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Introduction
This user guide explains how to use the Erasmus+ OLS Licence Management System, referred to as

the “LMS” hereafter, in your role as a Beneficiary (BEN).

1 Access Erasmus+ OLS and log into the LMS

To access OLS, go to the following URL: http://www.erasmusplusols.eu.

Improve your language
skills for free!

To access the login page, click on the Login button in the top right-hand corner of your screen.

To log in, enter the Login and the Password that you'll obtain upon activation of your account.

Welcome to the
Erasmus+ Online
Linguistic Support
(OoLSs)!

LOG IN

| forgot my password
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2 Structure of the OLS LMS
The homepage of the OLS LMS appears after you log in.

In the header at the top of your screen, you have 4 buttons:

° (M) — click on this button to go to the OLS LMS homepage.
° () —takes you to your BEN user profile page.

° () — click on this button to contact the Support Team for any technical problems.

) — click on this button to log out of your session.

Report a Problem # Home &

mtbeno1@m... E*

U LS ONLINE LINGUISTIC
. 5UPPORT /Erasmuss.

ﬂ“ OLS LIVE COACHING

Home

)

Project Contact Persons

[
-

LEARN MORE ABOUT OLS TUTORING SESSIONS

LEARN MORE ABOUT OLS MOOCS

Licence Allocation To
Participants - Assessment

Welcome to the Erasmus+ OLS Licence Management System!

Multi-Language Licence

Licence Allocation To IMPORTANT - Only for HIGHER EDUCATION

Participants - Course

?

Licence Usage per Participant

?

Expired Projects

Please note that as of March 2019, Higher Education mobility participants have the opporturity to access OLS language courses in both their mobility language and the official local
language(s) of their destination country. They can simply express their interest by selecting the language(s) they would like to leam with OLS.

You also have the possibility of manually allocating multiple languages to mability participants, provided the language course is available at the required level. Please refer to the BEN User
Guide (March 2018) for information on language courss licence allocation
Trainer Access to OLS Courses & Blended Leamning Kit

Please note that as of March 2019, language trainers (teachers) can be granted access to the Erasmus+ Online Linguistic Support (OLS) language courses. A new Trainers tab has been
added to your Licence Management System to allocate language courses to trainers. You can give trainers access to courses in ane or multiple languages (in any of the 22 available

languages) at your own discretion

\On this page, you will find important information regarding updates, upcoming features of OLS,
system alerts and OLS communication material that can be used to inform mobility participants
(MPs) about OLS.

Seven tabs are available in the menu on the left of your screen:

0 LS ONLINE LINGUISTIC
. SUPPORT / Ervsmuse

ReportaProblem  ## Home @ mtben01@m... E

@

Home

)

Project Contact Persons

LEARN MORE ABOUT OLS TUTORING SESSIONS

LEARN MORE ABOUT OLS MOOCS

Licence Allocation To
Participants - Assessment

Welcome to the Erasmus+ OLS Licence Management System!

Multi-Language Licence

Licence Allocation To IMPORTANT — Only for HIGHER EDUCATION

== Please note that as of March 2019, Higher Education mobility participants have the opportunity to access OLS language courses in both their mobility language and the official local
language(s) of their destination courtry They can simply express their interest by selscting the language(s) they would like to learn with OLS

You also have the possibiity of manually allocating multiple languages to mobility participants, provided the language course is available at the required level. Please refer to the BEN User

Licence Usage per Participant Guide (March 2019) for information on language course licence allocation.

Trainer Access to OLS Courses & Blended Learning Kit

Please note that as of March 2019, language trainers (teachers) can be granted access to the Erasmus+ Online Linguistic Support (OLS) language courses. A newr Trainers tab has been
added to your Licence Management System to allocate language courses to trainers. You can give trainers access to courses in one or multiple languages (in any of the 22 available

Expired Projects Anager
at your own discretion
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Click on any tab to navigate between Home, Project Contact Persons, Licence Allocation to
Participants — Assessment, Licence Allocation to Participants — Course, Licence Usage per
Participant, Expired Projects and Expired Licences.

3 Using the OLS LMS features

3.1 Multiple Roles

You can now access the platform as a BEN User or as an MP with a single login and password. This
enables you to view the platform as if you were an MP, and explore all the features of the language
assessments and language courses.

Beneficiaries can create additional roles for themselves by assigning a language assessment licence
from the 1BEN project to the same email address as the main contact email, or the secondary
contact email of the Beneficiary institution/organisation.

Once the additional role has been assigned and you log in, OLS will automatically display the
interface that corresponds to the highest role in the following hierarchy:

1. Beneficiary User
2. Mobility Participant

You (the BEN User) will then see the specific multiple role menu, which can be used to access other
roles.
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If you are in the LMS, the multiple role menu will appear as a drop-down menu in the top right-hand
corner of the screen, underneath your login:

Home & mtben0l@m... v E*

OLS LIVE COACHING
SDONOT HE OPP!

When in the role of an MP, you follow the same process that an MP would follow when connecting
to OLS for the first time. You will therefore be taken to the profile page, before accessing the start
assessment button on the dashboard.

After accessing OLS in the role of an MP, you can easily return to the LMS via the Back to BEN User
button.

