŦƻƭƭƻǿέ. For more information on following activities, see the relevant 

chapter 14. Following activities. 

9.2.8 TCA event template - Front page 

Events with a άtǳōƭƛŎ ŦƻǊ ǾƛǎƛǘƻǊǎέ ǎǘŀǘǳǎ also appear on the Front page in the άEventsέ menu in card 

and list view. 

 Important: The event card and detailed datasheet provide relevant information for applicants 

and visitors. The full datasheet for TCA Officers is available on the AMP page under άPublic 

eventsέ. 

The event template on the front page contains information relevant to the applicants/visitors. 

Therefore, partners and partner applications related to the event are displayed differently here than 

in the event template on the AMP page. 

https://salto-et.net/AMP/event_single/event_index_public
https://salto-et.net/AMP/event_single/event_index
https://salto-et.net/events/
https://salto-et.net/AMP/event_single/event_index_public
https://salto-et.net/AMP/event_single/event_index_public
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Only sending partners are displayed on the front page, with  a color-coded participant icon. In the 

ά{ŜƴŘƛƴƎ ǇŀǊǘƴŜǊόǎύέ row, NAs who have applied for the event but have not yet been assessed appear 

with a grey participant icon and a Booked places number. NAs who are accepted partners and have 

at least one accepted place for the event are displayed with the number Accepted places and a green 

participant icon. 

NAs whose place is not accepted by the Organiser NA during assessment (Accepted places: 0), or who 

are deleted with the trash icon, will not appear on the front page. 

To make contact easier and to find the applicant's sending National Agency/National Erasmus+ 
Office (NEO) more easily, logged-in users (NA colleagues as well) will see two pieces of information 
ƛƴ ǘƘŜ άtŀǊǘƴŜǊǎ ŀƴŘ tŀǊǘƛŎƛǇŀƴǘǎέ ōƭƻŎƪ of the event data sheet and at the top of their profile 
page:  

¶ Your Sending National Agency/ National Erasmus+ Office: (sending NA/NEO selected during 
registration)  

¶ Your Sending National Agency/ National Erasmus+ Office email address: (the email 
addresses were mainly collected from the Commission's websites: National Agencies, 
National Erasmus+ Offices) 

 
The event form can be downloaded in PDF format from the Front page by clicking on the άExport to 

PDFέ button at the top right-hand corner.  

The PDF displays the front-side data sheet of the event, which contains information relevant to 

visitors and applicants. (see also the ƎǊŜŜƴ ƭŀōŜƭ ά!ǇǇƭƛŎŀƴǘ ǾƛŜǿ όŦǊƻƴǘ ǇŀƎŜύέ at the top right-hand 

corner of each PDF downloaded from here).  

The event can also be ŦƻƭƭƻǿŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άCƻƭƭƻǿέ ƻǇǘƛƻƴ at the top of the datasheet, and 

ǳƴŦƻƭƭƻǿŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ά¦ƴŦƻƭƭƻǿέ. For more information on following activities, see the relevant 

chapter 14. Following activities. 

The AMP icon is at the right-hand side of the event datasheet (for all logged-in professional users) 

makes it easier to navigate between the Front page and the AMP page. Clicking on the icon displays 

a small menu corresponding to the user's authority level, the points of which navigate to the relevant 

pages of the AMP site.  

 

 

38. Figure: AMP icon 

https://erasmus-plus.ec.europa.eu/contacts/national-agencies?facets__permanent%7Cfield_eac_topics=1964
https://erasmus-plus.ec.europa.eu/contacts/national-erasmus-offices
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9.3  TCA partner application 

9.3.1  Opening TCAs for partner application - Organiser NA 

In order to enable the ά!ǇǇƭȅ ŀǎ ǇŀǊǘƴŜǊέ function for an event, the following criteria are needed: 

1. The public status of the event is set to άhƴƭȅ ŦƻǊ b!ǎέ or άtǳōƭƛŎ ŦƻǊ ǾƛǎƛǘƻǊǎέΦ 

2. The date set for ά5ŀǘŜ ƻŦ ǇǳōƭƛŎŀǘƛƻƴέ is the current date or a past one. 

3. The date set for the ά5ŜŀŘƭƛƴŜ ƻŦ Ŏƻ-organisƛƴƎ ǇŀǊǘƴŜǊ ŀǇǇƭƛŎŀǘƛƻƴέ has not passed yet. (If 

the event is open for such partners.)  

4. The date set for the ά5ŜŀŘƭƛƴŜ ƻŦ ōƻƻƪƛƴƎ ǇƭŀŎŜǎέ has not passed yet.  

The above-mentioned settings will enable the partner application feature and the ά!ǇǇƭȅ ŀǎ ǇŀǊǘƴŜǊέ 

button will appear on the event template on the AMP page. 

9.3.2 Events/ Partner Application Details 

If the activity has already been announced to the NAs and is not in cancelled status, you can edit the 

άtŀǊǘƴŜǊ !ǇǇƭƛŎŀǘƛƻƴ 5Ŝǘŀƛƭǎέ ōƭƻŎƪ under the άEvents (TCA)/ Ψb! ŎƻŘŜΩ ŜǾŜƴǘǎ/ (Specific Event) Edit 

event/ TCA Partner Applicationέ menu item. 

Required fields: 

¶ Contact person of Organiser NA 

¶ Contact email of Organiser NA 

¶ Is this TCA open for co-organising partner applications? 

¶ Date of publication: Enter this date to open the partner application on the event datasheet. 

Duration of registration is the period between ά5ŀǘŜ ƻŦ ǇǳōƭƛŎŀǘƛƻƴέ ŀƴŘ άDeadline of 

booking placesέ 

¶ Deadline of booking places: Until this date, the National Agencies can apply to be a sending 

partner and make a reservation for the number of participants (applicant/ NA staff) they wish 

to send 

¶ Number of participants (planned number of people attending) 

¶ Target group (choose the proper audience of your TCA to help them apply for the right activity 

of their interest (multiple choice option) 

¶ Erasmus+ Programme experience level 

¶ Profile of participants 

¶ Is NA staff welcome? 

 Important: Set the άLǎ b! ǎǘŀŦŦ ǿŜƭŎƻƳŜΚέ ŦƛŜƭŘ ǘƻ ά¸Ŝǎέ to allow NA staff to attend the event. 

²ƘŜƴ ǎŜǘ ǘƻ ά¸Ŝǎέ, Sending NAs can book a separate place for NA staff. Once you set this field 

ǘƻ άYesέΣ ȅƻǳ Ŏŀƴ edit it until you receive a partner application or add a partner. 

 If this ŦƛŜƭŘ ƛǎ ǎŜǘ ǘƻ ά¸Ŝǎέ you can create a separate application form for NA colleagues.  

