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1. Aims and objectives of the TCA Resource Centre

The EC recogsiid the need of National Agencies (NAs) for an owgaioin 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

91 provide all informationabout training and cooperation activities (TCAS) in one place, on an IT
interface.

1 provide a useffriendly, collaborative online working sitevhere the NA staff can manage the
entire process of TCAs from planning, through sa#ibn to evaluation.

91 offer (learning and informative) materialsFAQs, outcomes of implemented TCAs, online
training documents, news, etc.

9 provide professional assistance and guidander highquality implementation of the
Erasmus+ programme through TCAs.

1 collect andanalysetraining needsof NA staffto provide relevant training courses.

1 exploreresearch needsind carry out studies.

1. Figure: Aims and objectives of TCA RC

The development of the SALTO E&T website is an ongoinghgpp process. The different phases
are closely related to the lifecycle of TCAs and the steps of development are taken in the order of
prioritiesdefined by the Commission and the TCA Working Group. The phases are the following:

Phase 1TCA initiative and NA partner search.

Phase 2TCA announcement for partner search and expression of interest by other NAs.
Phase 3TCA announcement to the public, invitation of orgations or individuals.

Phase 4Selection of applicants.

Phase 5Realsation of the TCA event.

Phase 6Evaluation of the TCA and follawp of the eventwith participants.

Phase 7Statistics to NMirectors; to EC.



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 versionGifogle Chromg1920x1080 or 1366x720
resolution); howeverpther browserscan 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: 5.3, functionality and not responsiveness was the primary goal. Responsiveness
allows you to display the content of the page optead for different devices so that it can be easily
reviewed on mobile, tablet, or after logging on screens of different sizes.

D you would like to practice the functions before use please use the Sandbox
(https://www.sandbox.salteet.net/) site developed for this purpose. If you do not have a user
accountyet or have forgotten your login details, please contact usatc@tpf.hu.

D Boxeswith a light blue circlesymbol i ] can beopenedwith amouse clickor by hovering the

mouseover the i icon that revealsnformational textsfor the given block.

3. Users

The SALTO E&T website provides a servieewendifferent user groups that can access different
content on the site after logging iaccording to their authority.

T Admins

TCA Officer

NA members
SALTO members
NEO officers
Applicants
Experts

1 DGEAC

= =4 =4 4 -8 A

TheAdminrole is limited to the TCA Resource Centre and its IT department.

A user withT CA Officeauthority 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.

AnNA memberuser (it is possible to deviate from this on a specific requmstsee the activities of
their own NA (which is also seen byf&A Officgrbut camot edit them,or see content shared by
other NAs.

SALTO membaeusers (this can be changed on specific requastiable to view the activities of the
National Agency running the (E&T) thematic SALTO (which can be viewedTyAHhefficeand 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

rights are limited to théNews meniywhich means thai is also possible that thegreate news on the
website and sharéhem with the appropriate audience.

A user withNEO OfficeNational 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 asT&CA Officebelonging to a National Agency.

Applicantusers 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 Followp questiomaires, among getting other information on the platform.

Expertusers are individualée.g. facilitatos, trainers, moderators, key speakers efur.)companies

(e.g. event service providers)ho have been invited tthe Expert Pooby NAs, NEOs or SALTI®s

order to be recommenad 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' privilegesreent apply for TCA to avoid misunderstandings.

After registration, European Commission users working in the Directorate General for Education and
Culture (hereinafterDG EALcanview the privileged information, processes, and data, displayed on
the website.

) Anyone with either of the user rights can apply to an event as a participamtthe TCA
Participantapplication process through the sitéf the user's National AgenByEQis a sending
partner for the event.

3.2Registration for NASALTO / NE&hd 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.

Anew useraccountfor NA, SALTO and NE@ational Erasmus+ Offic&plleaguess createdusing
the information describedon the registration form. You can get to the form by clicking on thleog
in€ button on theSALTO E&&ite and then by clicking on thi€reate Accourdtbutton.

® a0
& Cicicc s uning ABOUT SALTOE&T NEWS EVENTS TOOLS AND DOCUMENTS e
. .

LOG IN

Copyright © 2020 -Tempus Public Foundation

2. Figure: Log in
9


https://salto-et.net/login/registration
https://salto-et.net/login
https://salto-et.net/login
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L
.. e i‘:ilg and Training ABOUT SALTO E&T NEWS EVENTS TOOLS AND DOCUMENTS
®

| AM AN APPLICANT

Fill out the registration form below

Are you a professional working in School Education, Higher Education, Vocational Education and Training or Adult Education?
Please fill out the registration form below, to apply to TCAs through the SALTO E&T TCA Platform.

Tutorial video @ )

I AM A TCA OFFICER OR NA/SALTO/NEO STAFF MEMBER

Request a user account

Are you working in a National Agency or National Erasmus+ Office that coordinates the Erasmus + Programme in your country?
Please request a user account by filling out this form. Our team will review your submission and create the account shortly.

APPLICANT DETAILS

Please note that the Email, Username and Sending National Agency/National Erasmus+ Office (NEO) fields cannot be modified
after registration.

3. Figure: NA staff registration

Theform linked in the text must be filled in

Alternatively, a message should be sent from the officialadl address to the -eail addressca-
rc@tpf.hu by the colleague who wishes to register or by an already registered colleague with the
following data so thaBALTO E&T colleagues can create a privileged user account

The email mustontain the following informationto create your account:

1 Full name
1 Email address
1 National AgencySALTO/National Erasmus+ Office name
1 Involved sector§more than one sector can be chos&E School Education, VEVocational
Education and Training, HHigher Education, AEAdult Education, Yk Youth)
Position(position at the National Agent(§ALTO/ NED
Authority (choose oneTCA OfficerNEO Officer, NA member + editing rights, NA member
viewing only, SALTO member or DG EAC
0 TCA Officeor NEO Officer
A Access LeveEditorial rights
A Description:As aTCA Officenr NEO Officer, you can edit events, review
applications, create and send questionnaires, and more. Only colleagues in
official TCA Officepositions will receive &CA Officeuser account.
o NA Member
A Access LeveViewing rights by default, with optional editing rights
A Description:NA Members can view content managed BEA Officer but
R2y Qi KI @S S Ryouinked aditihdhdcedd, & cargb® added upon
request. Choose this option if you're not an offidi@A Officelbut might need
to manage activities on the site.

10
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0 SALTO Member
A Access LeveViewing rights with editorial rights for News
A Description: SALTO Members can view content managedr®A Offices.
lf K2dAK GKSe& R2y Qi KIFI @S 3ASYSNIft SRAGA
news items to relevant audiences on the platform.

) Anyone with either of the user rights can apply to an event as a participamtthe TCA
Participant application process through the sitiéthe user's National Agency/NEO is a sending
partner for the event.

After processing the email, on the email address you providedwill receive asystemnatification
with the log in detailsfrom the Salteet.net <info@salteet.net>sender, under the subjeaiAccess
to the TCA OfficeiNA colleague space of the SALTO E&T Platform (AMPgasecheck all folders
including theSpamfolder.

To finish the registration process, the user should log in toSK&TO E&T websiwth the log in
details provided in the registration email. Upon tfiest log in, the usershould change thelefault
passwordby clicking on théhis/ her nam& menu on the top righthand corner of the page. (For more
details see thel. Log in andog outchapter.)

4. Log in and log out

Registered users can navigate to tileog ir panel by clicking on thé_og ir¢€ button in the upper
right corner

You can enter the interfacasing usernamend password as well as by ticking the captchinable
to sign in with email address

It is recommended that yoshange the passwordent by the system on the first log in. You may
change it on themain page in thedrop-down menu below as a loggeith user, pleaseclick onthe
menu itemousername, which will transfer you to the relevant view of the Activity Management Panel
(AMP,see 5.2 chaptgrpage.

11
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°
> ;;ALIO o ABOUT SALTO E&T NEWS EVENTS TOOLS AND DOCUMENTS @
TCA OFFICER
[HUO1] - Tempus Public Fou...
s T. TCA Officer
%) Open AMP

i= My applications

Welcome on the website of the SALTO ® My folowed siviis
Education & Training TCA Resource Centre. £ Notification settings

(# LogOut
The aim of this webpage is to support the planning, realization and the

follow up of training and cooperation activities (TCAs) between the
Erasmus+ National Agencies.

4. Figure: Profile menu

Here you can enter the necessary information to change the password icChange passwoid
window that automatically appears on the right side of the screen

(]
= el A EH- 63 O nwiimoaomce -

. .
& Profile / Profile settings 2o My profile

We kindly suggest you to subscribe to our SAl B Notification settings

COOKIES all the relevant information from the TCA Edu¢
| y My followed activities
| understood. Thank you! You can unsubscribe at any time &
newsletiers.

Back to Homepage
We use cookies on your browser to optimize site functionality and

provide service based on your preferences (e.g. remembering your login ,
and password). You can read our Cookie policy here. O Logout

4 5
The new password must be at least 8 character long and contain at least one number, one uppercase and one
lowercase character, and no special characters (e.g. +_*,—!?.)
Current password *
P Current password
*
New password New password
New password again *
p 9 New password again
., »

5. Figure: Change password

4.3Log out

If the user wishes to log out, she/he can do so by pressingitbg Ou€ button on the main pageor

AMP page which is located in the uppeight cornerof the screen, at the bottom of thdrop-down
menuof their profile

12



E Iel ‘ > E ~ Ba e Tutorial_1 TCA Officer v
HUO1 h Ind
Tutorial_1 TCA Officer - TCA officer o B = 26 My profile
& Notification settings
Public activities / Outcomes TCA Partner Application Manage TCA Participant Applica
® My followed activities
& Public Event " i . M  Backto Homepage
HUOT home @ Public Events — Manage TCA Partner Application (Organiser NA) Organiser NA
& PubliclTAs ~ & HUOT events — & HUOT events —
. . U Logout
Notificati N
otications W Public Activity Outcomes — 2% HUO1 as Organiser NA — B HUO1 Receiving Participants —
My followed activities Apply as partner (Sending/Cc-organising) % HUO1 Evaluation —
st Open for TCA Partner Application — ¥ HUO1 Follow up as Organiser NA —

FAQ

2 HUO1 as Partner —

6. Figure: Log out

4.4Request a new password

In the case of a forgotten password, at the bottom of the windowdRergotten Password?appears
after pressing théloqg ir¢ button to navigate to thePassword resetblock.

® sato
&2 iiaciion et Taning ABOUT SALTO E&T NEWS EVENTS TOOLS AND DOCUMENTS o
-

LOG IN

2 Username

& Password

reCAPTCHA

Adstvédelem - Altalinos Szerzidds Felstelek

or Create Account

Nem vagyok robot

7. Figure: Forgotten password

On thedPassword resetblock it is possible to request a new passwordibing in the e-mail address
and captchaby pressing théRequesé button. The newly generated password will be sent to the e
mail address you provided.
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https://salto-et.net/login
https://salto-et.net/login/password
https://salto-et.net/login/password

«® saLio
® , Education and Training

ABOUT SALTO E&T NEWS EVENTS TOOLS AND DOCUMENTS

PASSWORD RESET

Forgotten password - request a new password!

Please enter your email address to request a new
password by email.

™

reCAPTCHA

Privacy - Terms

«» -

I'm not a robot

8. Figure: Password reset
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5. Structure of SALTO E&T platform

5.1Front page

After opening thenhttps://salto-et.net website, theWelcome pageppears on the screen

D T
S S SALTO ABOUT SALTO E&T NEWS EVENTS TOOLS AND DOCUMENTS

3 .Edu ation and Training

Welcome on the website of the SALTO
Education & Training TCA Resource Centre.

The aim of this webpage is to support the planning, realization and the follow up of training
and cooperation activities (TCAs) between the Erasmus+ National Agencies.

9. Figure: Welcome page

@ &chmiommaninis ABOUT SALTO E&T NEWS EVENTS TOOLS AND DOCUMENTS

10. Figure: Top menu

. -
s G ABOUT SALTO E&T NEWS EVENTS TOOLS AND DOCUMENTS @
°

The TCA Resource Centre Activity outcomes
Institutions in E&T Erasmus+ documents

Colleagues and contact
Documentary

Welcome on thiswewenesdd the SALTO Analytics
Education & Training TCA Resource Centre. .

The aim of this webpage is to support the planning, realization and the Expertpool
follow up of training and cooperation activities (TCAs) between the
Erasmus+ National Agencies.

11. Figure: Droglown menu
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The following items are displayed in the top menu

1 About Salto E&T

(0]
(0]

(0]
(0]

The TCA Resource CenBasic information

Institutions in E&TNational AgencieSALTO Resource Centriggyopean Commission,
Erasmus+ National Agency directofr§A Offices, Working Group and Advisory group
Colleagues and contacsALTO Education and Training TCA Resource Centre contact
Frequently Asked QuestioisAQ for Applicant®yA membersI CA Officer

1 News News foNASALTO/NE@nd EQisers Visitors and Applicants

1 Events Showactivitiesin card Open,Actual, Past, All event$ist and calendarview, event
search

1 Tools and Documents

0]
(0]
(0]

Activity outcomesa searchable collection of TCA outcomes

Erasmus+ documentaseful documents fobeneficiaries

DocumentaryYou may find the following categories

A Platform related materials,

Trainings and materials for NA members,

Useful documents,

Longterm activities (TA) documents,

Supporting documents from peers,

Research results and studies,

Working Group related materials,

TCA Officexr Meeting (meeting minutes farCA Offices),

Promotional materials.

Analytics statistics on activities uploaded to the SALTO E&T TCA Platform in a searchable
format (Menu currently available for advanced users)

Glossaryshort definitions of TGeelated terms, including terms of the Analytics module
Expert poal 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.

D> D> D> D> D

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

(0]

(0]
(0]
(0)

ThedUsernamé menu item takes you to the activity management panel (AMP) (The AMP
is the interface for NANEO colleagues for editing and viewing event or application
information). Also, here you can find the option of passwoha@nge.

Open AMKActivity 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.
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 fomrCA Office¥NA member§SALTO members/NEO officafshey

wish to apply for a TCA as a participaivaluation and Followp form interface.

My followed activitieslist of followed activities with export option

Notification settingsinterface for setting personalised notifications

Log out

1 Bellicon(logged in users)

(0]

(0]

Notifications role-based notification@nd personalised notifications and reminders can
be found here
Notification settingsinterface for setting personalised notifications

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

5.2 AMP- Activity Management Panel

The menu can be founah the left side of theAMP pageYou can use th=— iconat the top of the
pageto collapse the blue meniar so that you see a larger view of the tables.

