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STUDENT LIBRARY
• List of selected students
• (Non-)scholarship holders

MOBILITY DECLARATIONS
• Study and mobility periods
• (Non-)scholarship holders
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Student Library

Encoded student 
list with personal 
data

Encoded mobility 
declarations 
(submitted or not)
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This field is encoded only by the project coordinator – if not done, not possible to ‘add 
students’ in the student library

Master duration can no longer be changed after input first student

Each year at the end of April (MILESTONE)



Adding a Student

Click Add New 
Student to add a 
student which is not 
listed in the Student 
Library



Adding a student

Complete the personal 
information of the student 
(mandatory fields - free text 
fields or drop-down menu)

Click Validate (to validate the 
correctness of the information 
encoded) and Save. 

Possible to Cancel the addition.



Adding a Student

First and Family names

Gender (drop-down menu)

Nationality (drop-down menu)

Birthdate

Special needs (drop-down menu)

Fewer opportunities (drop-down menu)

E-mail address (valid for at least 2 years)

City of residence (in English)

Country of residence (drop-down menu)

Student profile (drop-down menu)

Student category (drop-down menu)

Edition of the master

University of origin

Country of University of origin

First Host Institution

Arrival date

Planned study duration (in months)

MANDATORY FIELDS



• Student profile (mandatory):

1. Non-scholarship holder: An enrolled student who is not a scholarship 
holder

2. Scholarship holder – Main: A scholarship holder coming from a 
Programme country or from a non-targeted partner country

3. Scholarship holder – Targeted region: A scholarship holder coming 
from a targeted partner country (financed with Heading 6 funds):

• IPA (Western Balkans)

• NDICI (9 sub-regions, to be selected)

Adding a student



Adding a Student
STUDENT CATEGORY (mandatory):

For Non-scholarship holder (H2) and Scholarship holder (H2) – Main
2 options: 
• Programme country or 
• Partner country

For Scholarship holder – Targeted regions (H6)
9  sub-regions: 
• Partner country - Targeted region 1 - Western 

Balkans
• Partner country - Targeted region 3 - South-

Mediterranean countries
• Partner country - Targeted region 5 - Asia
• Partner country - Targeted region 6 - Central Asia
• Partner country - Targeted region 7 - Middle East

.
• Partner country - Targeted region 8 - Pacific
• Partner country - Targeted region 9 - Sub-Saharan 

Africa
• Partner country - Targeted region 10 - Latin America
• Partner country - Targeted region 11 - Caribbean



Adding a Student
SPECIAL NEEDS (mandatory, choose one of the options):



Adding a Student
FEWER OPPORTUNITIES (mandatory, choose one of the options):



Editing a Student’s Data

For editing the student after submission, the submitted 
Mobility Declaration(s) should be re-opened by the 

Project Officer (by clicking      button displayed under 
the "Action" column)

When finished click Validate and, if all correct Save

To do so, click on the corresponding row and edit the 
data in the pop-up 

If no Mobility Declaration has been submitted:



Deleting the Data of Student

If there is no Mobility Declaration (drafted or submitted)
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STUDENT LIBRARY
• List of selected students
• (Non-)scholarship holders

MOBILITY DECLARATIONS
• Study and mobility periods
• (Non-)scholarship holders
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Mobility Declarations
Study/Mobility Periods

Each time a student is 
involved in a 
study/mobility, add a 
mobility declaration



Add a (new) Mobility Declaration

Click       or “Add new 
Mobility” hyperlink to 
add a study/mobility 
period for any student 
in the student library



Add a (new) Mobility Declaration

• Personal data
• Relevant for 

mobility

Student 
Information

• Organisations 
involved 

• Activity type

Mobility 
Information

• Study/mobility 
periods

• ECTS to be 
acquired

Study Periods

THREE TABS:



Add a (new) Mobility Declaration

Select the student for whom you 
complete the mobility declaration

The personal information of the 
selected student will then be displayed 
below



Add a (new) Mobility Declaration

Complete the Mobility information tab of 
the pop-up with:

Sending Organisation

Destination Organisation

Activity Type



Add a (new) Mobility Declaration

Sending Organisation
• The university where the student is enrolled
• ECTS awarding
• Full partner

Destination Organisation
• The organisation where student is
• Study/mobility period
• Full or associated partner or any other organisation*



Add a (new) Mobility Declaration

Complete the Study Periods tab of the pop-up 
and indicate:

The start date and end date of the 
Study/Mobility Period (including academic 
holidays)

Indicate the total ECTS to be acquired

When finished click Validate and, if all 
correct, Save

1
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Editing a Mobility Declaration

Click on the relevant 
declaration to edit 
(only for study/mobility 
periods in Draft
status)

If submitted, the 
Project Officer will 
have to reopen the 
mobility declaration 
(by clicking     button)



Submitting a Mobility Declaration

Click on     to 
Submit mobility 
declaration 

1

Confirm and click 
on “submit”2



Deleting a Mobility Declaration

Click on ‘delete
mobility declaration’1

Confirm2

Only for study/mobility 
periods in Draft status



Student Library & Mobility Declarations

Student & 
Mobility Data can 
be downloaded 
as an excel file



Checks & Validations

CHECKS & VALIDATIONS

Filling in all mandatory fields

Person’s minimum age

Start and end dates within the project’s eligibility 
period

Planned study period in line with the duration of 
the master

Overlapping study/mobility periods 

10% rule per nationality (excluding targeted 
regions)

Crosscheck if the Student has already received a 
Scholarship: (1) first and family names, birthday; 
(2) email address

NOT CHECKED BY THE SYSTEM

The minimum mobility requirements (e.g. 
minimum 2 study periods in 2 countries)

Gaps between mobility/study periods (‘continuous 
enrolment’)



New Field
Graduation Data per student*

New tab being developed within the mobility declaration pop-up.

HEI delivering 
the degree

Graduation 
date

Name of the 
degree(s) 
obtained

Title/qualification 
of the degree(s) 

obtained

Type of degree 
(tick boxes): 

National or Joint
ECTS acquired Drop-out cases

INFORMATION ON:



Differences compared to the EACEA Mobility Tool 

1

2

3

4

5

No different phases (e.g. Submission, 
implementation, post-implementation) 

One list for all students

Only main list students 

No entries for Scholars

No signed mobility print-out



Submitting a Mobility Declaration

Submit a 
study/mobility 

period?

• Continuous updates and in reporting periods
• Only for completed study/mobility periods (optional)
• Final report stage (at the latest) 

If submitted, 
only editable 

fields are:

• Mobility and study dates
• ECTS to be acquired



Reporting Periods and Pre-financings

CONTINUOUS REPORTING MODULE

PERIODIC REPORTING

PROJECT START

First pre-financing payment 
(50%)

PROJECT ENDMTH 24 MTH 48

Second pre-financing 
request (40%)

Financial statement (up to 
10%)

Progress Report (Technical)/Add. 
Pre-financing 

report 
Final Report 

(Periodic) 

Milestone: Annual updates on the selected students and mobility/study periods!



Calculation of the Costs

AUTOMATIC 
CALCULATION

• The costs for “Contributions for Scholarships” and 
“Institutional Contribution”

• Based on duration (in person months) of the study periods in the 
Mobility Declaration

 These total costs will be transferred to the Financial Statement 
only at final Report stage (therefore not editable anymore in the 
Financial Statement) 

NO AUTOMATIC 
CALCULATION

• No automatic calculation for the “Special Needs” cost
category: corresponding amount has to be inserted by the 
Coordinator in the financial statement



Guidance Online

Completing the Mobility tab for EMJM Unit Grants (type of action: ERASMUS-AG-
UN) - IT How To - Funding Tenders Opportunities (europa.eu)

https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.action?pageId=9864463
https://webgate.ec.europa.eu/funding-tenders-opportunities/pages/viewpage.action?pageId=9864463


Thank you
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