 

 

 

 

https://salto-et.net/AMP/event_single/event_index
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Conditional fields can also be found in this menu item: 

¶ Phone number of Organiser NA 

¶ Website/social media page(s) 

¶ Deadline of co-organising partner application: The field is visible and mandatory only if the 

άIs this TCA open for co-organising partner applications?έ question is answered by ά¸Ŝǎέ.  

¶ Contribution of NA staff: Field is mandatory if the answer to the question άIs NA staff 

welcome?έ is ά¸Ŝǎέ. 

 

 

39. Figure: Partner Application Details 

By clicking on the gray button ά+Add participants/ countryέ it is possible to specify how many 

participants are expected for the event per NA, including all applicant countries and individually each 

country. 

You can select one from the ά/ƻǳƴǘǊȅέ drop-down box (only one at a time) for which you wish to 

specify the expected number of people. Also, you can select άAnyέ to indicate the expected number 

of participants per country for all countries. These numbers appear on the form after saving them, 

and you can click on that label to change or delete the data. You can add a new country by pressing 

the gray button ά+Add participants /countryέ.  

By entering ά5ŀǘŜ ƻŦ ǇǳōƭƛŎŀǘƛƻƴέ, the event becomes open to partner registration. 

 It is recommended that you Ŧƛƭƭ ƛƴ ǘƘŜ ά/ƻǎǘ ŦƛŜƭŘǎέ ōƭƻŎƪ ǿƘŜƴ ƻǇŜƴƛƴƎ ǘƘŜ tŀǊǘƴŜǊ ŀǇǇƭƛŎŀǘƛƻƴ, 

so that interested NAs can see what costs they can expect when applying for partner. 
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9.3.3 Submission of partner application (applicant NA - Co-Organising /Sending) 

 

40. Figure: Open for TCA Partner Application 

Events open for partner application can be found in the άTCA Partner Applications/Open for Partner 

Applicationέ menu in list view. 

An NA can apply to be a co-organising and sending partner (if the event is open for both). 

The application can be submitted by clicking on the ά!ǇǇƭȅ ŀǎ tŀǊǘƴŜǊέ ōǳǘǘƻƴ at the bottom of the 

event datasheet. The datasheet can be opened by pressing the reference number of the selected 

event or the tool icon in the event row under the άTCA Partner Applications/Open for Partner 

Applicationέ menu. 

 

 

41. Figure: Apply as Partner 

https://salto-et.net/AMP/partner_application/index_open_partner_app
https://salto-et.net/AMP/partner_application/index_open_partner_app
https://salto-et.net/AMP/partner_application/index_open_partner_app
https://salto-et.net/AMP/partner_application/index_open_partner_app
https://salto-et.net/AMP/partner_application/index_open_partner_app
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After clicking on the "Apply as a partner" button, five mandatory fields must be filled in under the 

Event title if both types of partner application (sending and co-organising) are open and NA staff are 

willing to participate in the event:  

¶ ά/ƻƴǘŀŎǘ ǇŜǊǎƻƴ ƻŦ tŀǊǘƴŜǊ b!έ: The name of the person managing the partner application 

from the partner's NA. It is automatically filled in by the system but can be modified if the 

application is not submitted by the official contact person. 

¶ ά/ƻƴǘŀŎǘ ŜƳŀƛƭ ƻŦ tŀǊǘƴŜǊ b!έ: The email address of the person managing the partner 

application from the partner's NA or a general contact email address. It is automatically filled 

in by the system but can be modified if the application is not submitted by the official contact 

person. 

¶ ά!ǇǇƭȅ ŀǎ ŀ Ŏƻ-ƻǊƎŀƴƛǎƛƴƎ ǇŀǊǘƴŜǊΚέ: National Agencies can join as co-organising partners by 

ǎŜƭŜŎǘƛƴƎ ά¸ŜǎέΦ {ǳōƳƛǘǘƛƴƎ ŀ Ŏƻ-organiser partner application is open until the ά5ŜŀŘƭƛƴŜ ƻŦ 

co-ƻǊƎŀƴƛǎƛƴƎ ǇŀǊǘƴŜǊ ŀǇǇƭƛŎŀǘƛƻƴǎέ. A co-organising partner application is evaluated by the 

Organiser NA. 

¶ ά.ƻƻƪŜŘ ǇƭŀŎŜǎ-Applicantsέ: It is also possible to join as sending partner and book places for 

applicants by adding a number in the field as below. It is possible to show participation interest 

before the ά5ŜŀŘƭƛƴŜ ƻŦ ōƻƻƪƛƴƎ ǇƭŀŎŜǎέ. Booked places can be evaluated by the Organiser 

NA. 

¶ ά.ƻƻƪŜŘ ǇƭŀŎŜǎ-b! ǎǘŀŦŦέ: If the organiser NA expects NA staff to attend the event (Is NA 

staff welcome? field set to Yes), you can enter the number of NA staff you wish to send in 

this field. NA colleagues will be assessed by the organiser separately from the places booked 

for applicants. Enter 0 in the field if you do not want to send an NA colleague. 

In addition to the mandatory fields, the άbŀǘƛƻƴŀƭ !ƎŜƴŎȅέ field is also displayed, which is 

automatically filled in by the system and cannot be modified. As well as the άtƘƻƴŜ ƴǳƳōŜǊ ƻŦ tŀǊǘƴŜǊ 

b!έ ƻǇǘƛƻƴŀƭ ŦƛŜƭŘ. 

The contact information provided during the partner application helps Organiser NA to contact 

partners. 

You can send your application by pressing the άSubmitέ button.  

 

42. Figure: Submit partner application 
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The submitted application may also be cancelled here until the status of the event has been 

realised/cancelled or a decision has been taken by the Organiser NA. Once the Organiser NA has 

approved the application, only it can delete the partners if requested. 

If you have already applied for an event, you will see the submitted application pressing the άApply 

ŀǎ ǇŀǊǘƴŜǊέ button. 

The ά{ǳōƳƛǎǎƛƻƴ ŘŀǘŜ ƻŦ ǇŀǊǘƴŜǊ ŀǇǇƭƛŎŀǘƛƻƴέ column shows the date of submission of the partner 

application, that is, ǿƘŜƴ ȅƻǳǊ b! ŀǇǇƭƛŜŘ ǘƻ ǘƘŜ ŜǾŜƴǘ Ǿƛŀ ǘƘŜ ά!ǇǇƭȅ ŀǎ ǇŀǊǘƴŜǊέ ŦǳƴŎǘƛƻƴ. 

9.3.4 Managing TCA partner applications as Organiser NA 

The Organiser NA receives a role-based notification, called άNew TCA Partner Applicationέ when an 

NA sends an application for an event. 