A ETRChome / Index

A ETRC home
&  Notifications m

My followed activities

n a

FAQ

&

New ETRC activity
Events (TCA)

LTAs

TCA Partner
Applications =4

TCA Participant
Applications L I3

LTA Partner Applications

®  Evaluation
-

Follow up

& settings

Back to Homepage

12. Figure: AMPmenu

The menu displays the following items:
MAIN

1 W! OBoRE& grocess specific shortcuts; list of 6 latest news (from all news)

1 Notifications: role-based notificationsand personalised notifications and reminders can be
found here

1 My followed activities list of followed activities with export option

1 FEAQ here you can find the FAQ for M Ocolleagues, as well as a FAQ for Applicants, which
also appear on the main page
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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

ACTIVITIES

T NewWNA codéactivity: in this menu item new activities can be created (only WitA Officer
or NEO officeprivilege, an NAr SALT@ember does not see this menu)
1 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 (THQActivities linked to Europedsvel events (AELE)
0 WAcodgeventsy Ay GKAA& YSydz AGSY @&2dz Oy TFAYR | f
NANEQ you can access the event editing surface from h&he contents of this menu
can be exported in Excel.
0 Public eventsa list and datasheet of all events created and published by alN¥E&s
are available herelhe contents of this menu can be exported in Ex&etivities can also
0S F2tft26SR FNBY (GKA&A YSydz dzaiAy3a GKS acC2ff:
During the management process, you can meet with two status of activities:
A Activity with anoOnly for NAs¢ status canonly be seen by the NAINEOsand
exclusivelyon the AMP. This offers a more detailed datasheet for /INEO
colleagues.
A An activity with adPublic for visitoré status can beseen by everyone
(visitors/applicants, too) and it igisplayed on the Front pagewith a content
addressed for potentidbeneficiaries
1 LTAs: (Longerm activities)
o Wh! O2RSQAY[ ¢ikKiA&a YSydz AGSY @é&2dz Oy TFAYR | f
NA/NEQ You can access the activity editing surface from here. The contents of this menu
can be exported in Excel.
0 Public LTAsa list and datasheet of all LTAs created and published by alNE@sare
available here. The contents of this menu can be exported in EBat@lities can also be
F2t{ft26SR FNBY (G(KA& YSydz dzaiy3a (KS acz2ffz2g¢
During the management process, you can meet only one status of activities, as LTAs are
not published to Visitors, only through TCAs:
A 1 OGA QA G eOonwihriNks I & U lalonlzébe seényfy the NAINEOsand
exclusivelyon the AMPR This offers a more detailed datasheet for /INBO
colleagues.

APPLICATIONS & PARTNERSHIP

1 TCAPartner Applications

0 WA codéxns Organiser Nk G KA & YSydz fAaita SOSYdNEQ2NAI YA 2
which were orcurrently areopen for partner application and other NAEEOshave been
applied for it as partners. You can also accessétel y I 3S t F NIy SNJ ! LILX
module from here where you can assess potential partner applications.

0 WA codéas Partnerthis 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.

0 Open for TCAPartner Application this menu item contain®opere events that are
currently open for partner application and NA&Oscan still apply as partners. The
event datasheet is available here, from where you can submit your partner application.
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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

9 TCA Participanfpplications

0 WA cod€Receiving Participantdn this menu item, you can find all events organised by
our NANEQ for which we have already received a list of applicants to be assessed from
the sending NABIEOSvia online application on the SALTO E&T website). You can access
the dManage Receiving Participargblock from here.

0 WA codégXending Participantshis menu item contains all everfisr whichour NANEO
as a sending partner has already received applicationastess You can find the
oManage Sending Participarddlock from here.

0 Open forTCA ParticipanApplication: 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.

1 LTA Partner Applications

o Wbh! O2RSQ |:Kanag® AchiyACgrnectnThis menu shows LTAs of the
user's own National AgenByEOthat are/were open for connecting activities and have
received connection requests from other National Agentle&®s Users can also access
theaal yI 3S | O A @ Ambdule hekeyio/révidwi pogestial §CA connection
requests.

0 Wb! O2 RS @rganing[PartnerThi&@ menu displays LTAs in which your National
Agency (NANEOQis a ceorganising partne(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.

0o Wh! O2RSQ {Ay3fS | :dist af DGASrors your NANEGtBaDares R [ ¢ ! 3
connectedto an LTAYou can view the form/datasheet of the connected $TAA and
the details of the TCA connections and-@ganising partnership.

0 LTAs open for connecting activitedsi KA & YSydz AGSY O2yidlAya a2
currently open to connect TCAs. TiEAdatasheet is available here, from where you can
submit yourTCA connection request

FEEDBACK

91 Evaluation:

o YbhO2RSQ 9 hisf mehushowsgvents for which arevaluation form can be
created bythe Organger NANEQ Here youyas an OrganisefCA Officé NEO officercan
create theevaluation form and view the received answers.

0 WYhO2RSQ 9 @I f dz (i Atlisymeriushowsttie gveritsyfoiwvhichlyour NNEO
sent applicarg via the website andnevaluationform can be prepared by the Organiser
NANEQ Here you as a sending partner can vie dzNJ | LILX A Ol yiaQ NIBA&LR )

1 Follow up:

o WhO2RSQ C2ff2¢ dzLithis tmend shoWR dvgnis fot Whistfaliow O
form can be created by Sending NKEQ Here you as a Sending parti&CA OfficéNEO
officer can create thdollow up form and view the received answers.

o WhO2RSQ C2ff 2¢ dzIthisiménu shdus ithg avants ledganmised by your
NA/NEOfor which afollow up form can be prepared. Here, as a colleaguke®rganiser
NANEQ you can view the responses received to fbdow up forms sent by various
Sending partners.
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TOOLS

1 News
o Wbh! O2 R this mehdydu can create, edit and publish news for the beneficiaries
and the platforn BCA community (NBALTO/NEMGEAC users). The news previously
created by the user's NNEOcan also be found here

9 Activity Outcomes

o Wh! O2RSQ ! OiithigZmenwshowsiall @&ntsSod our MEO for which
Outcomes has been uploaded on the website. You can access the surface where you can
edit the Qutcomes blocland the event itself from here.

0 Public Activity Outcomes this menu shows all events for which National
AgenciefNational Erasmus+ officdsave uploaded Outcomes. You can view the event
datasheet and the Outcomes block for the event here.

1 My Network:

0 WA coddéarpplicants here you can find the list of registered applicants who selected the
dza S NINEOada Sending National Agefidgtional Erasmus+ Officghen registering
on the website NASNEOssee applicants belonging to their own M¥Ohere. You can
view their full registration form and you can algerify the applican{optional, does not
affect the operation)The table can be exported in excel format.

0 TCA colleaguesere you can find the name, contact details and profiles of privileged
users with the following authoritiesTCA OfficerNA member SALTO member, NEO
officer,DG EAC colleagues, Admi8ALTO E&T colleaguel)e table can be exported in
excel format.

0 WG membersan introduction of WG (Working Group) members can be viewed in this
menu item, including photos.

1 Experts:

o Wbhb! O2 RS Q inihis Méni, expert Mvitation links can be created and previously
created invitations, along with their status, are listed.

o WYh! 02 R SthisiSviherStheleperts invited by the NA and registered on the site
are listed, alongside the public status of their profiles and user status.

0 My expert recommendationsthis 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

I Settings
o0 Profile: this menu item provides access to the partially editable user datasheet and
password change.

0 Logout
1 Back to Homepageyou 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

I(_)l collapses the white menu bam menus where the blue menu bar is accompanied by a white
menu bar, e.g. Activity Edit menus
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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
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* notifications the red dot indicatesinreadnotifications
E user manualcontinuously updated PDF for National AgenciesApalicants
E"a glossary terms and definitions of the TCA ecosystem

9 opens a dropdown menufor the loggedin user, e.g. Profile

D Boxeswith light bluesymbolso can beopenedwith amouse clickor by hovering the mouse

over theo icon that revealsnformational textsfor the given block.

6. User list

The list of users is available on th&IPsite under thedMy Networké menu item
Users:

1 Registered applicantglisted under the givesending NANEQ
TCA Offices

NA members

SALTO members

NEO officers

DG EAC colleagues

SALTO E&TCA RColleagueqadmins)

= =4 =4 -4 -8 A

% Public Activity Outcomes —

News

Activity Outcomes

My Network

HUO1 Applicants

TCA Colleagues

WG Members Sending NA
B Open for TCA Participant Application —
Expert Pool B HU01 Sending Participants —

®y HUO1 Evaluation as Sending NA —

13. Figure: AMP/ My network
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6.1 WNA codéxpplicants

If you would like to see the list éfpplicants belonging to your NANEQ, you can access it lojicking
on the NA codéapplicant€ submenuitem underdMy Networké menu on theAMP page

The registration process enables the users to select theifNH@ as a Sending National

AgencyNational Erasmus+ Office

The menu displays thfellowing searchable columnseside the general search field:

=4 =4 =4 4 -4 -8 -8 -4

LTA Partner
Applications

Evaluation

Follow up

News

Activity Outcomes

My Network

HUO01 Applicants

TCA Colleagues

WG Members

Expert

Settings

Profile

Logout

Back to Homepage

First name
Last name
Username
Email
Sector
Status
Verified?
Action

Search

Firstname

HUO1 test

testreg
Fruzsi
Attila
Frank

test

test

= el

& Users / Listof HUO1 applicants

List of HUO1 applicants

Last name ~

applicant

dummy

Szmolka

Test

Test

test

test

14d CA I dzNBY

Username

edina.applicant.hu01

dummy.testreg

szmolkafruzsi_testapplicant

attilatest

franktest

test_el 2

testlive.anett

Showing 1 to 7 of 7 entries (filtered from 75 total entries)

Email

xxedina.balogh@tpf.hu

dummy.testreg@brackit.hu
szmolka_fruzsi@testhu
atuskamode@gmail.com
atuskamode+10@gmail.com

anett.virag.test@gmail.com

aanett.virag.test@gmail.com

[Aa&ad

E e 66 e Tutorial_1 TCA Officer

Sector Status
ey setve
= Active
B8 Active
[ st [ver ] Active
[ se [ver ] Active
B8 Active
Eg setve
2F¥ Wb!

Show 10

Verified?

Verified #

Verified #
Pending @
Pending @
Pending @

Verified #

Verified #

O02RS8Q

v entries & v

Action

I Export I

I LILI A O yi

In theAction column you carclickon theeye iconto navigate to thedetailed viewof the Applicant's
form. Clickon theasterisk icorto verify the Applicant(optional, it does not affect the operation. For
details, see.2 Applicant verification

Clickon thed 9 E LJ2 NJi to dovmipadit® able inexcel format
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Verified? - Action

Pending @

®  Show applicant
v
% Verify applicant

Pending ©

15. Figure: Action icons

The detailed view of the Applicant's profile shows the personalaagdnisatioral data.

Profile of test test - Applicant @

Applicant details

First name
Last name

Email
Usemame

Contact number

Sending National Agency

Country of residence

Organisation
Organisation

16. Figure: Applicant detail view

6.2 Applicant verification

Registeredapplicantscan bepossibly approvedoy the givenNational AgenciNational Erasmus+
Office.

D Please notethat this approval process is not the same as the event application approyal
The approval of the applicants is indicative (does not affect the system processes or restricts the
applicant from applying for an event). It helps /INEO colleagues separate applicants thgy
approve from potentially inappropriate or problematic applicants.
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Applicants can be approved in ti#dly network/ WA codetapplicant€ menu item

f byclickingon theeye iconinthef A yS 2 F (i Kéne,laftel dpehidylthé fegisiration

- -
form, bypressingthe button in the lower-left corner of the pageor

1 byclickingon theasteriskiconin the dActioné columnfound in the end of the line of the given
F LILX AOlFyGQa yIFYSo

By pressingthe button or the asterisk icon oncgyoucan approve the participanbr you canreject
her/him by pressing the button/clicking on the asterisk again

Country

[F Backto Homepage

City

ZIP code
Street

Street numbei

Website

YH - Youth

17. Figure: Verify applicant

Until approvalis granted for a certain applicantcbock icono appears next to the applicant's name
or in the aVerified# column, depending on the menu item, whicheansthat the status of the
applicant isPending.

After approval the applicant receivesgreen icon * statingdVerifiede.
In case ofejection, a redcrossedout circle icon‘::'.::-“I appears next to the applicant's namaganing

thati KS | LILX A OdRefetcteds a Gl Gdza A&

6.3 TCA Colleagues

You can access tlist of advancedusersregistered on SALTO E&Tdtigkingon thedTCA Colleagués
menu item undeiMy Networké on the AMP site

Looking through thdist of TCA Colleagueyou can see thdollowing columns completed with
general search and column search function

f Name

1 National agency
T Email

1 Sector

1 Working Group
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Authority

Additional information

Last log in (this will help you firide active NA colleagues)
Action

= =4 =4 =4

o
= el A B 63 @ ruonaLi oA Offcer -

Events (TCA) & Users / Listof TCAColleagues
1A
List of TCA Colleagues:
£ rcAparmer search a Show 10 v emres & ~
Applications
Name Nationalagency  ©  Email Sector Working Group Authority Additionl informtion v Lastiogin Action
£ LTAParmer )
e Bénédicte GRAMOND- T Benedicte Gramond-Zamoun@agence- o A memer ~Policy officer ~ promotion department HE 27062023 ©
ZAMOUN erasmus fr promotion officer
Florence Dupraz = Eso1 florence.dupraz@sepie s [ ver ] No NA member VET officer 05.08.2024 °
Iwona Fus = PLOT iwona fus@frse.org.pl = No NA member VET KAZ2 coordinator team 06.02.2025 °
Follow up
Transversal Assistant TGA and Transversal
Joglle MAJOIS = joelle. majois@aer-europe.e [ s [ ver | No NAmember Peetam 11022025 @
ETRC Test Officer @ ETRe xxixeding.balogh@pt.hu [ s [ver ] No TCA officer TEST TCA OFFICER 03.02.2025 °
News
Noor Groenendiik =Nt ngroenendiik@erasmuspius.nl [ s [ver] No NA member Team leader Strategy & Innovation 28.06.2024 °
Activity Outcomes
0 o o Brianda Zoet =N broet@erasmuspius.nl [ s [ver ] No NA member Team leader Quality, Compliance & Finance 19.12.2023 °
HUD1 Applicanis Martina Blindert = DE0T blindert@dzad de No NA member team leader *Students' Engagement for Europe” 10,02 2025 °
Esther Vink =Nt evink@erasmusplus.ni No NA member Team lead, team adult education 10022025 °
TCA Colleagues @
WG Members Anna Bielecka - PLOT anna bielecka@frse org.pl No NA member Team Coordinator in Higher Education Sector 10.02.2025 o
Expert
Showing 1 t0 100f 531 entries - 2 3 4 5 . 54 Next

18. Figure: List of TCA Colleagues

In the "Action" column click onthe eye iconto navigateto the detailed profiles of colleaguem the
National Agencies, Erasmus+ Natio@dlices DG EAC or SALTO E&T Resource Centre. The profile
information provided by the colleague will be displayed on their profile page.

Clickon thed 9 E LJ2 NJi o dovmipadit@ able inexcel format

6.4WG members

Under the menu itendMy Networke on the AMP _page you can see thatroduction of Working
Group membersn the WG members€ menu item, including photos.