9.3.4.1 Events/Manage Partner Application(s) 

Applications can be evaluated by clicking on the tool icon in the row of the event in the άTCA Partner 

Applications/  ΨNA codeΩ as Organiser NAέ menu item, or in the άEvent/ ΨNA codeΩ eventsέ menu, 

opening the edit menu for that event (by clicking on the reference number or the άEdit Eventέ 

options). In the event editor menu, you can evaluate your partner applications in the άTCA Partner 

Application/ Manage Partner Application(s)έ menu items.  

 

 

43. Figure: Events - Manage Partner applications 

The ά{ǳōƳƛǎǎƛƻƴ ŘŀǘŜ ƻŦ ǇŀǊǘƴŜǊ ŀǇǇƭƛŎŀǘƛƻƴέ column shows the date of submission of the partner 

application, that is, ǿƘŜƴ ǇŀǊǘƴŜǊ b! ŀǇǇƭƛŜŘ ǘƻ ǘƘŜ ŜǾŜƴǘ Ǿƛŀ ǘƘŜ ά!ǇǇƭȅ ŀǎ ǇŀǊǘƴŜǊέ ŦǳƴŎǘƛƻƴ. A ά-έ 

(hyphen) is displayed if the NA has not submitted an application, but has been added directly to the 

event as a partner ōȅ ŎƭƛŎƪƛƴƎ ά!ŘŘ tŀǊǘƴŜǊέΦ 

Partner applications can be evaluated one by one in a pop-up window by clicking on the pencil icon. 

The top of the window shows the application submitted and the decision already made. Applications 

can be evaluated and modified until the event has been realised/cancelled.  

https://salto-et.net/AMP/partner_application/index_partner_app
https://salto-et.net/AMP/partner_application/index_partner_app
https://salto-et.net/AMP/event_single/event_index
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The decision about the application can be made by filling in the fields άNew decision on co-organising 

ǇŀǊǘƴŜǊ ŀǇǇƭƛŎŀǘƛƻƴέ and άNew decision on accepted places-Applicants/ NA staffέ. In the άNew 

decision on accepted placesέ fields, you can enter the number of participants authorized for the 

Sending partner NA.  

 

44. Figure: Manage partner application 

If the partner is accidentally recorded or the partner requests its deletion, the Organiser NA has the 

possibility to delete it. It can be deleted only if the event has not been realised/ cancelled yet. By 

clicking on the trash icon in the application line, you can permanently delete the respective partner 

application. 

 Important: Deleting cannot be undone. 

With the  button below the table, the contents of the table together with the άtŀǊǘƴŜǊ 
ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎέ Ŏŀƴ ōŜ ŘƻǿƴƭƻŀŘŜŘ ƛƴ 9ȄŎŜƭ ŦƻǊƳŀǘΦ 

The  button allows the Organiser NA to add partners to the event. You can only add a 

partner once. 

6 mandatory fields must be filled in:  

¶ National Agency 

¶ Contact person of Partner NA 

¶ Contact email of Partner NA 

¶ Accepted as co-organising partner? (if this type of partner application is also open) 

¶ Accepted places- Applicants 

¶ Accepted places- NA staff (if the organiser expects NA colleagues to participate) 

One conditional field can also be found in this menu item: 

¶ Phone number of Partner NA 
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45. Figure: Events - Add Partner 

 Important: The Organiser NA must also add itself to the event as a Sending partner if wishes to 

send participants to its own event via the platform.  

For those partners who were added to the event ǿƛǘƘ ǘƘŜ ά!ŘŘ ǇŀǊǘƴŜǊέ ōǳǘǘƻƴ, there is no date in 

the ά{ǳōƳƛǎǎƛƻƴ ŘŀǘŜ ƻŦ ǇŀǊǘƴŜǊ ŀǇǇƭƛŎŀǘƛƻƴέ column, the άApply as co-organising partner?έ column 

contains the value άNoέ and the columns άBooked placesέ with 0, since they did not submit an 

application.  

However, the values given by the Organiser NA when adding the partner are displayed as άAccepted 

as co-organising partner?έ and άAccepted placesέ columns, that is, partners added directly do not 

have to be evaluated. The specified values can be changed by clicking on the pencil icon. 

The Organiser NA can accept co-organising partner applications before and after the άDeadline of co-

organising ǇŀǊǘƴŜǊ ŀǇǇƭƛŎŀǘƛƻƴǎέ. If the co-organising partner application is accepted, the NA appears 

in the ά!ŎŎŜǇǘŜŘ /ƻ-ƻǊƎŀƴƛǎƛƴƎ ǇŀǊǘƴŜǊόǎύέ line on the άtŀǊǘƴŜǊǎ ŀƴŘ ǇŀǊǘƛŎƛǇŀƴǘǎέ ǘŀō ƻŦ ǘƘŜ ŜǾŜƴǘΩǎ 

public template. 

The Organiser NA can accept sending partner applications before and after the άDeadline of booking 

ǇƭŀŎŜǎέ. If the sending partner application is accepted, the NA appears in the ά!ŎŎŜǇǘŜŘ {ŜƴŘƛƴƎ 

partner(s) - !ŎŎŜǇǘŜŘ ǇƭŀŎŜǎέ line on the άtŀǊǘƴŜǊǎ ŀƴŘ ǇŀǊǘƛŎƛǇŀƴǘǎέ ǘŀō ƻŦ ǘƘŜ ŜǾŜƴǘΩǎ ǇǳōƭƛŎ 

template. 
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46. Figure: AMP public event template - Partners 

Explanation of the display of partner applications on the AMP public event template:  

Line name Display Who appears here? 

Applied as Co-organising 

partner(s) 

NA code 1. NAs that have applied as a co-organising 

partner for the event via the ά!ǇǇƭȅ ŀǎ ǇŀǊǘƴŜǊέ 
function 

 
2. NAs who submitted an application as a co-

organising partner, but were rejected 

 

Pending Co-organising 
partner application(s) 

NA code 1. NAs who have applied for the event as a co-
organising partner via the "Apply as partner" 
function, but have not yet been assessed 
 

Accepted Co-organising 

partner(s) 

NA code 1. accepted co-organising partners who applied 

via the ά!ǇǇƭȅ ŀǎ ǇŀǊǘƴŜǊέ function 
 

2. co-organising partners added by the organiser 

NA with  the ά!ŘŘ ǇŀǊǘƴŜǊέ ōǳǘǘƻƴ 
 

3. NAs whose organiser NA has set the value of 
the άbŜǿ ŘŜŎƛǎƛƻƴ ƻƴ Ŏƻ-organising partner 
ŀǇǇƭƛŎŀǘƛƻƴέ field ǘƻ άYesέ 
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Applied as Sending 

partner(s) ς Booked places 

NA code 

ς Booked 
places 

1. NAs that have applied as a sending partner for 

the event via the ά!ǇǇƭȅ ŀǎ ǇŀǊǘƴŜǊέ function 
 

2. NAs who submitted an application as a sending 

partner, but were rejected (Accepted places: 0) 
 
The number shows the total number of applicant 
and NA staff places booked by a particular NA. 

 

Pending Sending partner 
application(s) - Booked 
places 

NA code 
ς Booked 
places 

1. NAs who have applied for the event as a sending 
partner via the "Apply as partner" function, but 
have not yet been assessed 
 

The figure shows the total number of applicant 
and NA staff places booked by a particular NA. 

 

Accepted Sending 
partner(s) ς Accepted 

places 

NA code 
ς 

Accepted 
places 

1. accepted sending partners who applied via the 
ά!ǇǇƭȅ ŀǎ ǇŀǊǘƴŜǊέ function 

 
2. sending partners added by the organiser NA with  

the ά!ŘŘ ǇŀǊǘƴŜǊέ ōǳǘǘƻƴ 

 

The number indicates the total number of 
applicant and NA staff places accepted by the 
organising NA. 

 

Pending booked places Booked 
places 

1. total number of booked places that have not 
yet been assessed, which were submitted by 

NAs via the ά!ǇǇƭȅ ŀǎ ǇŀǊǘƴŜǊέ function 

 

Accepted places Accepted 

places 

1. total number of accepted places 

Free places Number 1. άbǳƳōŜǊ ƻŦ ǇŀǊǘƛŎƛǇŀƴǘǎέ (number of 

participants given by organiser NA) minus the 
number of accepted places = free places 

 

Total number of NAs in 
this TCA 

Number 1. number of accepted partners (sending partners, 
co-organising partners) 

 

 

1. partners deleted with the trash icon do not 
appear in any field, they are completely deleted 

from the partners 
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9.3.4.2 Events/Partner contact details 

 

47. Figure: Partner contact details 

In the editor view of the event, the άtŀǊǘƴŜǊ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎέ menu can be found ƛƴ ǘƘŜ άTCA Partner 
!ǇǇƭƛŎŀǘƛƻƴέ block. This menu contains the contact information provided by the partner's national 
agencies during the partner application, as well as the application data and the organiser NA's 

decision, if it has already been made. 

With the  button below the table, the contents of the table together with the application 
data can be downloaded in Excel format. 

9.3.5 Managing TCA partner applications as an applicant NA (Co-organising /Sending 

NA) 

The applicant NA will receive a role-based notification about the decision called άUpdate on 

submitted TCA partner applicationέ. 

In the menu item άTCA Partner Applications/  ΨNA codeΩ as Partnerέ you will see the events for which 

the NA submitted a partner application. By clicking on the eye icon in the ά!Ŏǘƛƻƴǎέ ŎƻƭǳƳƴ in the 

row of the given event you can see the event datasheet, by clicking on the flag icon, you can view the 

submitted application together with the decision of the Organiser NA if any decision has been made 

already. The ά{ǳōƳƛǎǎƛƻƴ ŘŀǘŜ ƻŦ ǇŀǊǘƴŜǊ ŀǇǇƭƛŎŀǘƛƻƴέ column shows the date of submission of the 

partner application, that is, ǿƘŜƴ ȅƻǳǊ b! ŀǇǇƭƛŜŘ ǘƻ ǘƘŜ ŜǾŜƴǘ Ǿƛŀ ǘƘŜ ά!ǇǇƭȅ ŀǎ ǇŀǊǘƴŜǊέ ŦǳƴŎǘƛƻƴ. 

An explanation of the display of partner applications on the AMP public event template can be found 

in the tabular view, chapter 9.3.4.1 Events/Manage Partner Application(s). 

 Sending partner applications can be evaluated before and after the ά5ŜŀŘƭƛƴŜ ƻŦ ōƻƻƪƛƴƎ 

ǇƭŀŎŜǎέ. The Co-organising partner applications may be evaluated prior to the ά5ŜŀŘƭƛƴŜ ƻŦ Ŏƻ-

organising ǇŀǊǘƴŜǊ ŀǇǇƭƛŎŀǘƛƻƴǎέ or afterward. 

https://salto-et.net/AMP/partner_application/index_as_partner
https://salto-et.net/AMP/partner_application/index_as_partner
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9.4  TCA online application for participants / TCA Participant Applications 

The essence of online application is that potential participants can apply for the event through the 

site, up to the deadline specified here, on the application form created on the site. The applicants' 

data are thus listed in one place, the applications can be managed through the site. They can also be 

sent an evaluation and follow up form. 

If you expect colleagues to attend a TCA, a separate application form can be created for them. This 

allows you to ask personalised questions about their participation in the TCA. If you do not create a 

separate application form for NA staff, they can apply through the Applicant application process. 

 Only visitors whose NA/NEO is an accepted sending partner can apply for an event after 

registering on the site. A warning will appear on the open event card in case the Applicant's NA 

ƛǎ ƴƻǘ ŀƴ ŀŎŎŜǇǘŜŘ ǎŜƴŘƛƴƎ ǇŀǊǘƴŜǊΦ όά¸ƻǳǊ National Agency/National Erasmus+ Office is not a 

partner of this activity. Please contact your NA/NEO ŦƻǊ ŦǳǊǘƘŜǊ ƛƴǎǘǊǳŎǘƛƻƴǎΦέύ ¢ƘǳǎΣ ŀƴ ƻƴƭƛƴŜ 

application must always be preceded by partner application (or the Organiser NA must add the 

partners who have applied to the event. 

9.4.1 Process of online application (Organiser NA) 

The following interactive guide will walk you through the application process. 

Click on the image to open the guide. 

 

Criteria of online application 

¶ Event status: άtǳōƭƛŎ ŦƻǊ ǾƛǎƛǘƻǊǎέ 

 

¶ άStart date of TCA Participant Applicationέ: Application opening date in the platform, if the 

Application status is set to "Open". 

 Setting the !ǇǇƭƛŎŀǘƛƻƴ ǎǘŀǘǳǎ ǘƻ άhǇŜƴέ is necessary to activate application through the site. If 

you do not wish to receive applicants through the site, the ά{ǘŀǊǘ ŘŀǘŜ ƻŦ ¢/! tŀǊǘƛŎƛǇŀƴǘ 

!ǇǇƭƛŎŀǘƛƻƴέ will be displayed for information only. 

 

https://view.genially.com/683821445f5108e27b0f7044
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¶ ά!ǇǇƭƛŎŀǘƛƻƴ ŘŜŀŘƭƛƴŜέ: needs to be a date in the future 

 

¶ Created application form(s) by the Organiser NA 

 Important: if you have entered a άStart date of TCA Participant Applicationέ and set the 

ά!ǇǇƭƛŎŀǘƛƻƴ ǎǘŀǘǳǎέ to open but have not modified the application form(s), the application 

form(s) will be displayed with pre-defined fix questions. 

 

¶ ά!ǇǇƭƛŎŀǘƛƻƴ ǎǘŀǘǳǎέΥ Open - This will activate the application process via the website. 