A briefintroduction of WG memberss alsoavailablefrom the main page via thdink in the menu
item GAbout us SALTO E&T/ Institutions in E&T/ Working Gré(after login).
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® saLio
. —
L) :Edu ation and Training, = l("’l E ¥ e Tutorial_1 TCA Officer ~

Applications

Colleagues / Working Group members

TCA Participant
Applications

2 LTA Partner Applications

Evaluation

Follow up

News
Gaelle Bozec TCA Officer, Adviser Ingrid TCA Officer all sectors, Programme. Veronika Haberlandova TCA Officer Pietro Michelacci TCA Officer
Activity Outcomes Gran officer
Diku - Norwegian National Agency A Slovak National Agency (SK01) - Agenzia Nazionale Erasmus+ (INDIRE) ~
My Swedish C il for Higher Ed i A
email: gaelle.bozec@diku.no wedish Council for Higher Education email: veronika.haberlandova@saaic.sk email: p.michelacci@indire.it
= email: ingrid.gran@uhr.se
HUO1 Applicants 174 Gaélle is originally French and has been Veronika has been a TCA Officer since Pietro has been working for the Italian
living in Norway since the end of 1997 Ingrid Gran is a programme officer and 2018 when she started working at the NA since 2010 and as TCA officer since
TCA Colleagues where she went as an Erasmus student TCA-officer at Swedish Council for national agency. She covers all E&T 2016,
This was followed by a year funded sectors and is responsible for
under the Leonardo 23 \‘l;mc\ scheme. S s S e NL-\V romotion of even’:s selectin Slince 2014 he coordinates the
Ml With othi ord: she is a pure EU- o pa ticipants to attel VdTCAs ai oad as FlropesnStrategle Pertmersnips (K42
i er wi e is a pure EU- rticipan atten r
roduct! ? p e Ll P Cvell aspior organizing TCAs at the prolects) i the field ofiAdulteducation
Ert Pt P Language Label, languages for aanizing at Erasmus + Italian NA with the help of
Hpefid Erasmus+ and Nordplus and assistance agency. Veronika is also working in HE

She has been working at the Norwegian
National Agency since 2006 and has -

2 colleagues. The IT NA has funded 135
European partnerships. The role of his  ~

of long term mobilities within KA2. sector with ICM projects (KA107) and

AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA

19. Figure: WG members

7. Notifications

Theinteractive guidebelow will guide you through thaotification settings It also providesiseful
information about messages to applicastandhow to follow events

Click on the imagé¢o open the guide.

Setting custom
notifications R

@ e ety b s e Tl A

Automatic messages for applicants
| roou e |

Following activities

==

Uponlogging in for the first time a notification will appear prompting you to the availability of
customisable notificationswhich can b 2 y ¥ A 3 dzNBS RNoidfidaiioK Setfingé K § S ¢ dz

Login, click théell icon in the headeof the Front and AMP page 8ee the last five notifications

In the headerof the dropdown menuclick thegearicon to2 LIS y Nét&cStiodSettingg Y Sy dz

It AO01 2y &{ S Satthé Hottoyi Bfihe drdpddwrimeaw 2 ¢ + O O Slaificatink & &
menu¢ on the AMP pageThe db 2 G A FAOLF A2y & Y ®l¢-based hogfiCationz=R S& T A I
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customisable notificationsand reminders A red dot above the bell indicates if there are unread
notifications

<
. ;fj:t;i?n e ABOUT SALTO E&T NEWS EVENTS TOOLS AND DOCUMENTS

Notifications *

7 days left until the Deadline of co
13.08.2024
There are 7 days left until the Dea...

New received application

Welcome on the website of the SALTO Your NA hasreceived a new applic..
Education & Training TCA Resource Centre. 7 days leftuntilthe Deadine of 0., . 202

There are 7 days left until the Dea...

12.08.2024

The aim of this webpage is to support the planning, realization and the st day 15 Book places
follow up of training and cooperation activities (TCAs) between the 10.08.2024

. A Today is the last day for NAs to ap...
Erasmus+ National Agencies.

Update on submitted TCA partner ...
09.08.2024
Your TCA partner application to Di.

See all notifications

20. FigureNotifications

The d\otifications meni£ is also available from thblue menu bar on the AMP page€lickingon
olNotificationst the notificationsappear inlist view. To open the notification, click the green plus
sign Unreadnotifications are indicated by aed dot that turns grey when opened

You cardelete notificationsone at a time bylicking the trash icon in the bottom right corneaf the
open notification.

You carsearch for notifications based on their subject

g\andminir\g E lt-)l ‘ - E - Ba e Tutorial_1 TCA Officer ~

A Profile / Notifications
Tutorial_1 TCA Officer - TCA officer

Notifications & Notification settings

A HUOT home
Type to search. sh 10
Notifications . B ow M

My followed activities

©®©

. 7 days left until the Deadline of co-organising partner application 13.08.2024
FAQ

There are 7 days left until the Deadline of co-organising partner application for the following activity: Exploring Networks Across Sectors and Establishing A Eurepean Community

You are following this event.

New HUO1 activity To unfollow, unselect the event in the "My followed activities” menu. Change ,Notification settings” to adjust reminders for followed events.
Events (TCA)
LTAs
. New received application 12.08.2024 (+)
. 7 days left until the Deadline of booking places 12.08.2024 (+)
=" TCAPartner (] Last day to book places 10.08.2024 )
Applications
. Update on submitted TCA partner application 09.08.2024 (+)
TCA Participant Q
Applications
. TCA Participant Application Now Open 09.08.2024 (+)

21. FigureNotificationsview
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In the topright corner of thedNotifications menté, you will find adNotification setting€ 6 dzii (G 2 Y
which you carelick to access the customisable notification settings menu

ThedNotification setting€ menu is als@ccessible via the gear ican the drop-down menu header
below the bell icon and from thedrop-down menu below the user's namen both theFront and
AMP pages

This interface allows eaddvanced useto configure the types of notificationsand remindersthat
are relevant to them.

D Please note thathe fixed role-based notificationsrelated to the user's taskse.g. notifications

related to partner applications or applicant processicannot be personalise@nd willalways
be sent to the appropriate recipients

Thenotifications that can be personalisedre the following

T

T

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)

0 News publishing (only foFCA Offices, NA members & DG EAC)

Activity notification: These can be set to notify you when a new TCA is published on the AMP
page forNational Agencies and/or on the Front page for applicants.

o NewTCApublisheddA aAo6fS ahyfte FT2NJ b! aé¢ 6! at o

0 New TCA published for applicants

LTA/RTLTA notification:If you tick this box, you will be notified when a new LTA ot RA
(research type activity) is published on the AMP page.
0 New LTA published

Outcomes notification:If this is checked, the system will notify you wham @utcome is
uploaded to a TCA or RTA.
o New Outcome

You can also use this panektet reminders for the activities you are following-ormore information
on the following activities see the relevant chapterd. Folloving activities

Followed activity reminders:

T

TCA Partner application reminder&y 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-organisng or sending partner (booking places) application deadline and the day of the
deadline.

o0 Reminder: Partner application opens (7 days earlier)

0 Reminder: Partner application is opened

o Reminder: Deadline of eorganising partner application (7 days earlier)

0 Reminder: Deadline of emrganising partner application (on the same day)

o Reminder: Deadline of booking places (7 days earlier)
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(0]

Reminder: Deadline of booking places (on the same day)

1 TCA Participant application remindersthis 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 théosing date.

O O O o

Reminder: Participant application opens (7 days earlier)
Reminder: Participant application is opened

Reminder: Application deadline (7 days earlier)
Reminder: Application deadline (1 day earlier)

1 LTA/RITA Partner application reminder#n this section, you can set notifications related
to followed LTAs and RITAs, 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 ddhne.

(0]

(0]
(0]
(0]

Reminder: Partner application opens (7 days earlier)

Reminder: Partner application is opened

Reminder: Deadline of Connection (activities) (7 days earlier)
Reminder: Deadline of Connection (activities) (on the same day)

Thesenotifications can be turned on and off at any timend changes can lsaved by pressing the
G { I @S ¢ indhdzipiiogh yight corner.

Thea b 2 G A FA OF (irktteyop dght oodaéniil2|yS & & 2Ndafichidns inén.

Notification settings

@ Need Help Setting Up Your Notifications?

News notification

[ Checkall

[ News publishing (for visitors and registered users)

[ Newspublishing (only for TCA Officers, NA members & DG EAC)

Activity notification

TCA netification
[ Checkall

[ New TCA published - visible "Only for NAs™ (AMP)

[0 NewTCA published for applicants

LTA/RTLTA notification
O NewLTA published

Outcomes notification

[ New Outcome

Followed activity reminders

TCA Partner application reminders
Check all

Reminder: Partner application opens (7 days earlier)

Reminder: Partner application is opened

[m]
[m]
O
[ Reminder: Deadline of co-organising pariner application (7 days earlier)
(J  Reminder: Deadline of co-organising periner application (on the same day)
[ Reminder: Deadline of bocking places (7 days earlier)

[m]

Reminder: Deadline of booking places (on the same day}

TCA Participant application reminders
[ checkal

Reminder: Participant application opens (7 days earlier)
Reminder: Participant application is opened

[m]
[m]
[ Reminder: Application deadiine (7 days esrlier)
[ Reminder: Application deadiine (1 day ecrler)

LTA/ RFLTA Partner application reminders
Check all

Reminder: Partner application opens (7 days eariier)

O

(] Reminder: Partner applicstion is opened

[ Reminder: Deadline of Connection (activities) (7 days earlier)
O

Reminder: Deadline of Gonnection (activities) (on the same day)

22. FigureNotification settings
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8. TCA lifecycle

Thelifecycle of TCActivitieshas 5 statusesThe 5 statuses aré: Not public/draft, 2. Only for NAs,

3. Public for visitors, 4. Reakd, 5. CancelledAll 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 guiderthe eve
through the TCA lifecycle.

Not public/

Cancelled

VISItOrs

23. Figure: Cycle of event statuses

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

a) Regular TCA lifecycle

Not public/ Public for .

Not added to WP yet Not added to WP yet Accepted by EC Accepted by EC

Added to WP
Accepted by EC

24. Figure: Regular TCA lifecycle

b) TCA lifecycle without open partner applicatiqsame as the regular lifecycle, only the partner
application process is not opened for the event)

Not public/ Public for .

Not added to WP yet Not added to WP yet Accepted by EC Accepted by EC

Added to WP
Accepted by EC

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

P Only for NAs
Not public/ [ |
= z Cancelled
Public for

visitors
26. Figure: Cancelled TCA lifecycle

The followingable shows the entire list of event statuses and their WP phasesL y (G K S
F2NJ b! &a¢ aidlddazr GKS ARSIHE ¢/! S@Syild akz2d
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

Planning continuation and dividing tas

among partners (status modification G

Platform).

Not added to WP yet/ The p_Ianned event is included in the V

Only for NAs Added to WP/ subml_tteq to the EC (WP phas
modification on Platform). EC accepts t

Accepted by EC WP (WP phase madification). Invitir

NASNEO4go0 send participants.

Most details are finalised, the event

organisatioris progressing well.

The event is open for visitors to app

(status modification).

Assessment of applications, selection

Public for visitors Accepted by EC applicants, grant agreements, trav

arrangements.

Preparation of participants.

Implementation of the event.

Results uploaded to the Platfon

Realised Accepted by EC (automatic status modification). Even
follow-up.
Added to WP but cancellec Event planningbrganisation failed, or
Cancelled event was not accepted by EC or

Was not added to WP

event was finally not added to the WP.

T

8.1ab2 0 LIEONIATOEE 2aNd I G dza

The default status of a newly created evendéiiot public which is a draft, internal version. You can
seethestatusinthéd 2 K2 Ol y & S Slock His statuS i€tBe/laadt dsible from all the event
statuses, asnly the Organiser NABIEOscan see its content

31



D itis important to know that only the Organiser NANEO can editthis part.Eventsg A G K | a y 2
LJdzo f A Ocannét bhd séedzan the front pag Also on theAMP pageonly the colleagues o
the organiser NANEOcan see it

I G dza

[N

82¢ KS ahyfeé FT2N)b! aé¢ &

If an Organiser NNEOwishes to find partners for it¥CA, this National Agendlational Erasmus+
Officecan make ivisible for all NABNEOsby selectingthé h y f eAZE2 NJdtd £ A O &l Gdza A
Ol'y aSS (i KAGver8ad SettiprWhentusing this status, it is possible for other MAEOs
to join as ceorganisers and/or sending partners.

D itis important to know that only theOrganiser NANEO can edit this part Thisevent is not
visible on the Front pageonly on the AMP site.

dza

[ @=N

83¢KS GtdzofAO F2NJ gAaAl2NRE adl

After the EC has approved the TCA and the Organis&tB@wishes tomake the event publicit sets

the status toct dzo f A O F2NJ GAAAG2NEE Ay ((GvSrvietyzsdctdn).They &S S
activity therefore will bepublic for NA¢NEOsand for all visitorsof 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 offCA Officexr and NAs will not appear to the wide public (Front page). The

main ation to make in this status is the online application of potential beneficiaries.

D Please notehat restricted contentabout events iglisplayed on the Front pagéontent that is
relevant to visitors/applicants), and a modetailed datasheetis displayed on the AMP page
containing all relevant information about the event for MIAMEOs

84awSI ft AASRé¢ adl Gdza
After the event ended, its status automatically change§ o S | f. Rigdd§Hatcan be editedby the
Organiser NANEO after the realisation of the event are thed 9 @ f dzthéldA@2/téf 2the dzLJE

G hdzi O2aniShe@ D2 2 Rt dektiong. OM@&hiser NINEOsare kindly asked to upload TCA
outcomes to the platform to share their experience of the organisation.

8.5d/|')/(v)§ffélf2é aal bdza
In case alCA cannot be realisedt is obligatory to change the event statusdo/ | Yy OSsbf SR ¢
interested parties(partner NASNEOSs participants)will be informed. TCA is visible for users in all

NANEOgroups depending on the current status of the event (Not public, Only for NAs, Public for
Visitors).

On themain page for the loggeein users inthet a @ ! LILX A Ol céankelled avénts¥ard gisizs
listed for which the user has already appli€thncelledeventsreceive a label on the
Front pageon all interfaceswhere the events appear. Tlelourof the event cardbecomesgyray as
well.

On theAMP site a label can be seen next to the title of the cancelled event.
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9. TCA ativities and actions

9.1 New Activity on The AMP (N&MA codéActivity menu)

You carcreate a new activityon the AMP sitein thedb S Wb jacti®@tgé ménuitem, which is
located in the blue menu on the left. After clicking on the menu item, a form appesatsining four
mandatory fields(Title, Short title, Type of activity, Budget yéexcept at LTA.)

You canuse théw S & S (i bFEt@nkMepty the fieldsthat have been filled in.