¢ƘŜ ŀŎǘƛǾŜ ά!ǇǇƭȅέ button appears to registered users (including applicants, NA staff etc.)  if: 

¶ the criteria mentioned above are valid and 

¶ their background (country, sectors) matches their sending National Agency which has booked 

places for the event, accepted by the Organiser NA 

9.4.1.1 Events/Application deadlines 

The άTCA Participant Application/!ǇǇƭƛŎŀǘƛƻƴ ŘŜŀŘƭƛƴŜǎέ ƳŜƴǳ is available from the edit menu of 

the given event. 

The edit menu of the event can be opened by clicking on the reference number of the event or on 

the άEdit evenǘέ icon in the  άEvents (TCA)/  ΨNA codeΩ eventsέ menu.  

From the ά!ǇǇƭƛŎŀǘƛƻƴ ŘŜŀŘƭƛƴŜǎέ ƳŜƴǳ, you can specify the dates and deadlines for online 

applications. In this menu you can also set the status of the application process (open-closed). This 

information can be edited if the event status is άtǳōƭƛŎ ŦƻǊ ǾƛǎƛǘƻǊǎέ and the event has not been 

realised/cancelled. 

 Important: these deadlines and the application status apply to both applicants and to the NA 

staff application and evaluation process. 

https://salto-et.net/AMP/event_single/event_index
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Dates and Deadlines block 

 

48. Figure: Application form(s) deadlines 

In the άDates and Deadlinesέ ōƭƻŎƪ, you can set the application deadlines.  

¶ άStart date of TCA Participant !ǇǇƭƛŎŀǘƛƻƴέΥ from this date, the online application will be 

available through the site to applicants/NA staff, if the Application status is set to "Open". 

 Setting the !ǇǇƭƛŎŀǘƛƻƴ ǎǘŀǘǳǎ ǘƻ άhǇŜƴέ is necessary to activate application through the site. 

If you do not wish to receive applicants through the site, the ά{ǘŀǊǘ ŘŀǘŜ ƻŦ ¢/! tŀǊǘƛŎƛǇŀƴǘ 

!ǇǇƭƛŎŀǘƛƻƴέ will be displayed for information only. 

 

¶ άApplication deadlineέ: applicants/NA staff can fill in and submit the application form for the 

event by this deadline (until this date you can see the άApplyέ button on the event datasheet). 

Ideally, 2 months after the start date to give participants enough time to apply. 

 Avoid setting application deadlines for the weekend. If technical problems arise, the SALTO 

E&T Help Desk team will not be able to provide timely support over the weekend. Working 

hours: Monday - Thursday: 08:30 - 17:00, Friday: 8:30 - 14:30 (CET / CEST) 

 

¶ άConfirmation deadline for Sending NAsέ: Sending NAs must evaluate and forward (the 

approved ones to the Organiser NA) the applications they receive by this deadline. (The 

system does not close after the deadline, so, if necessary, it is still possible to evaluate and 

send more applicants/NA staff later, but it is worth following the deadline in order to help the 

Organiser NA.) Allow at least 1 month for preselection - some NAs have lengthy selection 

processes. 

 

¶ άConfirmation deadline for Organiser NAsέ: by this deadline the Organiser NA will evaluate 

participants approved and forwarded by sending partners. (The system does not close after 

the deadline, so, if necessary, it is still possible to evaluate more applicants later, but it is worth 

following the deadline in order to help the Sending partner NAs.) 
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 Please note that the ά{ǘŀǊǘ ŘŀǘŜ ƻŦ ¢/! tŀǊǘƛŎƛǇŀƴǘ !ǇǇƭƛŎŀǘƛƻƴέΣ ά!ǇǇƭƛŎŀǘƛƻƴ ŘŜŀŘƭƛƴŜέΣ 

ά/ƻƴŦƛǊƳŀǘƛƻƴ ŘŜŀŘƭƛƴŜ ŦƻǊ {ŜƴŘƛƴƎ b!ǎέ ŀƴŘ ά/ƻƴŦƛǊƳŀǘƛƻƴ ŘŜŀŘƭƛƴŜ ŦƻǊ hǊƎŀƴƛǎŜǊ b!ǎέ 

cannot fall on the same day. According to the system's rules, each of these dates must be at least 

one day later than the previous one. 

Press the άSaveέ button at the bottom of the page to save the changes and display the data on the 

Event template (AMP, Front page). 

 It is important that the άSaveέ button saves the content of the entire page, i.e., the deadline 

and application form(s) status sections as well. 

 

The status messages under the header help you keep track of where you are in the application 

process. 

Message Accepting 

responses? 

Can you edit the form(s)? 

Event status issue, 

blocks can't be edited 
  

Draft/No application 

form activated 
  

Pre-opening   

Open  / * Editing is still possible after setting the Application status 

to "Closed". - If the status canõt be changed, someone has already 

begun filling out the form.  

Closed   

Deadline passed   
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Application form(s) status block 

 

49. Figure: Application status 

To start the online application process through the website, you must ǎŜǘ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ ǎǘŀǘǳǎέ 

ǘƻ άhǇŜƴέΦ 

The application process is active if the ŘŀǘŜ Ŧŀƭƭǎ ōŜǘǿŜŜƴ ǘƘŜ ά{ǘŀǊǘ 5ŀǘŜ ƻŦ ¢/! tŀǊǘƛŎƛǇŀƴǘ 

!ǇǇƭƛŎŀǘƛƻƴέ and the ά!ǇǇƭƛŎŀǘƛƻƴ 5ŜŀŘƭƛƴŜέ and the ά!ǇǇƭƛŎŀǘƛƻƴ ǎǘŀǘǳǎέ ƛǎ άhǇŜƴέΦ 

9.4.1.2 Events/Application form(s) 

The άTCA Participant Application/!ǇǇƭƛŎŀǘƛƻƴ ŦƻǊƳόǎύέ ƳŜƴǳ is available from the edit menu of the 

given event. 

The edit menu of the event can be opened by clicking on the reference number of the event or on 

the ά9Řƛǘ ŜǾŜƴǘέ icon in the ά9ǾŜƴǘǎ ό¢/!ύκ Ψb! ŎƻŘŜΩ ŜǾŜƴǘǎέ menu.  

¢ƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ ŦƻǊƳόǎύέ ƳŜƴǳ ƭŜǘǎ ȅƻǳ make two custom forms for applicants and NA staff, with 

each form in its own block. 

The status messages below the header help you keep track of where you are in the application 

process. See the table above in the "Dates and Deadlines" section. 

Form(s) can be edited when: 

¶ !ǇǇƭƛŎŀǘƛƻƴ ǎǘŀǘǳǎ ƛǎ ά/ƭƻǎŜŘέΦ 

¶ ¢ƘŜ !ǇǇƭƛŎŀǘƛƻƴ ǎǘŀǘǳǎ ƛǎ άhǇŜƴέ ŀƴŘ ǘƘŜ ά{ǘŀǊǘ ŘŀǘŜ ƻŦ ¢/! tŀǊǘƛŎƛǇŀƴǘ !ǇǇƭƛŎŀǘƛƻƴέ Ƙŀǎ ƴƻǘ 

yet been reached. 

Form(s) are not editable if: 

¶ You have not entered any application dates, deadlines. 

¶ Between the άStart date of TCA Participant Applicationέ and the άApplication Deadlineέ when 

the Application status is άOpenέ. 

¶ There are already saved responses, in which case the Application Status field will be inactive 

and the form(s) will no longer be editable. 

https://salto-et.net/AMP/event_single/event_index
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Form for Applicants 

 

50. Figure: Applicant application form 

Use the άLƴǘǊƻŘǳŎǘƛƻƴέ ŦƛŜƭŘ to highlight any relevant information about the application/application 

form.  You can also share links and other useful information. This field serves as an alternative to 

uploading documents for an application. You can place links to documents from external sites that 

you would like applicants to download concerning their applications. Don't forget to save this before 

ƴŀǾƛƎŀǘƛƴƎ ǘƻ ǘƘŜ άCƻǊƳ ŜŘƛǘƻǊέΦ 

The application form always contains 4 permanent questions (Fixed Required Questions). If you do 

not specify any specific questions, you can open the application with the fixed questions. 

You can also enter unlimited additional personalized questions by clicking on άaŀƴŀƎŜ ŀŘŘƛǘƛƻƴŀƭ 

questions ς !ǇǇƭƛŎŀƴǘǎέ. 

 Please note that if the application is open (the current date stands between the άStart date of 

TCA Participant applicationέ and the άApplication deadlineέ ŀƴŘ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ ǎǘŀǘǳǎέ ƛǎ 

άhǇŜƴέ), optional questions cannot be edited. The application form becomes permanently 

unalterable once an applicant or colleague has started filling the form(s). 
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51. Figure: Manage additional questions - Applicants 

In the form editor interface, you can add questions one by one. If necessary, you can add constraints 

to the question, such as a character limit, mandatory response, or help text. Click ǘƘŜ άAdd questionέ 

button to save a question. 

Question types- The corresponding blue info text is displayed when you select a question type. 

¶ Short Text & Paragraph - here you can set the minimum & maximum character requirements 

¶ Single Choice (Buttons) 

¶ Single Choice (Dropdown) 

¶ Multiple Choice - with "other" option 

¶ Number - accepts only numerical inputs 

¶ Email - accepts only email format input 

¶ Confirmation checkbox - 'I accept that...'; 'I confirm that..' 

The questions created are ƭƛǎǘŜŘ ƛƴ ǘƘŜ ά!ŘŘƛǘƛƻƴŀƭ ǉǳŜǎǘƛƻƴǎ ǇǊŜǾƛŜǿέ ōƭƻŎƪ on the right. 

You can delete or reorder your questions using the red "Delete" and blue "Drag" buttons next to 

them. 

When you're done, ŎƭƛŎƪ άCƛƴŀƭƛȊŜ ŦƻǊƳέ ς your questions will now appear in the άApplication 

form(s)έ menu. Return to the Application form(s) menu to review how the form will appear. 
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52. Figure: Additional questions preview 

To edit the form after finalizing it, go back to the form editor and ŎƭƛŎƪ ǘƘŜ ά¦ǇŘŀǘŜ CƻǊƳέ ōǳǘǘƻƴ 

after making changes. 

If all the questions on a finalized form are deleted, a yellow notification will appear indicating that 

the existing data table should be deleted from the database by ǇǊŜǎǎƛƴƎ ǘƘŜ ά5ŜƭŜǘŜ ŦƻǊƳ ǘŀōƭŜέ 

button. This is a system requirement; performing the deletion ensures optimal system performance. 

 While using this feature, monitor the green notifications that appear when you successfully save 

or delete items. Additionally, the orange warning texts contain important information about 

successfully saving the form. 

If you need to edit the application form after opening it, you can ǎŜǘ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ {ǘŀǘǳǎέ ǘƻ 

ά/ƭƻǎŜŘέ ƛƴ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ ŘŜŀŘƭƛƴŜǎέ ƳŜƴǳΦ LŦ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ {ǘŀǘǳǎέ ŦƛŜƭŘ ƛǎ ƛƴŀŎǘƛǾŜ, someone 

has already filled out the application and cannot edit it. 

After you have made your changes, you can reopen the application by ǎŜǘǘƛƴƎ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ 

ǎǘŀǘǳǎέ ǘƻ άhǇŜƴέ and ǇǊŜǎǎƛƴƎ ǘƘŜ άSaveέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜΦ 

The applicants fill in the application form, which they can access by pressing the άApplyέ button on 

the event datasheet. Only those can complete the application form who have registered and logged 

in to SALTO E&T website and their national agency is an accepted sending partner of the event. 

Form for NA staff 

¦ƴŘŜǊ ǘƘŜ άCƻǊƳ ŦƻǊ !ǇǇƭƛŎŀƴǘǎέ ōƭƻŎƪΣ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ άForm for NA Staffέ ǎŜŎǘƛƻƴΦ ¢ƘŜǊŜΣ ȅƻǳ Ŏŀƴ 

create an application form for NA colleagues that is different from the application form for 

applicants. 
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53. Figure: Form for NA staff 

In addition to the editing requirements in the Application Form(s) menu, there are two additional 

prerequisites for creating a separate NA staff form: 

¶ In the άPartner Application Detailsέ menuΣ ǘƘŜ άIs NA staff welcome?έ question must be set 

ǘƻ άYesέΦ 

¶ ¢ƘŜ άOpen a separate NA staff applicationέ ǉǳŜǎǘƛƻƴ ƛƴ ǘƘŜ άCƻǊƳ ŦƻǊ b! ǎǘŀŦŦέ ǎŜŎǘƛƻƴ Ƴǳǎǘ 

ŀƭǎƻ ōŜ ǎŜǘ ǘƻ ά¸Ŝǎέ. όǎŜƭŜŎǘƛƴƎ ά¸Ŝǎέ ŀŎǘƛǾŀǘŜǎ ǘƘŜ άaŀƴŀƎŜ !ŘŘƛǘƛƻƴŀƭ vǳŜǎǘƛƻƴǎ - b! ǎǘŀŦŦέ 

button.) 

If you do not want to add specific questions to the form, it will open with three fixed questions for 

NA colleagues. 

To add additional questions, click the άaŀƴŀƎŜ ŀŘŘƛǘƛƻƴŀƭ ǉǳŜǎǘƛƻƴǎ - b! ǎǘŀŦŦέ button to add 

questions to the application form one by one, ŀǎ ŘŜǘŀƛƭŜŘ ƛƴ ǘƘŜ άForm for Applicantsέ ŎƘŀǇǘŜǊ. 