Three fields cannot be changed latar relation to Activities (they turn into gray inactive fields after
saving):

1 Reference numbefgenerated automatically by the system)
1 Type of activity
1 Budget year

D Please notethat if you consider theselata incorrect, it is advisable tadelete the event and
create a new datasheetOnce this data has been saved, onlyAaiministrator will be able to
delete the activityfrom the system. Please contact usted-rc@tpf.huin 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 WRiagramme provided by

the Commission for the given budget ygar

® saLo —_
. 2 St snd riing = el A H- 6 O oo -

Add new activity

HUO1 home Title * Title

. 8 Activities / New Activity
Tutorial_1 TCA Officer - TCA officer

= HUO1 - Tex

Notifications Short title *
for list and card views (only 64 characters)
My followed activities

Type of activity — Please choose an option — v

FAQ

Budget Year * Budget Yea

e o

Events (TCA)

LTAs

27. Figure: Add new activity

Pressing theéd RR ¢  coamies$ the/activity and then you see théOverviewe view of the activity
you created.
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«® sa0 ©

@ Education and Training = I(-)l ‘ - E > 66 e Tutorial_1 TCA Officer ~

B Events (TCA) / TestUMTCA 2023

Tutorial_1 TCA Officer - TCA officer

HUO1_0398_AELE_2023 | Test UM TCA 2023 [E3

Overview
ot - )
Notifications £ Maininfo
Title * Test UMTCA

My followed activities L TCA documents

Short title * Test UM TC
FAQ =  Costfields forlist and card views (only 64 characters)

£ TCA Description Reference Number HUO1_0398_AELE 202
New HUO1 activi ¥ Good Practice
7 Type of activity Activities linked to European-level events

Events (TCA) TCA PARTNER APPLICATION v

Budget Year

HUO01 events .o
“&  Partner Application Details

Public events N
& Manage Partner Application(s)

Who can see this event? (i ) Cancellation (i )
42 Partner contact details

28. Figure: TCA evenOverview

9.2 EditingTCAs

In order toedit an existingevent, you have to go to théEvents TCA / WAcodeCevents Y $tefidz
and eitherclick on the reference number of that certain eventor in the row of the event in the
OActions columnyou have to click on théEdit event icon.

# Events (TCA) / Listof HUO1 events

HUO1 home
Notifications H E E

My followed activities School Education Vocational Education and Training Higher Education Adult Education Cross-sectoral

Tutorial_1 TCA Officer - TCA officer

FAQ
Search: Q Show 10 v entries & -
New HUO1 activity
Part P Event Budget
Reference Number v Title ° ofan O Priority < Scope - Sector T - ven - udae Actions
Events (TCA) A TCA? dates Year

HUD1 events

Public events

SALTO test event Environment and 10.04.2024
HUO1_0606_THO_2023 ) No fight against climate  Transnational [ e [ ver | No : 2023 =
Wishlist items 12.04.2024
change (2021-27)
# Editevent
Increase the quality

Mentoring model of programme 01.04.2024 - B  Export to PDF e
- 0 21 SE
HU01_0566_THO_2024 for applicants No implementation Transnational .m No 31.05.2024

29. Figure: Edit activities

Theevent appearshen in theth @S NIJ A S @nd its€tiriry) enenu bar can be found on the left
Here you carenter or modify different data and information of the eventThismenu is used for
approving applicationsandquestionnairesrelated to the eventan be edited heras well.

34


https://salto-et.net/AMP/event_single/event_index

D Aiter creating the eventthe following fields cannot be modifiedd wS F SNBy O 8 ¢ ¥ 4486 S NE
2F | OanddAd AdaRrES L & S| NE
Theother fieldsinthed h @S NBW& 41¢ 4 S R | (i dabe @dslified unt? tifedending
date of the event (realisation) ountil cancellation.
InthedTCA I NJi y S NJ ! il GA@articipadtyAgplicatiodssections the fields can
also be modified until the event is realised or cancellefithe event is in the appropriate
status6 G hyt & F2NJ b! &é X Thaexcdpiidnto tis i thedddittohad questdneR ¢ 0
2T (0KS a! LiLJasthéycanho? e maifiedif heT CA Participanapplicationis
alreadyopen, andthey become permanently unmodifiablence anapplicant starts filling out
the form.
The following blocks are an exception to the aboude: Thed D 2 2 R LIdck)as it €S §
be edited both during and after the eventthed h dzii O 2the& ® & f dahdine @ g2zt § 2 &
dzLXlocks, as thesean be edited after the event is realised

Theevent editor's menubar can becollapsedby the || iconat the top of the pageThe tables can
appear larger this way.

The events in this menu item can be exported to an Excel spreadsheetusing tte

button at the top righthand corner of the page.

D Please notethat the current phaseof the developmentenables todownload the full list of
activities of this page to Excel format. Filtered apdrch results cannot be downloadexttually.

9.2.1 Events/Overview (Change activity status)

The followingfields that cannot be modifiedafter the creation of the eventt WS F SNBYy O, S Yy dzY 6 ¢
G¢eLIS 2 FandaO @RASGEE € S| NE ®

Thefields that can be changed before the realisatiar the cancellationof the activity and that are
mandatory:6¢ A Gahd$Ghorttitle €.

You caredit the Activity you created iradditional menu items

D Boxeswith a light blue circlesymbol i J can beopenedwith amouse clickor by hovering the
mouseover the i icon that revealsnformational textsfor the given block.

Tochangethe actualstatus of an activityto a new oneénthed h S NIWA Sgk 2 K2 Ol y &SS
blocks,two conditions must be mein order to successfully save the event with its new status.

1. All mandatory fields need to be filleéh which are required for the new status.
2. TheWP phase is set accordingly

D itis importantto know that theactivity can be entered into the different public statuses one by
one, which meanshe activitymust go through all three statuseé ¢ b 2 i LJdzo t A O¢X dah y f
& dzo f A O ¥ th NideDth BeAadinduNded to everyonéncluding visitors) on requesEor
status changesonly certaininformation fields are requiredto be filled in, theopening of an
application procesgpartner, applicant)s not required

ThedWho can see this evengblock shows what fields areequiredto be filled in in order to get the
activity to the next status If you want toset the eventto one ofthe public statusesyoumust first
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meet the necessary criterigmandatory fields). Until these fields are filled in, the next status level
cannot be set.

@ Events (TCA) / SALTO UM 2025

[ j HUO01_0574_THO_2025 | SALTO UM 2025
2 Overview
- )
Overview
£ Maininfo

.
Title SALTO UM 2025

L TCAdocuments
Short title *
= Costfields for listand card views (only 64 characters)

SALTO UM 2025

&  TCADescription Reference Number .

¥ Good Practice
Type of activity Thematic activitie

TCA PARTNER APPLICATION v
Budget Year

42 Ppartner Application Details

#  Manage Pariner Application(s) E

4 Partner contact details ’
Who can see this event? [i ] Cancellation (i ]
TCA PARTICIPANT APPLICATION v

Would you like to cancel
Please resolve the issues below to publish this Event for NAs your activity? *

@  Application form(s) m
Main Info

P Application form logos

B  Application deadlines No v

= 10 unfilled field(s)
¥y Receiving Participants
Tca Description

ACTIVITY QUTCOMES v » 2unfilled field(s)

N v,

30. Figure: Who can see this event?

In the éCancellatior block you candelete the event selectingthe answerd | Sté the question
OWould you like to cancel your activity? However, thisdoes not mean that the event is actually
deleted from the systemlf 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 usersdécide

not to delete the activity, you carchange the response taNo¢ here, and theactivity can be edited
again

D Please notehat, only an Administratorwill be able to delete the activity form from the systen
Please contact us ata-rc@tpf.hu

9.2.2 Events/Main info

You caredit basic datarelated to this activityn this block

With the exception ofthe QWP phasé field, this data will also be displayed on théFront pagé to
visitorsif the event is public

The followingfields are required to be filled irin order tomove the activity tothe public status
(6Only for NAS):

1 WP phase
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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.)

= =4 =4 =4 =8 -4 -8 9

=

More fields:

1 Postponed

9 Subtopic

1 Key Action

1 E+ Academy

some of these fields are requiretb set thestatus fordPublic forvisitorse.

If you want toreschedule the eventsetthed t 2 & i LJ2 y S R éto ribtySntefested parties &
the postponement.

When anew date is entered the system will automatically reset the Postponed field to. Ntois
recommendedthat the fact of theprevious postponement and the previous dates are included in
0KS a¢/! RSAONARLIIAZ2YE aSOlGAz2Y

If anew postponements requiredthe field can be reset to Ye# theevent does not take placethe
statuscanb&t SG G2 /I yOSttSR Ay (KS¢ hOSNBASGE of 201

- ) _
m WP phase

Frogramme prase

Accepted by EC ~
& TCAProgramme

& Costfields
£ TCADescription

Transnational v
¥ Good Practice

TCA PARTNER APPLIGATION ~

4f  Parmer Application Details

& Manage Partner Application(s)
implementation (2021:27) ~

4t Partner contact details

TCAPARTICIPANT APPLICATION
T [E==2]
©  Application form and deadlines
sector SE- School Education x | VET -Vocational Education and Training x
& Receiving Participants
ACTIVITY OUTCOMES v Venue country
Hungary ~

#  Outcomes Details

Budapest v
incaseyou don' fnd e venue iy i e s plsese
B Upload Outcomes Files
Working langusge )
EVALUATION v Hungarian ~
Key Acti
#  Evaluation farm YACON L ap ~
& Received forms £+ Academy
No v
FoLLow uP v
Sandas B 24092023
# Manage as Organiser NA
End dete
=] 2810921

31. Figure: EventsMain info
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9.2.3 Events/TCAocuments

Any number of files can be uploadeshe at a timein the & ¢ /dbcument€ menu item inpng, jpg,
jpeg, pdf, zip, rar, docx, xlsx file formatrhemaximum sizeof a file can bé& MB.

Clickonthed. N2 4 a S ¢ to opdnihé Blger systemof your computer, where you casearchfor
the files which you wish to upload.

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

HUO1_0398_AELE_2023 | TestUM TCA 2023 53

Overview

BASE DATA v
Uploaded TCA documents [ ]

€  Maininfo

TCA documents
Choose a file Browse Upload
Please upload all documents relevant to your
X TCA documents
TCA. These documents are visible for the
visitors as well

= Costfields

2 TCA Description No file uploaded.

¥  Good Practice

32. Figure: TCAocuments

9.2.4 Events/Cost fields

Reimbursementgrovided by the Organising NAand information aboutthe Additional Fee payable
by Sending NAsan be recorded in the systert is worth filling in the cost fields as soon as possible
to provide information and help other NAs in the partner application process.

D Costrelated fieldsappear only on the AMP sitén 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 severalonditional fieldsin this menu item, which are displayed abdcome mandatory
only if the answer for the previous question BYes.

These include:
f Inthecaseofi ¢ NI @St O2ai LI&&RI BRYWNAIYAdSN DFE¢GNF OS5
 In the case ofd OO02YY2RI GA2y 02 FSNBRalESA YHNA [ yWA2ES/ND |
F OO02YY2RI UA2Yy FSS 6e0é
f Inthecaseoft RRAGAZ2Y It FSS :0aARRATEY{ BYRAzyd BFEI RRA(
andé ! RRAGAZ2Y Lt fétSan8aohfieldsl G A 2y ¢
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B Overview

BASE DATA v
Cost fields

£ Maininfo
Travel cost paid by Organiser NA

L TCA documents

&  TCADescription

Maximum amount of travel cost (€)*

Accommodation covered by Organiser NA

¥ Good Practice
Maximum amount of accommodation fee (€)*

TCA PARTNER APPLICATION v

22 Meal d by O NA
“&  Partner Application Details eals covered by Lrganiser

#  Manage Partner Application(s)
Additional fee paid by Sending NA

%! Partner contact details

Maximum amount of additional fee (€£)*
TCA PARTICIPANT APPLICATION v

Additional fee explanation
B  Application deadlines max 255 characters

@  Application form(s)

P Application form logos E

¥y Receiving Participants

Yes

Yes

Yes

Maximum amount o

Additional fee ex

of additional fee (€)

planatio

33. Figure: Cost fields

9.2.5 Events/TCA description

Thea ¢ / ! RS af@mNPohthinsaeytdieldswhere information about an organiseattivity can

be explained in more detai{max. 3000 characters)

Mandatory fields

1 Themes and goals
1 Expected results

v

Besides, théi RRA (A 2 y I { ardyifpgdid nciek fe)tls can also be used for providing

additional information.

O2ftftSI 3dSa 2yteo

D Please notehat the content of the L Y LJ2 NJi | yfiéld aparsSoaly on the AMP siteon

the activity datasheet, so it is advisable to enter professional content here informative fa
60 SPIA D -idrk Activay) Phsys the field toferdte
personal data (e.g., Additional contact data) that veersbt want to disclose to everyone.
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HUO1_0398_AELE_2023 | TestUM TCA 2023 [EQ

B overview

BASE DATA - o
TCA Description

S Maininfo

vied into the text boxes does not rly in the activity's publ

ort sheets (PDF, Excel) please use the text editor style settings on the page (Normal). Then format the text
L TCAProgramme

=  Costfields

N iption nthe p phase, add s drat i = F T = = E = M- — e
versior
ax crers

¥ Good Practice
TCA PARTNER APPLICATION ~

4t Partner Application Details
Expected results

i 5 =ErlE s T == E E cs -
#  Manage Partner Application(s) s 3000 charasters B i U & A 4 i=-1 E = = = q- e -
%% Partner contact details
TCA PARTICIPANT APPLICATION ~
fts* field is d.
©  Application form and deadlines
Additional information X
#  Receiving Participants max 3000 characiers. B i U & A A4 E-iE 5 = = = = = M- — o
ACTIVITY OUTCOMES v
#  Outcomes Details
B  Upload Outcomes Files
Important nates
B i U & A 4 E-E 5 FT = = = - - [

EVALUATION ~

#  Evaluation form

#  Received forms

FOLLOW UP M

34. Figure: TCA description

9.2.6 Events/Good practice

Eventscan beindicated as good practicebased on different criteriagven before the event is
realised You can fingnore information about the GRGood Practice) at the top of the pagedod
Practice templatec supporting question$.

G¢CKAAE ¢/ ! Aa OflFaaAFTASR a4 D22R t MaAnOpdNE Seldo Dt O 6
and when theansweris settod |, Sthetd CIF OG 2 NA G KI G NB apmielwdiRppday D2 2 R
in the system.

Required fields in the panel

I Planningpromotion related GP

q Selectionrealisationrelated GP

 Assessment & evaluation of achieved outcomes related to GP
1 Follow-up, impact measurement related GP

At least one of tle conditionaditem fields must be set todYeg and at least one checkbox must be
selectedfrom thelist below them.