! ǇǊŜǾƛŜǿ ƻŦ ǘƘŜ ŦƛƴŀƭƛǎŜŘ b! ŦƻǊƳ ǿƛƭƭ ŀƭǎƻ ōŜ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ ŦƻǊƳόǎύέ ƳŜƴǳΦ 

 If there is no separate application for NA staff, colleagues with advanced user status (NA staff, 

TCA Officer etc.) can apply via the application form open to applicant users.  
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9.4.1.3 Events/ Application form logos 

¢ƘŜ άTCA Participant Application/ Application form logosέ ƳŜƴǳ ƛǎ available from the edit menu of 

the given event. 

The edit menu of the event can be opened by clicking on the reference number of the event or on 

the ά9Řƛǘ ŜǾŜƴǘέ ƛŎƻƴ ƛƴ ǘƘŜ ά9ǾŜƴǘǎ ό¢/!ύκ Ψb! ŎƻŘŜΩ ŜǾŜƴǘǎέ ƳŜƴǳ.  

In the ά!ǇǇƭƛŎŀǘƛƻƴ ŦƻǊƳ ƭƻƎƻǎέ ƳŜƴǳ, you can add up to five logos to an event's application form(s). 

These logos will be displayed on the Front page, in the form filler view, and in the PDF export of the 

form(s). 

This allows national agencies to display their national agency logo or the logos of other contributing 

organizations on their event's application form. 

 

54. Figure: Application form logos 

Pressing the άbŜǿ ƭƻƎƻέ button will take you to the add logo screen. There, you will need to fill in the 

following mandatory fields and save. 

¶ Logo name: Organisation's official name 

¶ URL: e.g., the organisation's official website. Clicking on the logo will open the given interface 

in a new window. 

¶ Alternative text: Briefly describe the image for blind or visually impaired persons so that 

assistive technology can read the text. 

After saving, the logo row will appear in the table. It will have a green square in place of the image. 

Click on the pencil icon in the logo row to open the logo editing interface and upload the image. 

https://salto-et.net/AMP/event_single/event_index
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In the interface, click on the green square to select the image you want to upload from a folder on 

your computer. 

 

55. Figure: Upload logo image 

The site will convert the uploaded image to JPG, so it is recommended that you upload in that format 

by default. However, you can also upload a PNG image.  

You can resize the selected image in the editor interface to fit the logo in the light square in the 

middle. Any part of the image that sticks out will be cropped. Click ǘƘŜ άGet Cropped Imageέ ōǳǘǘƻƴ 

to save the image. 

 

56. Figure: Edit logo 

If you need to edit a logo you've already created, click the pencil icon. Click the trash can icon to 

delete a logo. Deletion cannot be undone. 
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9.4.1.4 Preview of application forms  

Finalized application forms for an event are available for other NAs to view on the event's public 

data sheet on the AMP site. 

This is useful for Sending Partners to review the questions asked of applicants. Other NAs can also 

use it to gather ideas for creating their own application forms. 

Previews can be accessed by going to the άEvents (TCA)/Public Eventsέ ƳŜƴǳ and opening a 

particular event's data sheet όōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ǊŜŦŜǊŜƴŎŜ ƴǳƳōŜǊ ƻǊ ά9ǾŜƴǘ ŘŜǘŀƛƭǎέ ƛƴ ǘƘŜ ά!Ŏǘƛƻƴǎέ 

column). 

¢ƘŜ ǇǊŜǾƛŜǿǎ ŀǊŜ ƭƻŎŀǘŜŘ ǳƴŘŜǊ ǘƘŜ ά¢/! tŀǊǘƛŎƛǇŀƴǘ !ǇǇƭƛŎŀǘƛƻƴέ ǘŀō ƻŦ ǘƘŜ Řŀǘŀ ǎƘŜŜǘ. Clicking the 

άtǊŜǾƛŜǿέ ōǳǘǘƻƴ opens a preview of the application form. You can download the form by clicking 

the ά9ȄǇƻǊǘ ǘƻ t5Cέ ōǳǘǘƻƴ in the top right corner. 

 

57. Figure: Public preview of forms 

9.4.2 TCA event application 

The application process on the Front page may differ for applicants and NA/NEO colleagues if a 

separate application form is prepared for NA staff. 

For users with advanced user status (NA member, TCA Officer etc.), ŎƭƛŎƪƛƴƎ ǘƘŜ ŀŎǘƛǾŜ ά!ǇǇƭȅέ ōǳǘǘƻƴ 

ǿƛƭƭ ŘƛǎǇƭŀȅ άCƻǊƳ ŦƻǊ b! ǎǘŀŦŦέ for completion. If there is no separate application for NA staff, 

colleagues with advanced user status can apply via the application form open to applicants όάCƻǊƳ 

ŦƻǊ !ǇǇƭƛŎŀƴǘǎέύΦ 

The άApplȅέ button appears at all events where the online participant application is currently open 

on the site. It is also visible to all logged-in users (applicant, TCA Officer, NA member, SALTO member, 

NEO officer, DG EAC, admin) and to visitors as well. However, the button is inactive until the required 

conditions for the application are fulfilled, which are also highlighted in a warning, (e.g. άtlease login 

if you want to apply for this event.έ ŀƴŘ ά¸ƻǳǊ National Agency/National Erasmus+ Office is not a 

partner of this activity. Please contact your NA/NEO ŦƻǊ ŦǳǊǘƘŜǊ ƛƴǎǘǊǳŎǘƛƻƴǎέύΦ  

 

https://salto-et.net/AMP/event_single/event_index_public
https://salto-et.net/
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58. Figure: Application notifications 

To make contact easier and to find the applicant's Sending National Agency/ National Erasmus+ 

Office more easily, logged-in users will see two pieces of information in the άtŀǊǘƴŜǊǎ ŀƴŘ 

tŀǊǘƛŎƛǇŀƴǘǎέ block of the event data sheet and at the top of their profile page:  

¶ Your Sending National Agency/National Erasmus+ Office: (sending NA/NEO selected during 

registration) 

¶ Your Sending National Agency/National Erasmus+ Office email address: (the email addresses 

were mainly collected from the Commission's websites: National Agencies, National Erasmus+ 

Offices) 

 

59. Figure: Events - to apply 

https://erasmus-plus.ec.europa.eu/contacts/national-agencies?facets__permanent%7Cfield_eac_topics=1964
https://erasmus-plus.ec.europa.eu/contacts/national-erasmus-offices
https://erasmus-plus.ec.europa.eu/contacts/national-erasmus-offices
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After logging in, you can reach the page listing the events by clicking on the άEventsέ menu item from 

the Front page. Clicking on the άOpenέ ōǳǘǘƻƴ under the άEventsέ header will only show events that 

are currently open to applicants. You can apply for an event with an active άApplyέ button on the 

event card. 