The& dzY Y I NE textthoxDst optional, but it is stronglyecommended for providing more
detailed informationfor helping other NA's in their organisational process.
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BASE DATA v .
Good practice
Main info
Good Practice template - supporting questions Download

[

&L TCAdocuments
This TCA is classified as Good Practice (GP) by the Yes .
& Costfields Organiser National Agency *
- - . .
& TCADescription Factors that resulted in Good Practice
1 ice Planning-promotion related No . Selection-realization No .
GP* related GP*
TCA PARTNER APPLICATION v Continuity Application
TCA needs’ analysis and objectives Selection of participants and staff
2,2 _— ; TCA topic relevance Pre-communication
“2*  Partner Application Details N .
Planning of resources Realization
Managing TCA partnership The achieved, concrete learning outcomes
/& Manage Partner Application(s) Promoting events
%% Partner contact details
Assessment & evaluation No o Follow-up, impact No o
TCAPARTICIPANT APPLICATION v of achieved outcomes measurement related GP*
related GP*
@  Application deadlines Follow up - Impact measurement
Evaluation of methods Post TCA communication, dissemination
©  Application form(s) Evaluation of outcomes
P Application form logos
Summary of GP . .
& Receiving Participants We appreciate if you could write B i U & A 4 E=E-E F = = = = = T~ —

some details about your good

practice that we can share with
ACTIVITY OUTCOMES v
other NAs and applicants (max

3000 characters)

#  Outcomes Details o

35. Figure: Good practice

9.2.7 TCA eent template- AMP page

In order for the createcvent to be visible to other National Agenciegs publicity statusmust be
set to 6Only for NAS. (see als09.2.1 Events / Overview (Change activity stptdshisevent is not
visible on the Front pageonly on the AMP site.

Eventsthat are at least in this first public statusvill appearin the éEvents TCA / Public Event$
menu.

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

button at the top righthand corner of the page.

D Please notethat the current phase of the developmenenables todownload the full list of
activities of this page to Excel format. Filtered aedrch results cannot be downloadexttually.
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«® sALTO. °

@ céivation s Taining = el A B 63 O rwilitcaomice -

# Events(TCA) / Listof Public Events

HUO01 home
Notifications H E E

My followed activities School Education Vocational Education and Training Higher Education Adult Education Cross-sectoral

Tutorial_1 TCA Officer - TCA officer
= HUO1 - Te Public Founda

FAQ
Search: Q Show 10 v entries & -
New HUO1 activity
Part
of GP Event Public Type of
Events (TCA ~ 3 i . fori ¢ s . . 5 i
(TCA) Reference Number Title e an v Priority o Scope o Sector TCA? - dates status presence © Actions
LTA
HUO1 events .
Public events -
European Increase the
mobility of future uality of 01.02.2026
LTAs , y e only for Face-to- -
FRO1_0534_TSS_2024 teachers, No programme Transnational B No . e o =
teachers and implementation 12.12.2026
u trainers (2021-27) @ Foliow
2 TCA Partner SPORT AS Increase the ®  Eventdetails
Applications SUPPORT FOR quality of m 01.04.2025 Only for
FRO1_0533.T55_2024 EDUGATION AND No programme Transnational No - NA;’ B Exportto POF
TCA Participant YOUTH implementation 30.04.2025

36. Figure: Public events

Thepublic profile of an eventtan beviewed by clickingon ¢Event detailg in the dActions column

in the end of its rowlIn this column you can al$of A O1 2y ( K Sto halktHeeverddsa2 LJG0 A 2y
Gavouriteé | YR NB OSA GBS yFbimbre ikf@rnalioh anyfollowihgoagtidities seditide

relevant chapterl4. Folloving activities You can alsdownload the public datasheebf the event in

PDF formatbpf A Ol Ay 3 2y GKS WGW9ELRNI (2 t5Cé¢ 2LIAz2Y

Public details of the events is structured into thematic tabs (Main info, TCA details, Partners and
participantsetc.) on its template.

Onthedat I NIy SNB | Yy R,youlcahiind ididrrhdkioyl dbaut thelparther applicatiorand
related deadlines Adetailed explanationof the display opartner applicationson the public event
template on the AMP pagean be found in tabular view in chapted.3.4.1 Events/Manage Partner

Application(s)

Ly @igaParticipant Applicatign G 6 = & 2 diates anfl deadfinksyfdr theliafipScatiomas
well as goreview of anyapplication formscreated for the event.
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@ Test UM TCA 2023 [m

[ £ Main Info & TCA details 22 Partners and Participants B TCA Participant Applsanon]
Main Info
Organiser NA: HUO1 - Tempus Public Foundation Public status: Public for visitors
Reference Number: HUO01_0398_AELE_2023 Venue country: Hungary
Type of activity: Activities linked to European-level events Venue city: Budapest
Budget Year: 2023
WP phase: Accepted by EC .
Working language: Hungarian
Postponed: No .
Key Action: KA2
Scope: Transnational
E+ Academy: No
Type of presence: Face-to-Face
Priority: Increase the quality of programme implementation (2021-27)
Subtopic: Start date: 24.08.2024
End date: 28.08.2024
Sector: Em

Link to this activity: Test UM TCA 2023

37. Figure: Event template

Thisform is downloadable in PDférmat that can be reached from different directions:

91 by clickingon the dExport to PDEbutton at the top of the event form

1 inthedEvents TCA / Public Events menu item, in the end of theow for a given eventby
clickingon itséExport to PDEbutton in thedActions column.

1 inthedEvents TCA/ WA cod€Event€ menu item, in the end of theow for a given event
by clickingon itsdExport to PDE button in the GActions column.

ThePDF contains all relevant informatioto the colleagues of the National Agencigsee also the
redlabela b ! / 2t f S 3 dzSafitle toprigiB-hranddcbraet af éach PDfownloaded from
here).

Theeventcanalsob&F 2f f 26 SR o6& Of A O A yagthe 2of of th& dtasheetzdnd 2 & ¢
dzy ¥2tft 26 SR o0& Of.RoOriork yifarmaioh onddllohgattiitegisee the relevant
chapter14. Folloving activities

9.2.8 TCA eent template- Front page

Eventswithadt dzo £ A O F 2 NJ a3dappkaiiod tN&FrontJpagén thdzivensé menuin card
and list view.

) Important: Theevent cardand detailed datasheetprovide relevant information for applicants
and visitors. Thefull datasheetfor TCA Officer isavailable on the AMP pageunder ¢Public
events.

The event template on the front page contains information relevant to the applicants/visitors
Therefore, @rtners andpartner applicationsrelated to the event arelisplayed differently herghan
in the event templateon the AMP page
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Only sending partnersre displayedon the front pagewith a color-coded participant icon In the
G{ SYRAY 3 rbi NISwhSHdesppliédfor the event but haveot yet been assessed appear
with a grey participant icon and a Booked placegsimber.NAswho areaccepted partnersaand have
at least oneaccepted placdor the event aradisplayed withthe numberAccepted places and a green
participant icon

NAswhose place inot accepted by the Organiser Nduring assessment (Accepted placeso®jyho
aredeleted with the trash icon will not appear on the front page

Tomake contact easier antb find the applicant's sendingNational AgencyNational Erasmus+
Office (NEOjnore easilyloggedin users(NA colleagues as welyill seetwo pieces of information
Ay GKS at NIy SNHE dftifeRvent HaNisHedd anthilthé (o aftheid drail® |
page
1 Your Sending National Agenciational Erasmus+ Officgsending NANEOselected during
registration)

1 Your Sending National AgentMational Erasmus+ Office email addregthe email
addresses were mainly collected from the Commission's websiigsonal Agencies
National Erasmus+ Officdes

Theevent form can bedownloaded in PDFormat from the Front pageby clickingon the éExport to
PDE button at the top righthand corner.

The PDFdisplays the fronside data sheet of the event, whiatontains information relevant to
visitorsandapplicants (see alsothd NB Sy I 6 St a! LILX AiQHeyofrigiiiasis o T N
corner ofeach PDIElownloaded from here).

Theeventcanalsobéf 2f f 26 SR o6& Of A O A yafthe 20f of th&k datasheetzdnd 2 6 ¢ 2
dzy T2t t 26 SR o0& Of.Robriork iifarmationh onddllofifattiiitiegisée the relevant
chapter14. Folloving activities

The AMP iconis at the right-hand sideof the event datasheet(for all loggeein professionalisers)
makes it easier tmavigate between the Front page and the AMP pa@#ickingon theicon displays

a small menworresponding to the user's authority level, the points of which navigate to the relevant
pages of the AMP site.

HOME > EVENTS > HUO01_0398_AELE_2023 [( L 4 Follow) (& Export to PDF )]

TESTUMTCA 2023

f '

NA member's actions

Open AMP
HUO1 Events

MAIN INFO

Sector: Priority: Infre

Scope: Transnational Type of presence: Fqce Manage Receiving participants

Venue country: Hungary Venue city: Byd: Edit event

Working language: Hungarian Key Action: K2

TCA documents: Postponed: N
E+ Academy: No Start date: 24.08.2024
End date: 28.08.2024 Subtopic:

38. Figure: AMP icon
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9.3 TCApartner application

9.3.1 Opening TCAs for partner applicatiddrganiser NA

In order to enable theéx | LILJ & | functigh fbiTaryeSeNtE théollowing criteria are needed

1. The public status of the event is setdtoh y f & ToRANIdRO!If3AEO F2NJ OA & A (G2 NRA &
2. Thedatesetfoss 51 4 S 2 F ISt durkeft bafeloRaypdst one.
3. The date set forthér 5 S| Rf A-ofgansR W3 Ol NI Y S Mas ndtphaésad@et.(Ih 2 v é
the event is open for such partners.)
4. Thedatesetforthé 5 S| Rt Ay S 2 F hasad jadsgdFet. LI | OS & ¢
The abovementioned settings will enable the partner application feature anddhle LILJ & | & LJF NI

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 NAsd is not in cancelled status, you can edit the
G F NIy SNJ ! LILX A O luridéar shedEVvBrSTEM P ale 04 R ASpecHi@Eyenitdit
event/ TCAPartner Applicatiof menu item.

Required fields:

T

T
1
1

=a =4

= =4 =4

Contact person of Organiser NA

Contact email of Organiser NA

Is this TCA open for erganising partner applications?

Date of publicationEnterthis date to open the partner applicatiomn the event datasheet.
Duration of registrationis the periodbetween s | G S 2 F  LJdzo dDéadlingicXk 2 y ¢ |y
booking places

Deadline of booking placegntil this date, the National Agencies can apptp be asending
partner andmake a reservatiorior the number of participant&@pplicant/ NA stafj they wish

to send

Number of participantgplanned 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?

D Important: Setthea L & b! att FF oS ttdedonSIK étaff B atrid e évent| a
2 KSy &S, Sending 8As8ndadok a separate place for NA stafdnce you set thiield
0 2Yedh = & dizit kil you receive a partner applicatioor add a partner

D ifthisTA St R A & yoii Gudicreéit® a séparste application form for NA colleagues

(V)
Q)¢
™~
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Conditional fieldscan also be found in this menu item:

1 Phone number of Organiser NA

1 Website/social media page(s)

1 Deadline of cebrganising partner applicatioMhe field isvisible and mandatory onlyf the
dis this TCA open for eorganising partner applicationg?question isansweredby & , S a ¢

1 Contribution of NA staffField ismandatory if the answer to the questiondls NA staff
welcomeZisd , Sa ¢

BASE DATA ~ e ;
Partner Application Details (i ]

£ Maininfo
Contact person of Organiser NA * ’ l
L TCAProgramme The "Contact person ar N. li
= Costfields Contact email of Organiser NA * [ l
& Tca Description he "Contact email of Organiser NA" field is required
., Phone number of Organiser NA
¥ Good Practice
Website/social media page(s)
TCA PARTNER APPLICATION ~
If you have numerous websites, links, please separate them with a
g e, semicolon ()
482 Ppariner Application Details
. . - ntione?
—— et Is this TCA open for co-organising partner applications? ’ — Please choose an option — - I
#  Manage Partner Application(s) " _
The "Is this TCA open for co-organising partner applications?” field is required
“&* Partner contact details Date of publication * “ |
The date when the pariner application process begins an the site
The "Date of publication® field is required
TCA PARTICIPANT APPLICATION ~
Deadline of booking places * B |
PR N Final day for the sending NA(s) to apply and book places for the
e Application form and deadlines event The ‘Deadline of booking places field is require
+ Receiving Participants
Number of participants * [ l
ACTIVITY OUTCOMES ~ The "Number of participants' field is requires
#  Outcomes Details ©

39. Figure: Partner Application Details

By clicking on the gray button &+Add participants country€ it is possible tospecify how many
participantsare expectedor the eventper NA, including all applicant countries and individually each
country.

You carselect one from thed 2 dzy drdj@dwn box (only one at a time) for which you wish to
specifythe expected number of peopleAlso, you caselectGAnyg to indicate theexpected number
of participants per country for all countriesThesenumbers appeaion the form after saving them,
and you carelick on that label to changer delete the data. You caadd a new countryby pressing
the graybutton ¢+Addparticipants/countryé€.

Byenteringés 1S 2 F Litedbeteht Odcamesghéto partner registration

D ItisrecommendedthatyouF A £ £ Ay GKS &/ 2ai FAStRa¢é 6620
so that interested NAs can see what costs they can expect when applying for partner

46



9.3.3 Submission of partner application (applicant-l&Organigng/Sending)

%2 TCA Partner Applications / Open for TCA Partner Application

New HUO1 activity Open for TCA Partner Application

Events (TCA)

LTAs

School Education Vocational Education and Training Higher Education Adult Education Cross-sectoral
TCA Partner

Applications

Search: Q Show 10 v entries v
HUO01 as Organiser NA - &
HUO1 as Pariner Organiser Deadline of co- Deadline of

Reference Number NAg ° Title ° Sector ° Eventdates v organising partner ° booking ° Actions
Open for TCA Partner application places

Application

TCA Participant

Applications il -

FRO1_0534_TSS_2024 11 FROT e e B 01022026 01.10.2025 01.10.2025
teachers, teachers and trainers 12.12.2026

% LTA Partner

Applications SPORT AS SUPPORT FOR
FRO1_0533_TSS_2024 11 FROT EDUCATION AND YOUTH [ ver | 01082025 - 30.09.2024 F
S 30.04.2025 :
ORGANISATIONS e

40. Figure: Open fofr CAPartner Application

Events operfor partner applicationcan be found in thélTCAPartner Applicatiors’Open for Partner
Applicatiore menu in list view.

AnNA can applyto be aco-organisng andsendingpartner (if the event is open for both).

Theapplication can be submittedby clickingon thed ! LILJX & | & t BktihA yoonbfthe dzi G 2 v
event datasheet Thedatasheetcan beopened by pressingthe reference numberof the selected
event or the tool icon in the event row under the dTCA Rrtner Applicatiors/Open for Partner

Applicatioré menu.

@ Events (TCA) / European mobility of future teachers, teachers and trainers

e =3
F  TCA Partner
Applications
Cost Fields
HUO1 as Organiser NA -
HUO1 as Partner (130 Travel costpaidby  No Additional fee paid ~ No
Organiser NA: by Sending NA:
Opev! for TCA Partner . Maximum amount R Maximum amount
Application of travel cost (€): of additional fee
(€):
TCA -Par-licipan! Additional fee
Applications Accommodation Yes explanation:
covered by
*  LTA Partner Organiser NA:
Applications
Maximum amount 0
of accommodation
fee (€):
Meals covered by Yes

Evaluation Organiser NA:

Follow up

Apply as Partner

41. Figure: Apply as Partner
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After clicking on the "Apply as a partner" buttgnfive mandatonyfields must be filled inunder the
Event title if both types of partner application (sending anebeganising) are open and NA staff are
willing to participate in the event:

T a/ 2y il Ol LIS NAE 2Thenanie oftthe peisgh$nbidading the partner application
from the partner's NA It is automatically filled in by theystem butcan be modified if the
application is not submitted by the official contact person.

T a/ 2y dF OG SYI AfTheemail edtrésE of Sl petsdn énanaging the partner
applicationfrom the partner's NAor ageneral contact email addres# is automatically filled
in by thesystem butcan be modified if the application is not submitted by the official contact
person.

 a! LILX e2NAL iy A G2 y: Hatidrdhl Ngénti€shah foin as-avganisng partners by
aSt SOGAYy3 &, S adpahisef maindt Applicdtiohd opemtiOtBe ¢ 5 S Rt Ay S 2 F
co2 NHI YA &AyYy 3 LI NA gobrhahiind dadiner &pblidation i @valuated by the
Organiser NA.

1 a. 221 S RApplicaht® Bia also possible twin as sending partneand book placefor
applicantsby adding a number in the field as below. It is possible to show participation interest
beforethed 5 S| Rf Ay S 2 F .Boéed|plhcgshn Helevaldafd By the Organiser
NA.

1 a. 221 SRbILX &.i@I8@&drganiser NA expects NA staib attend the event (Is NA
staff welcome? field set to Yes), you camter the number of NA staff you wish to senid
this field. NA colleagues will be assessed by the organiser separately from the places booked
for applicantsEnter 0O in the field if you do not want to send an NA colleague.

In addition to the mandatory fields, thé& b I G A 2 y | ffield! i& 836 @ipayed, which is
automatically filled in by the system anennot be modified Aswellasthdt K2y S ydzYoSNJ 2 F t
b! ¢ 2LJXGA2Yylf TFASER

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

Youcansend your application by pressirtpe 6Submit button.

4a*  TCA Partner Applications / TestUM TCA 2023
New ETRC activity

Apply as Partner
Events (TCA)

LTAs

(i} v ox

Event  Test UM TCA 2023
*  TCA Partner

Applications National Agency _SALTO E&T Re e Centel v

ETRC as Organiser NA
g - Contact person of the Partner NA *

ETRC as Partner -

Contact email of the Partner NA * e Partner N

Open for TCA Partner .
Application

Phone number of the Partner NA e Partner N

TCA Participant >

- g 9%
Applications Apply as co-organising partner -- Please choose an option — e

LTA Partner

S Booked places - Applicants *
Applications

Booked places - NA staff *

Evaluation m

42. Figure: Submit partner application
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The submitted application may also becancelled here untilthe status of theevent has been
realised/cancelledor a decision has been taken by the Organiser N@nce the Organiser NA has
approved the application, only it can delete the partners if requested.

If you havealready applied for an eventyou willsee the submitted applicatiopressingthe GApply
& LJ- blfioyl.S NE

Thea { dzo YA&d&aA 2y RIGS ZAumhBhols shé dade bf Isilbinidsion: ofi thepglther
application, thatisg KSy @2dzNJ b! | LILX ASR (2 (GKS S@Syi @Al (K

9.3.4 Managingl CApartner applications as Organiser NA

TheOrganiser NA receivesrale-based notification calledéNew TCAPartner Applicatiorg when an
NA sends an application for an event.

9.3.4.1 Events/Manage Partner Application(s)

Applications can be evaluateby clickingon thetool iconin therow of the eventin the 4T CA Brtner
Applications’ WA codélas Organiser N&\menu item, or in the 6Event/ ‘NA coddkxvents menu,
opening the editmenu for that event (by clicking on the reference number or tielit Everd
options). In the event editor menu, you camaluate your partner applications in théTCAPartner
Application/ Manage Partner Application(§)ymenuitems.

42 TCA Partner Applications / Test UM TCA 2023
New HUO1 activity

BASE DATA v

Events (TCA) Manage Partner Application(s)
LTAs € Maininfo
[ ) 3
L TCA documents
2 TCA Partner ) = Costflelds + Add Partner
Applications
& TCA Description
HUOT as Organiser NA - Booked places Accepted places
¥ Good Practice
HUO1 as Partner . Submission Apply as Accepted
National date of co- as co- N
TCA PARTNER APPLICATION v Applicants Applicants NA staff Actions

Agency partner organising organising staff

I =T T M PR application partner? partner?

Application .

42 partner Application Details
== DEO3 - No - 0 0 4 2 I |

TCA Participant "
Appli at.lclpan > #  Manage Partner Application(s)
pRiications = HU01 05.02.2024 Yes - 6 2 - - P |

- 42 Partner contact details
*  LTA Partner

s Participants Estimated Accepted
Applications

TCA PARTICIPANT APPLICATION v 20

e Application form and deadlines

I o

Evaluation B Export

43. Figure: EventsManage Partner applications

Thed{ dzo YA &aA2y RI 0SS 2ZdumhBhoWs 1hé dade bf silbinidsion: ofi theRogtirther
application, thatisg KSy LI NIGYSNJ b! LI ASR G2 GKS .B&Syid OAl
(hyphen)is displayedif the NAhas not submitted an application, bbas been added directly to the
eventasapartneo @ Of AO1TAYy3 ! RR t I NIYySNE D

Partner applicationcan beevaluated one by onén a popup windowby clicking on the pencil ican
The top of the window shows the application submitted and the decision already mAagécations
can beevaluated and modified until the event has been realised/cancelled
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Thedecisionabout the applicatiortan be made byilling in the fieldsdNew decision on cabrganising
LI NI y S NJ I adtldiNawOdedisibre ofi éaccepted placespplicants/ NA staf. In the dNew
decision on accepted placeédields you canenter the number of participants authorized for the
Sending partner NA

Manage decision - HUO1

Apply as co-organising Submission date of
partner? partner application

05.02.2024

Booked places - Accepted places -
Applicants Applicants

Booked places - NA staff Accepted places - NA
staff

New decision on co-organising partner application *

— Please choose an option — v

. . . .
New decision on accepted places - Applicants New decision on accepted plac

New decision on accepted places - NA staff * .
New decision on accepted plac

m Close

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. Itan be deletedonly if theevent has not been realised/ cancelled yeBy
clickingon thetrashiconin the application line, you can permanently delete the respective partner
application.

o Important: Deleting cannot be undone.

With the button below the table, thecontents of the tabletogether with thed t I NIi y' S NJ
O2y Gl Ot RSiGFAfta¢é¢ Oy 0S R2gyft2FRSR Ay 9EOStf T2NX»

-+ Add Part .
The button allows theOrganiser NAo add partners to the eventYou can only add a
partner once.

6 mandatory fields must be filled in:

1 National Agency

Contact person of Partner NA

Contact email of Partner NA

Accepted as corganising partner®if this type of partner application is also open)
Accepted placesApplicants

Accepted placedNA staff (if the organiser expects NA colleagues to participate)

= =4 =4 4 =4

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

9 Phone number of Partner NA
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Add Partner
(] v X

National Agency *

—- Please choose an option — v
N
Contact person of the Pariner NA Contact person of the Partner NA
) N
Contact email of the Partner NA Contact email of the Partner NA

Phone number of the Partner NA Phone number of the Partner NA

Accepted as co-organising partner? *

—- Please choose an option — v
- i *
Accepted places - Applicants Accepted places - Applicants
Accepted places - NA staff * P NA otaff
Accepted places - NA staf

45. Figure: EventsAdd Partner

) Important: TheOrganiser NA must also add itsétf the eventas a Sending partnef wishes to
sendparticipantsto its own eventvia the platform

For thosepartnerswho wereaddedto the eventg A 1 K (1 KS @& ! RR, thede ishb ¢gate ME 0 dzil
thea { dzo YAaaA 2y RIS 2cdumildhéeddpylySadldedrgadlisingipartnersic@umé

contains thevalue dNog and the colums dBooked places with 0, sincethey did not submit an

application

However, thevalues given by the Organiser Nehen adding the partner areisplayed as¥ccepted
as coorganising partner? and 6Accepted placescolumns that is,partners added directly do not
have to be evaluatedThe specifiedralues can be changdual clicking on the pencil ican

The Organiser NA can acceptaganisng partner applications before and after ti®eadline of ce

organisingLJ- NIi y S NJ I .Lftidech-addarishgbaftaet applicationisaccepted the NA appeas

inthea! OOSLE BRI y 2a Ay dinelod thédi ty ISNID v ® KA | yiR oLJ 2NHI AGCKASL I S/AiS
public template.

The @ganiser NAan accept sending partner applications before and after tii@zeadline of booking

LJ | OlStéesending partner applicatioris accepted the NAappeasin thed ! OOSLIi SR { Sy R
partner(s) - ! OO S LJi S RlineLdh th&GtalE NI Yy SNE | Yy R aJ- R A Q@ KIS ySizESsy G ¢
template.
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Applied as Co-organising partner(s):

Pending Co-organising partner application(s):

Accepted Co-organising partner(s):

Applied as Sending partner(s) - Booked places:

Pending Sending partner application(s) - Booked places:

Accepted Sending partner(s) - Accepted places:

Pending booked places:

0
Accepted places:
20

Free places:

30

Total number of NAs in this TCA:

2

46. Figure: AMP public event templatBartners

Explanation of thelisplay of partner applications on the AMP public event template

Line name Display Who appears here?

Applied as Carganising | NA code NAsthat haveappliedas aco-organising

partner(s) partner for the eventviathea ! LILX €& | &
function
NAs whosubmitted an applicationas a ce
organising partnerput were rejected

Pending Ceorganising NA code NAswho haveappliedfor the eventas a ce

partner application(s) organising partner viadhe "Apply as partner"
function, but havenot yet been assessed

Accepted Ceprganising NA code accepted ceorganising partnersvho applied

partner(s)

viathed ! LILJ & | functidh NJi y S NJX

co-organising partnersaddedby the organiser
NAwiththea ! RR LJ NIy SNE o

NAswhoseorganiser NAhassetthe value of
theab Sg RS O Adigardsifg parsher O 2
I LILIE A ieldii 2Pegh é
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Applied as Sending

NA code

the eventviathed ! LJLI & | functigh NJ

NAsthat haveapplied as asendingpartner for

partner(s)¢ Booked places ¢ Booked
places
NAs whosubmitted an applicationas a sending
partner, but wererejected (Accepted places: 0)
The number shows the total number of applicé
and NA staff places booked by a particular NA
Pending Sending partner | NA code NAswho haveappliedfor the eventas a senthg
application(s)- Booked ¢ Booked partner viathe "Apply as partner"function, but
places places havenot yet been assessed
The figure shows the total number of applicg
and NA staff places booked by a particular NA
Accepted Sending NA code accepted sending partnergho applied viathe
partner(s)¢c Accepted C G! LILJX & I functigh NI y S NE
places Accepted
places . sending partneraddedby the organiser N#vith
thea! RR LI NIy SNE o6dzii2
The number indicates the total number
applicant and NA staff places accepted by
organising NA.
Pending booked places | Booked . total number of booked placeghat have not
places yet beenassessegdwhich weresubmitted by
NAsviathe @ ! LILJX & | functidh NJi y §
Accepted places Accepted . total number of accepted places
places
Free places Number GbdzYo SNJ 2F (hdimbidf OA LI
participants given by organiser Nljnusthe
number ofaccepted places free places
Total number of NAs in Number number of accepted partnergsending partners

this TCA

co-organising partners)

partners deleted withthe trash icondo not
appear in any fieldthey are completely deletec
from the partners
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BASE DATA

£ Maininfo

XL TcA documents
= Costfields

1

TCA Description

Y Good Practice

TCA PARTNER APPLICATION

4 Partner Application Details

9.3.4.2 Events/Partner contact details

-
Partner contact details

TCA PARTICIPANT APPLICATION

B  Application deadlines

e Application form(s)

v

Partner Applications (2)

National Agency

= DE02

National Agency

= HU01

Apply as co-organising partner?

No

Contact person of the Partner NA:

Contact email of the Partner NA:

Phone number of the Partner NA:

Apply as co-organising partner?

No

Contact person of the Partner NA:

Contact email of the Partner NA:

Phone number of the Partner NA:

Accepted as co-organising partner?

No

Edina DE03

teszt@teszt.de

+36303457333432

Accepted as co-organising partner?

Yes

Edina HU

teszt@teszt.hu

43242342

47. Figure: Partner contact details

Booked places - Applicants

0

Booked places - NA staff

0

Booked places - Applicants

0

Booked places - NA staff

0

Accepted places - Applicants

3

Accepted places - NA staff

2

Accepted places - Applicants

5

Accepted places - NA staff

2

In theeditor view of the event thed t I NIi y S NJ O 2merulcad be fouSAlyr AlEESartrer
I LILJ A block ATisyenicontains the contact informatiorprovided by thepartner's national
agenciesduring the partner application, as well as thgplication dataand the organiser NA's
decision if it has already been made.

. Export . L
With the button below the table, thecontents of the tabletogether with theapplication
data can be downloaded in Excel format.

9.3.5 Managingl CApartner applications as an applicant NlA-¢rganisng/Sending

The applicant NAwill receive arole-based notification about the decision calledUpdate on
submitted TCA partner applicatian

In themenuitem oT CAPartner Applications/ ‘NA codéas Partneé you willseethe eventsfor which

the NA submitted a partner applicationByclickingon theeyeiconinthed ! OG A 2 y aiktheO 2 t dzY'y

row of the given event you caee the event datashegtyclickingon theflagicon, you carview the
submitted applicationtogetherwith the decisionof the Organiser NA if any decision has been made

already.Thed { dzo YA aaA 2y RIS =ZdumhBhows ;héddde of saibdhigsidnlofithe2 y ¢

partner application, thatiss KSy @2 dzNJ b! F LILX ASR (2 GKS S@Syid @Al
Anexplanation of the display of partner applicatioren the AMP public event templatan be found
in the tabular view chapter9.3.4.1 Events/Manage Partner Application(s)
D sending partner applicationscan beevaluated before and aftethe ¢ 5 S Rt Ay S |2F 62
LJ | OrfeiGeorganisng partner applicationsmay be evaluated priotothed 5 S+ Rt AV S 2 F

organisngLJ: NIi y S NJ | bilaffedw&d. G A 2 y & ¢
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9.4 TCAonline application for participantsI/CA Participant Applications

The essence of onlingpplicationis that potentialparticipants canapply 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 followp form.