 

 

60. Figure: Apply button 

After pressing the άApplyέ button on the card, you will reach the event datasheet and you will need 

to click on the  button again to display the Application form (Form for NA staff or Form for 

applicants). The following fixed questions must always be completed under the ά¢/! ŘŜǘŀƛƭǎέ ōƭƻŎƪ 

for the two form types: 

Form for Applicants:  

¶ ά{ŜƭŜŎǘ ǘƘŜ Ƴƻǎǘ ǊŜƭŜǾŀƴǘ Erasmus+ sector to your organisation from the available sectors for 

ǘƘƛǎ ŜǾŜƴǘΦέ - The applicant can choose one of the event sectors that is most relevant to them. 

 

¶ άPlease give a short summary of your professional background including your: 

o current role in your organisation 

o main professional interests 

o ƭŜǾŜƭ ƻŦ ǇǊƻŦƛŎƛŜƴŎȅ ƛƴ ǘƘŜ ŀŎǘƛǾƛǘȅΩǎ ǿƻǊƪƛƴƎ ƭŀƴƎǳŀƎŜ 

o previous experience with Erasmus+, both individually and at organisational levelΦέ - 

This question can be answered with a long and elaborated response. 

 

¶ ά²Ƙŀǘ ǇǊƻŦŜǎǎƛƻƴŀƭ ōŜƴŜŦƛǘǎ Řƻ ȅƻǳ ƘƻǇŜ ǘƻ ƻōǘŀƛƴ ŦǊƻƳ ǇŀǊǘƛŎƛǇŀǘƛƴƎ ƛƴ ǘƘƛǎ ŀŎǘƛǾƛǘȅ ŀǘ ŀ 

ǇŜǊǎƻƴŀƭ ƭŜǾŜƭΚέ - This question can be answered with a long and elaborated response. 

 

https://salto-et.net/events/
https://salto-et.net/
https://salto-et.net/events/index/open
https://salto-et.net/events/
https://refactor.salto-et.net/tools_and_docs/glossary/sectors
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¶ ά²Ƙŀǘ ǇǊƻŦŜǎǎƛƻƴŀƭ ōŜƴŜŦƛǘǎ Řƻ ȅƻǳ ƘƻǇŜ ǘƻ ƻōǘŀƛƴ ŦǊƻƳ ǇŀǊǘƛŎƛǇŀǘƛƴƎ ƛƴ ǘƘƛǎ ŀŎǘƛǾƛǘȅ ŀǘ 

ƛƴǎǘƛǘǳǘƛƻƴŀƭ ŀƴŘ ƘƛƎƘŜǊ ƭŜǾŜƭǎΚέ - This question can be answered with a long and elaborated 

response. 

 

Form for NA staff 

¶ ά{ŜƭŜŎǘ ǘƘŜ ǎŜŎǘƻǊόǎύ ȅƻǳ ǊŜǇǊŜǎŜƴǘ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ƻŦ ǎŜŎǘƻǊǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘƛǎ ŜǾŜƴǘΦέ - 

Colleagues can choose more than one of the event sectors, as they can represent more than 

one sector professionally. 

 

¶ άIƻǿ ŀǊŜ ȅƻǳ ǇƭŀƴƴƛƴƎ ǘƻ ŎƻƴǘǊƛōǳǘŜ ǘƻ ǘƘŜ ŜǾŜƴǘΚ όŜΦƎΦ ǎǇŜŀƪŜǊΣ ŦŀŎƛƭƛǘŀǘƻǊΣ ǘǊŀƛƴŜǊΣ ǎǳǇǇƻǊǘ 

ǎǘŀŦŦΣ ŜȄǇŜǊǘΣ [¢! ŎƻƻǊŘƛƴŀǘƻǊύέ - Explain how they can contribute professionally to the event. 

 

¶ άtƭŜŀǎŜ ǎǇŜŎƛŦȅ ȅƻǳǊ ƭŀƴƎǳŀƎŜ ǎƪƛƭƭǎΦ /ŀƴ ȅƻǳ ŦŀŎƛƭƛǘŀǘŜ ŀ ǿƻǊƪǎƘƻǇΣ ŘŜƭƛǾŜǊ ŀ ǎǇŜŜŎƘΣ ƻǊ 

ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ŘƛǎŎǳǎǎƛƻƴǎ ƛƴ ǘƘŜ ǿƻǊƪƛƴƎ ƭŀƴƎǳŀƎŜ ƻŦ ǘƘŜ ŜǾŜƴǘΚέ - You can provide details 

about the language skills that are important for the event. 

If the Organiser NA/NEO has created individual questions for the form, they will appear after the 

fixed questions and show the associated constraints. 

You can download the application form in PDF format, either filled out or blank, by clicking the 

ά9ȄǇƻǊǘ ǘƻ t5Cέ ōǳǘǘƻƴ above the form on the right. 
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61. Figure: Application form for NA staff 
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To save the form, all required fields must be filled in. You can still edit the form after saving it. After 

a successful saveΣ ǘƘŜ άSend Applicationέ ōǳǘǘƻƴ becomes active. The application can be submitted 

for evaluation by pressing the ά{ŜƴŘ ŀǇǇƭƛŎŀǘƛƻƴέ button. Before sending, a confirmation window 

pops up as the submitted application can no longer be modified on the site. 

 

  

62. Figure: Confirmation popup 

You can now track your applications under the name of the logged-in user in the άMy Applicationsέ 

menu available from the scroll-down menu in the top right corner. 

Here you can also find the application forms that have not yet been sent, but which have been saved 

and can be completed in the event line; clicking on the eye icon in the άActionέ column until the 

deadline to apply for the event is open. 

The status of the event application can be tracked in the ά{ǘŀǘǳǎέ ŎƻƭǳƳƴ: άSavedέ means a saved 

but not yet sent application form, άSubmittedέ means a submitted application form, άFinalisedέ 

means that the final evaluation of the application was done. 

https://salto-et.net/events/my_applications
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63. Figure: My applications 

9.4.3 Managing sending participants as Sending NA 

The Sending NA receives a notification called άbŜǿ ǊŜŎŜƛǾŜŘ ŀǇǇƭƛŎŀǘƛƻƴέ when an applicant submits 

an application for an event. 

A Sending NA can view and evaluate the applications it receives per event under the menu item άTCA 

Participant Applications /  ΨNA codeΩ Sending Participantsέ. Here you can find a list of events where 

your national agency is a sending partner and have already received an application for the event. 

 Red colouring will be given to those events where there is still an application to be evaluated. 

To view the applications and evaluate them, click on the tool icon to the right of the event row, which 

will navigate you to the άManage Sending Participantέ view. 

 

 

64. Figure: Sending participants 

https://salto-et.net/AMP/activity_application/sending_participants
https://salto-et.net/AMP/activity_application/sending_participants









































































































































































































