If you expectolleagues to attend a TCAseparate application form can be creatddr them. This
allows you to ask personsdid questions about their participation in the TCA/déi do not create a
separate application fornfor NA staff theycan apply through the Applicant application process

) Only visitors whose NANEO 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
Aa y2a Iy I O00SLIN S RNatoSayAgehoyNhtiohdl BXESmyuSHNIffidenat a2 dzNJ
partner of this activity. Please contact your NEOF 2 NJ F dzNJi KSNJ Ay a i NyzOG A 2 y &
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 followingnteractive guidewill walk you throughhe application process

Click on the image to opethe guide.

Organiser NA:
@Setting dates & deadlines,
TCA PARTICIPANT APPLICATION activating the form

@ Editing the Application
Application deadlines form(s)

@ Adding logos to the form

Application form(s)

Application form logos Sending NAs: previewing the

form(s) @

+1: withdrawing accepted
applicants @

Receiving Participants

FAQ: Can Sending NAs edit the form?

Criteria of online application

! Eventstatusat dzof A O FT2NJ A aA(2NREE

1 d&Start date of TCA Participant ApplicatiénApplication opening date in the platform, if the
Application status is set to "Open".

D setiingthe! LILX A OF G A2y dsihdcdsstmy tactieate applica8an éhrough the sitelf
you do not wish to receive applicants through the sifee ¢ { G F NIi RIFIGS 2F ¢/ !
I LILJE A Quill berdBplaged for information only
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T &! LILX A Ol G A Beyds e BeraRdtenin/ti@ture

1 Createdapplication form(s) by the Organiser NA

) Important: if you haveentered adStart date of TCA Participant Applicatiorand set the
G! LILX A Ol {tb Bpén bat haveindranddified the application form(s), the application|
form(s)will be displayed with predefined fix questions

1 a! LILIX A OF ( @per/ This Wil attivaieéthe application process via the website.

¢ KS I Od A BuSon éppdaiso Begisteredisers(including applicants, NA staff etc.if:

9 the criteria mentioned abovare valid and
1 their background (country, sectors) matches their sending National Agemicyhas booked
places for the eventaccepted by the Organiser NA

9.4.1.1 Events/Application deadlines

ThedTCA Participant Application LJLX A O G A 2y RshvairblgfrgnStheiedit iény d
the givenevent

Theedit menuof the eventcan beopenedby clickingon the referencenumber of the eventor on
the GEdit eveni &onin the ¢Events TCA/ WA codékventst menu.

From thed ! LILX A Ol G4 A2y RBU darispeyifp thé date¥sSafidizleadlines for online
applications In this menuyou can alssetthe status of the application proces®penclosed).This
information can be edited ifthe event statusisd t dzo f A O FaRd\the @Vedt has Adibeén
realised/cancelled.

) Important: thesedeadlines and the application statuapply to both applicantsand to theNA
staff application and evaluation process
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Dates and Deadlines block

® saLro = U
.
@ cucationand rining = lel A BH- 63 O crcresomice -

@ Events(TCA) / SALTO TEST EVENT Application form 2025

BASE DATA ~ _ )
Application deadlines

£ Maininfo
ETRC home Event status issue: To enable editing, set the event status to “Public for Visitors” in Overview — Who can see this event?

ETRC Test Officer - TCA officer

L TCAdocuments If the event is marked as “Cancelled,” editing will also be disabled.

Notifications —
= Cost fields

Dates and Deadlines

My followed activities

£ TCA Description

FAQ @ Deadlines information v X
¥ Good Practice

Start date of TCA Participant Application * R
TCA PARTNER APPLICATION v X ) X i [m] )1.06.2025
Application opening date, if the Application status is set

New ETRC activity 0 "Open’.

%2 Partner Application Details

Events (TCA) Application deadline * =)
#  Manage Partner Application(s) Final day for receiving applications.

ETRC events

4% Partner contact details Confirmation deadline for Sending NAs * a
Public events Deadline for Sending Nas 1o assess applications and

forward approved ones o the Organiser.
TGA PARTIGIPANT APPLICATION ~

Confirmation deadline for Organiser NAs * =) 17.06.2025
@ Application deadlines Deadline for the Organiser NA to review forwarded
applications and finalise participant list.
©  Application form(s) e

48. Figure: Application for(s)deadlines

LTAs

Inthe dDates and Deadlinds 0 fy8u@4n set the applicatiateadlines.

§ Start date of TCA Participant LILI A Ofrofn xhB WateY the online application will be
available through the site to applicaf¥A staff,if the Application status is set to "Open".

D Settingthd LILX A OF G A 2y & fecebsdri tadivate @pplicatoy through the site

I LILI A Quill berdBplaged for information only.

1 @Applicationdeadlinet: applicantsNA staffcan fill in and submit the application form for the
event by this deadline (until this date you can seedApply€ button on the event datasheet).
Ideally, 2 months after the start date to give participants enough time to apply.

D Avoid setting application deadlines for the weekentf.technical problems arise, the SALTO
E&T Help Desk team will not be able to provide timely support over the week&arking
hours: Monday Thursday: 08:3017:00, Friday: 8:3014:30 (CET / CEST)

1 d&Confirmation deadline for Sending NAsSending 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 applicantblA stafflater, but it is worth following the deadline in order to help the
Organiser NA.Allowat least 1 monthfor preselection- some NAs have lengthy selection
processes.

1 d&Confirmation deadline for OrganiseNA<: by this deadlinghe Organiser NA will evaluate
participants approved and forwarded by sending partnéffie 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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D Please note that thed { G F NI RIGS 2F ¢/ ! t I NIAOALN Yy
al 2y FTANXI
cannot fall on the same dayAccording to the system's rules, each of these datest be at least

GAz2y

RSIRfAYS F2N) { SYRAy3 b! aé

one day later than the previous one

I LILJ
Iy R

Pressthe dSave button at the bottom of the page to save the changes and display the data on the
Event template (AMP, Front page).

D itis important that the dSave& button saves the content of the entire pagé.e., the deadline
andapplication form(s) statusectionsas well.

The status messagesinder the headerhelp you keep trackof where you aren the application

process

Message

Accepting
responses?

Can you edit the form(s)?

Event status issusg
blocks can't be edited

Draft/No application
form activated

Preopening

Open [ * Editing is still possible after setting the Application status
to "Closed". - | f the status <candt be ¢
begun filling out the form.

Closed

Deadline passed
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Application form(s) status block

ine *
Application deadline =) 28.07.2025

rd Manage Partner Application(s) Final day for receiving applications.

22 ; ) ) ) .
= Partner contact details Confirmation deadline for Sending NAs = 31.07.2025

Deadline for Sending NAs to assess applications and

forward approved ones to the Organiser.

TCA PARTICIPANT APPLICATION ~

i i *
Confirmation deadline for Organiser NAs = 02.08.2025
- Application deadlines Deadline for the Organiser NA to review forwarded
applications and finalise participant list.

©  Application form(s)

BY  Application form logos Application form(s) status
#  Receiving Participants © Application status information v X
ACTIVITY OUTCOMES ~
icati *
Application status Closed o
Use this 10 activate the application process through the
Outcomes Details sie.

g

Upload Outcomes Files E

49, Figure: Application status

Tostart the online applicationprocessthrough the websitg youmusta S G KS & ! LILIX A O (A

G2 ahLISyYyEéod

The application process is activif the R ¢S FI f f

a S
I LILI A Gahdithe@ Y I1ELX A OF ( kahg'thet § LIRX A Y6 (i

v o]

9.4.1.2 Events/Application form(s)

ThedTCA Participant Application LILJ A OF ( A 2 y ishailbedrémithe edi @egfiupfthe
givenevent.

Theedit menu of the eventcan beopenedby clickingon the referencenumber of the eventor on
thed 9 RA (0 icBnthSngdi € 9Sy ia o¢/ ! vkmep! O2RSQ S@Syidas

¢CKS a! LILX AOFGA2Y makevoicastor forhis fgr dipplichis and B/ stiatfith
each form in its own block.

The status messageselow the headethelp you keep track of where you are in the application
process Seethe table above in the "Dates and Deadlines" section

Form(s) can be edited when:

f 'LIWX AOFGA2y adGlddza A& a/ ft2aSRED
T ¢KS ! LILX AOFGA2Yy adliddza Aa ahLSyé¢ | yR
yet been reached.

[N
A
w

Form(s) are not editable if:

1 You have not entered any application dates, deadlines.
1 Between thedStart date of TCA Participant Applicat@nd thedApplication Deadlinéwhen
the Application status i@Opert.

G6SSy GKS a{dF NI
A2y é®0F Gdzaé Aa

ah

Q-
~
N

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

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

@ Events (TCA) / SALTO Noty test TCA 2. 2024
ETRC Test Officer - TCA officer

¥  Good Practice Form for Applicants

@ Applicant form information v X
TCA PARTNER APPLICATION v
ETRC home
2 Partner Application Details ntroduction a
= oP Highlight information for applicants on anything relevant B i U S A A =~ 57 T = =

Notifications
10 the application/application form. You can share links

# Manage Partner Application(s) and any other helpful information. max 3000 characters

My followed activities

‘& Partner contact details

FAQ T~ - —

TCA PARTICIPANT APPLICATION v
New ETRC activity @ Application deadlines

A Characters : 0/3000

Events (TCA) ©®  Application form(s)

B Application form logos
ETRG events PP g Fixed Required Questions

Non-customisable questions that appear on the form by defautt and must be answered.

#  Receiving Participants

(e e « Select the most relevant Erasmus + sector o your organisation from the available sectors for this event.
+ Please give a short summary of your professional background, interests and present role in your organisation.
ACTIVITY OUTCOMES ~ * What professional benefits do you hope to obtain from participating in this activity at personal level?

LTAs

» What professional benefits do you hope to obtain from participating in this activity at institutional and higher levels?
# Outcomes Details | Bl Manage additional questions — Applicants I e

&  Upload Outcomes Files

% TCA Partner

50. FigureApplicant gplication form

Use thed L y i NP2 R dzQdihigiigh€anyFele@ahtformatiorabout the application/application
form. You can alsshare links and other useful informatiarThis fieldserves asn alternative to

uploading documentdor an application. You cagplacelinks to documents from external siteshat

you would likeapplicants to downloadconcerningtheir applications Don't forget to savethis before

YIE@AIFGAY3a (2 GKS aC2NY SRAG2NE O

Theapplication formalwayscontains4 permanent questiongFixed Required Questionslf you do
not specify any specific questions, you can open the application with the fixed questions.

Youcan also enter unlimited additional personalized questioby clickingorda I Yy 38 | RRAGA 2
questions¢! LILX A Ol y i aé

D Please notethat if the application is open(the current date stands between théStart date of
TCA Participanapplicatioré and the GApplication deadline Iy R G KS a! LILI A Ol GA
& h LJ% ygptional questions cannot be edited Theapplication form becomegpermanently
unalterable oncean applicant or colleague has started filling the form(s)
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i= AppformUMTCA / Form for Applicants - additional questions

[Queslon successfully added! Continue adding more questions or click “Finalize form". ]
=

Form for Applicants - additional questions Additional questions preview

1. question 1 auest -
After adding all the questions to the application form, click the "Finalize Form" button at the Required question, Minimum o
bottom of the "Additional Questions Preview” section characters: 10, Maximum
If you have modified a previously finalised application form, click the "Update Form" button to characters: 30

save your changes.

Question 2. question

; *
Question type Paragraph o

[u Ideal for detailed responses and longer answers that require multiple sentences or paragraphs. ]

Help text
Appears next 1o the question.

Minimum characters
Maximum characters

Required question ()

51. Figure: Manage additional question8pplicants

In theform editor interface you caradd questions one by ondf necessary, yotan add constraints
to the question such as a character limit, mandatory response, or help @lidk(i K 8dd questiorg
button to save a question

Question types The corresponding blue info text is displayed when you select a question type.
Short Text & Paragraphhere you can set theninimum & maximum characterequirements
Single Choicé€Buttons)

Single Choic€Dropdown)

Multiple Choice- with "other" option

Number- accepts only numerical inputs

Email- accepts only email format input

=A =_ =4 =4 -4 -4 -4

Confirmation checkbox 'l accept that..."; 'l confirm that..'

Thequestionscreatedard A A SR Ay (GKS da! RRAGA@yhefightlj dzSadA2ya

You cardelete or reorder your questionsising thered "Delete” and blue "Drag"” buttons next to
them.

When you'redone, Of A O1 & CA ¢ yoiir §uesHonsTvlliNi¥ appear in thedApplication
form(s) menu. Return to the Application form(s) menu to review how the form will appear.
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Fixed Required Questions

Mon-customisable questions that appear on the form by default and must be answered.

» Select the most relevant Erasmus+ sector to your organisation from the available sectors for this event.
» Please give a short summary of your professional background including your:
@ current role in your organisation
o main professional interests
o level of proficiency in the activity’s working language
o previous experience with Erasmus+, both individually and at organisational level.
» What professional benefits do you hope to obtain from participating in this activity at personal level?
« What professional benefits do you hope to obtain from participating in this activity at institutional and higher levels?

@ditional Questions

» 1. question*
» 2. question*
» 3. question

52. Figure: Additional questions preview

Toedit the form after finalizingit, go back to the form editoandOf A O1 GKS a&! LRI GS C2
after making changes

If all the questions on a finalized form are deleted yellow notification will appear indicating that
the existing data table should be deletettom the database byJNBaa Ay 3 (GKS &a5SftSGS
button. This is a system requiremenperforming the deletion ensures optimal system performance.

D Wwhile using this feature, monitor thgreen notificationsthat appear when you successfully save
or delete items Additionally, theorange warning texts contain important information aboult
successfully saving the form

If you need to edit the applicationform after openingit, you cand S G KS &! LILIX A Ol G A 2
G/ t2aSRE Ay (GKS a! L)) R DLAK 3 YO& RERKT A i § dcieodeS fdzSt R
hasalready filled out the applicatiorand cannot edit it

After you have madeyour changes you canreopen the applicationbya SG G Ay 3 G KS a! LILX
a0 Gdza ¢ andLINShLIS\EARE (oKdSi Gazy G GKS o2d0G2Y 2F GKS L

Theapplicantsfill in the application form, which they can acce$fy pressinghe GApply¢ 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

''YRSNJ GKS daC2N)Y F2NJ ! LILIFanO foyNASEHE 0 Q@4 A2 @ dt KWSNE =
create an application form for NA colleaguehat is different from the application form for
applicants
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Form for NA staff

€@ NA staff form information v X
| Open a separate NA staff application * I
No ~
Introduction
: ~ 2 - l— e = m— — _—
Highlight information for NA staff on anything relevant to the B i Q 5 A A. =T = = = = = =
application/application form. You can share links and any other
helpful infermation. max 3000 characters (“' - D —_— e
Type something

Characters : 0/3000

@ed Required Questio@

Non-customisable questions that appear on the form by default and must be answered.

= Select the sector(s) you represent from the list of sectors associated with this event.
= How are you planning to contribute to the event? (e.g. speaker, facilitator, trainer, support staff, expert, LTA coordinator)
+ Please specify your language skills. Can you facilitate a workshop, deliver a speech, or participate in discussions in the working language of the event?

Select and save "Yes" (Open a separate NA staff application) to enable additional questions.

e

53. Figure: Form for NA staff

In addition to the editing requirements in the Application Form(s) menu, therevapeadditional
prerequisites for creating a separate NA staff form

f Inthe &Partner Application Detailsmenusz  GIKNR\ staff welcome®question must be set
0 2Yed @

1 ¢ K ®pea a separate NA staff application [j dzS&y/i AMXKyS aC2N)Y F2NJ b! adl
It a2 0S5 acSdiStiR0UoAySH é¢a, Saé¢ | OGA QDI GSD!'GKMI FFaFlEy |
button.)

If you do not want to add specific questiorts the form, it will open with three fixed questiongor
NA colleagues.

To add additional questionsclickthe d al y I 38 RRAGARY I & buit@HcSaddh 2 v &

questionsto the application form one by on¢, & R S i I A EoSnRor Apylicaint& S O & LJG S NJ

I LINBOASs 2F GKS TFTAYFEAASR b! F2N¥ gAtt Ftaz2 o685

@ if there is no separate application for NA staff, colleagues with advanced user st@ésstaff,
TCA Officer etcgan apply via the application form open to applicant users.
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9.4.1.3 Events/ Application form logos

¢ K §CAGParticipant Application/ Application form logés Y S yvddabledrom the edit menu of
the given event

Theedit menuof the event can b@pened by clicking on the reference numbef the eventor on
thea 9 RAG SPOSYy RLOSNHNOAY oxY | HKS WSy d@2RSQ S@Syida

Inthead ! LILX A OF G A2y FoubkMadt @ BV bogo¥ts ahawent's application form(s)
These logos will bdisplayed on the Front pagen theform filler view, and in thePDF exporof 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.

@ Events(TCA) / Appform UM TCA

Overview

BASE DATA v _
Application form logos

€  Maininfo

@ Logo upload information v X

23

TCA documents

= Cost fields ° New logo

TCA Description

Search: Q Show 10 v entries & v

¥  Good Practice

Logo
#id ~ 9 - Image - Url - Alternative text ° Actions
TCA PARTNER APPLICATION ~ name

42 Ppartner Application Details

#  Manage Partner Application(s) SALTOET https:#/salto- It is a combination of black dotted line circles and
63 F i - psi/salto colored dots, with the words "SALTO Education VA |

TCA . et.net/
e and Training" written in dark blue next to them.
“&*  Partner contact details

67 TKA https:#/tka.hu/ Blue-gold lighthouse with the inscription "Tempus .
TCA PARTICIPANT APPLICATION ~ ps://tka.hu Publie Foundation’ belows y

- Application deadlines

@  Application form(s)

P Application form logos

#  Receiving Participants Showing 110 2 of 2 entries - o

54. Figure: Application form logos

Pressingthé b S ¢ buftdh @ikt take you to theadd logo screenThere, you wilheed to fill in the
following mandatory fieldsandsave

1 Logo nameOrgansation's official name

1 URLe.g., the orgarsation's official website. Clicking on the logo will open the given interface
in a new window.

9 Alternative text: Briefly describe the image for blind or visually impaired persons so that
assistive technology can read the text.

After savingthe logo row will appear in the tablelt will have agreen square in place of the image

Clickon the pencil iconin the logo row to open the logo editing interface amoload the image
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https://salto-et.net/AMP/event_single/event_index

In the interface click on the green square to select the imageu want to upload from a folder on
your computer.

Activity / Edit Activity Logo

Edit Activity Logo Back

*
Logo name TKA
e.g. Organisation's official

name

Url *
e.g. Organisation’s official

https://tka.hu/

website

i *
Alternative text Blue-gold lighthouse with the inscription "Tempus Public Foundation” below.
Briefly describe the image

Click to Change for blind or visually
Logo Image impaired persons.

55. Figure: Upload logo image

The site wiltonvert the uploaded image to JRGo it isecommended that you upload in that format
by default. However, you can also upload a PNG image.

You carresize the selected image in the editor interfade fit the logo in the light squarein the
middle. Any part of the image that sticks out will be cropp@tickii K Get Gropped Image 6 dzii (1 2 Y
to savethe image.

Crop Image Before Upload

MPUS PUBLIC FOUNDAT!

Toolbar:

Get Cropped Image Cancel |

56. Figure: Edit logo

If youneed to edit a logoyou've already createdslick the pencil iconClick the trashcan icon to
delete a logo Deletion cannot be undone.
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9.4.1.4 Preview of application forms

Finalizedapplication formsfor an event areavailable for other NAs to view on the event's public
data sheeton the AMP site.

This is useful foBending Partnerso review the questionsasked of applicantther NAs can also
use it to gather ideas for creating their own application forms.

Previews can be accessday going to thedEvents (TCA)/Public Eveigts Y Sayiddapening a
particularevent's data sheep 6 8 Of AO]TAy3d (GKS NBFSNBYyOS vydzyoSNJ 2
column).

¢tKS LINBEOASGa NB/t20FHUBROAZ/IRF I 6 KIBI & .Clickingthg ¢ (I 0

thed 9 E LJ2 NIi (i 2 in theést@p&ighcdamieti 2 v

«® saLr0 -

@ & céucation nd Trsning = el A B 63 O rwicaoce

@ Events (TCA) / App form UM TCA

[S) AppformumTCA =

£ Main Info = TCA details 42 Partners and Participants B TCA Participant Application

Tutorial_1 TCA Officer - TCA officer
= HUO1 - Tempus Public Foundati

A HUOT home
Notifications
TCA Participant Application

My followed activities

FAQ

®
«® a0 -_—
ACTIVITIES @ o Educaton and rcning

New HUO1 activity

Start date of TCA Participant Application: 08.07.2025
@  Events (TCA) Application deadline: 28.07.2025
Confirmation deadline for Sending NAs: 31.07.2025

HUO1 events
Confirmation deadline for Organiser NAs: 02.08.2025

Public events Applicant form preview: m
NA staff form preview:
LTAs

57. Figure: Public preview of forms

9.4.2 TCA eentapplication

The application process on théront pagemay differ for applicants and NA/NEO colleaguéfsa
separate application form is prepared for NA staff

For users witladvanced usestatus(NA member, TCA Officeret©f A O1 Ay 3 (GKS | OGA GBS ¢
gAff RAALX & afarzodpletidnafXderd isno depdrate Tapplication for NA staff

colleagues wittadvanced usestatus camapply viathe applicationform open to applicantsd & C 2 NJY

F2NJ ! LILX AOFy(i&aéood

ThedApple button appearsat all events where thenline participant application is currently open

on the site It is alsoisibleto all loggedin users(applicant,TCA Office™NA memberSALTO member,

NEO officerDG EAC, admiajpdto visitorsas well. However, thbutton isinactive until the required

conditions for the application are fulfilledwhich are also highlighted in a warning, (é.dease login

if you want to apply fothis eventé¢ |y R Naiigna@ AglicyNational Erasmus+ Offids not a

partner of this activity. Please contact your/NEOF 2 NJ F dzNJI KSNJ Ay a i NHzOG A2y aé 0«
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https://salto-et.net/AMP/event_single/event_index_public
https://salto-et.net/

Test UM TCA

Test UM TCA

Event date: 24.09.2024 - 28.09.2024
sector: EI D
Event venue: Budapest

Priority: Increase the quality of programme
implementation (2021-27)

Application deadline: 18.05.2024

Event date: 24.09.2024 - 28.09.2024
sector: (B3 3D
Event venue: Budapest

Priority: Increase the quality of programme
implementation (2021-27)

Application deadline: 18.05.2024

Language: Hungarian

Language: Hungarian
Your National Agency / National

Erasmus+ Office is not a partner of this
activity. Please contact your NA / NEO
for further instructions.

58. Figure: Application notifications

Please login if you want to apply for this
event.

Apply

To make contact easierand to find the applicant'sSending National Agency National Brasmus+
Office more easily,loggedin users will see two pieces of informationin the &t | NI y S N&
t | NI A Oolotkbfyhé event data sheetand at the top oftheir profile page

byl

1 Your Sending National Agenyational Erasmus+ Office(sending NANEOselected during
registration)

1 Your Sending National Agentyational Erasmus+ Officemail address(the email addresses
were mainly collected from the Commission's websitéstional AgencigdNational Erasmus+

Offices)

«® saLo
L] .Edu ation and Training

TOOLS AND DOCUMENTS

A& TCA Office ~ @

ABOUT SALTO E&T NEWS

Welcome on the website of the SALTO
Education & Training TCA Resource Centre.

The aim of this webpage is to support the planning, realization and the
follow up of training and cooperation activities (TCAs) between the
Erasmus+ National Agencies.

WELCOME &

JOIN OUR SEMINARS FOR BETTER ERASMUS+ PROJECTS! lad

Share

59. Figure: Eventsto apply
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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

Afterlogging in you can reach the page listing the eventglgkingon the 6Event€ menu item from
the Frontpage Clickingon thedOperé 6 dzindegtlyedEvents headerwill onlyshow events that
are currently open to applicantsYou carapply for an eventwith an activedApply¢ button on the
event card.

The Power of Skills - Equipping .

Women in STEM through (dual)...

Event date: 22.10.2023 - 25.10.2023

Sector: {3)

Event venue: Vienna

Priority: Inclusion and Diversity (2021-27)
Application deadline: 08.09.2023
Language: English

C )

60. Figure: Apply button

After pressingthe dApplye button on the cardyou will reach theevent datasheetand you will need

to click on thLm button again todisplaythe Application form(Form for NA staff or Form for

applicants. The followingfixed questions must always be completathder thea¢ / |  RSGF Af aé o
for the two form types:

Form for Applicants:

T a{ St SOl (K SEraynua+isecNdybuddiganisition from the available sectors for
0 KA & Srgedpplicabtcan choose one of the event sectors that is most relevant to them.

1 dPlease give a short summary of your professional background including your:
o current role in your organisation
0 main professional interests
o fS@St 2F LINBPFAOASYOe Ay (KS [OlA@AGEQA 62
0 previous experience with Erasmus+, both individually and at organisationablével
This question can be answered with a long and elaborated response.

T a2 KFG LINRPFSaairzylft o0SySTAda R2 @&2dz K2LIS G2
LIS NA 2 ¥y | £ This §usidnkcan be answered with a long and elaborated response.
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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

1 62KIG LINPFSaaA2ylt o0SySTAGa R2 &2dz K2LIS (2
AyailaidadziAz2yl t -Thig Rueskoh Bak BeNhstve$ed Gith a g and elaborated
response.

Form for NA staff
T a{StSO0 (GKS aSOl2N»ay @&2dz NBLINBaSyid FNBY (K
Colleagues can choose more than one of the event sectors, as they can represent more than
one sector professionally.

2¢ FNB @&2dz LXIFyYyyAy3 G2 O2y(iNARoO6dzGS (2 GKS S
I FFX S E LIS NI SExplait how ey zadBohtybluté @dfebsionally to the event.

=
Q

[fl

Q)¢

T atfSIrasS aLISOATe @2dzNJ fly3dzZ 3S aiArttad /+y @
LI NIAOALI GS Ay RAA&AOdzAAAZ2Y A AYou dakK@Bovideddilsh y 3 € |
about the language skills that are important for the event.

If the Organiser NANEO ha<reated individual questiongor the form, theywill appear after the
fixed questionsand show the associated constraints.

You candownload the application formin PDF format, eithefilled out or blank by clicking the
G 9 ELI2 NI ( 2above tBeform alzdhé gt
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APPLICATION

«®su0
® § ot ana g

FORM FOR NA STAFF

Introduction
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce eleifend feugiat ante, vitae sagittis nulla consequat pretium. Etiam ultricies sit amet orci eu vulputate. Quisque
nibh nisi, sollicitudin quis elit nec, finibus finibus ex. Curabitur congue felis dui, nec accumsan ante convallis vel. Nam sed ipsum eu justo interdum rhoncus at quis magna.

TCA DETAILS

Sending National Agency / National Erasmus+ Office (NEO) Event

HUO1 - Tempus Public Foundation App form UM TCA
Start date End date

23.09.2025 26.09.2025
Venue country Venue city

Hungary Pépa

Help to successfully complete the Application form:

« Type directly into the form. Copy-pasting (especially from websites) may cause errors.

« Check character requirements.

= You can only save the form after completing all required questions. Edits can still be made before submitting.
+ The "Send application” button will activate once all required answers are saved.

EXPERIENCE AND RELEVANCE

Select the sector(s) you represent from the list of sectors associated with this event. *

Please choose an option

How are you planning to contribute to the event? (e.qg. speaker, facilitator, trainer, support staff, expert, LTA coordinator) -

r
Characters : 0/ 3000

Please specify your language skills. Can you facilitate a workshop, deliver a speech, or participate in discussions in the working language of the event? "

7~
Characters : 0/ 3000

1. additional question *

quired ion, Minimum 20, Maximum ch : 40, Help text: please give a short answer

2. additional question

( Send application )

61. Figure: Application forrfor NA staff
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Tosave the form, all required fields must be filled.itYou carstill edit the formafter savingit. After

a successful sa®e (SKrfl Agplicatiod 0 dbiedordeg active Theapplicationcan besubmitted
for evaluationby pressingthe & Sy R | LIL#futto® Bafoke2sghéding, a confirmation window
pops up as the submitted application can no longer be modified on the site.

®

Are you sure?
Do you really want to send application? After that you can not
modify the data

Yes

62. Figure: Confirmation popup

You can nowvirack your applicationsunderthe name of the loggeth user in thedMly Applications
menu availablefrom the scrolkdown menu in the top right corner

Hereyou can alsdind the application formsthat havenot yet been seni but which have been saved
and can be completedn the event lineclickingon the eyeicon in the dActioné column until the
deadline to apply for the event is open

Thestatus of the event applicatiorcan betrackedin the & G |  dza & oSéved nuzxhya saved
but not yet sentapplication form,dSubmitteck meansa submitted applicationform, éFinaliselé
meansthat the final evaluationof the application waslone.
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https://salto-et.net/events/my_applications

63. Figure: My applications

9.4.3 Managing sending participants as Sending NA

TheSending NA receivesnotification calledd b S g NI O S A @ Swhenlan dpfilidar® subniite y ¢
an application for an event.

ASending NAanview andevaluate the applicationst receives per event under threenuitem 6T CA
Participant Applicationd ‘MA cod€Xending Participants Here you cafind a list of eventswhere
your national agencyis a sending partner and haeéready received an applicatiofor the event.

) Redcolouringwill be given to those events where there is still an application to be evaluated.

Toview the applicationsand evaluate thenglickon thetool iconto the right of theeventrow, which
will navigateyou to thedManage Sending Participagiview.

64. Figure: Sending participants
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