- —
You are browsing this MP screen through the BENUser interface. Back to Iser

UL M-Muncwwc Help English (English) ~ Logout &

). sUPPORT  Erasmus:

Please note that upon completion of the first language assessment (in the role of an MP), the
language course is not automatically allocated. You will need to manually assign a language course
from the Licence Allocation to Participants - Course screen. For more details, please refer to point
3.3.3.

3.1.2 How to add or manage Secondary Contact Persons for your projects

(]
U LS P TR ReportaProblem 4§ Home & mtbenoi@m... E‘
. SUPPORT / Erasmuss.
) " 2018-1-MT99-TRAINER-000001 4 BEN MT93 01
Home e
MAIN CONTACT PERSCN:
) Test Beneficiary MT99
t— v
Project Contact Persons = miben( 1@mailinator.com
® SECONDARY CONTACTS:

Licence Allocation To

Participants - Assessment

®

||
Licence Allocation To
Participants - Course

Erasmus+ 2015-1-MT99-KA105-000002 & BEN MT99 01

MAIN CONTACT PERSON:

™ Test Beneficiary MT99
N = miben( 1@mailinator.com
Licence Usage per Participant
SECONDARY CONTACTS:
® Test Beneficiary MT99 02
L] =  miben02@mailinator.com Edit Remove
Expired Projects . 0

To add Secondary Contact Persons to your projects, please follow these step-by-step instructions.
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Click on Add Contact to add an additional Secondary Contact Person and enter their contact email
address.

Add Secondary Contact ‘

Secondary Contact email

When you click on Add Contact, the Secondary Contact Person of the project will be automatically
added to the list if the contact already exists in OLS. Their name and phone number will also be
entered automatically.

If the contact doesn’t yet exist in OLS, additional information will be requested.

Please note, if the contact is already the Main Contact Person for the project, it won’t be possible to
also add him/her as Secondary Contact Person.

Add Secondary Contact ‘

This contact doesn't exist in the OLS. Please specify the following information ‘

Secondary Contact email

anazarenko@altissia.com

| Name

{
Phone number

Add Contact Close

Once you have entered the required data, click on Add Contact. The newly created Secondary
Contact Person will then appear on the screen.

As a Main Contact Person or Secondary Contact Person, you should be able to create as many
Secondary Contact Persons as needed for the project, regardless of whether the email addresses
used for this purpose are already in use as a Main Contact Person or a Secondary Contact Person in
another project of the same or another BEN.

If the user already exists with another role, the following warning will appear, listing the role(s) of
the existing user:
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Confirm validation

This email is already used by a [MP Trainer]. Do you want to add this email as a Secondary

Contact?

3.1.3 How to remove Secondary Contact Persons from your projects

You can only remove Secondary Contact Persons if you are the Main Contact Person for a project.
The Main Contact Person of a project is the OLS contact person, as defined by the National Agency
(NA) in EPlusLink.

If you are the Main Contact Person for the project and would like to remove Secondary Contact
Persons from your projects, please follow these step-by-step instructions.

Click on Remove to remove Secondary Contact Persons. A pop-up confirmation will appear.

Erasmus+ 2015-1-MT99-KA105-000002 # BEN MT99 01

MAIN CONTACT PERSON:

Test Beneficiary MT99

= mtbenl 1@mailinator.com

[ SECONDARY CONTACTS :]

Test Beneficiary MT99 02

= mtben02@mailinator.com Edit Remove
. 0

Mtben999

= mtben39@mailinator.com Edit Remove

. 0000 /

The Secondary Contact Persons cannot remove other Secondary Contact Persons, and cannot see the
Remove button. Therefore, if you have access to a project for which you are the Main Contact Person
and to others for which you are the Secondary Contact Person, you will not have the same kind of
access.

3.1.4 How to edit Secondary Contact Persons in your projects
You can only edit Secondary Contact Persons if you are the Main Contact Person of a project. The
Main Contact Person of a project is the OLS contact person, as defined by the NA in EPlusLink.

Main Contact Persons are edited through the BO Report import (in EPlusLink). Therefore, you can
only edit a Secondary Contact Person if he/she is not the Main Contact Person of another project.

To edit the Secondary Contact Persons of your projects, please follow these step-by-step
instructions.

Click on Edit to modify the Secondary Contact Person. A pop-up will appear with the different fields
of the Secondary Contact Person, which you will be able to edit. Click on Edit Contact to validate.

If the Secondary Contact Person is not editable because he/she is the Main Contact Person, the edit
button will be inactive and, when the mouse is over the button, an explanation will appear.

Page | 8
Erasmus+ Online Linguistic Support
Licence Management System for Beneficiaries - User Guide



3.2 How to allocate assessment licences to participants
Licences are attributed to Beneficiary institutions/organisations by National Agencies. If you need
additional licences, please contact your NA.

To access the Licence Allocation to Participants — Assessment section, go to your homepage and
click on the 3 tab (Licence Allocation to Participants — Assessment).

[
0 LS R Tt Report a Problem # Home @& mtbenoi@m... 9
V: SUPPORT / Erasmuss
A . R o
Licence Allocation To Participants
Home
) Erasmuse  2015-1-MT99-KA105-000002 Esmuse  2015-1-MT99-KA103-000001
Project Contact Persons
Remaining assessment licences: 4737 Remaining assessment licences: 4761
Remaining course licences: 4862 Remaining course licences: 4858
Licence Allocation To
——
Participants - Assessment
Licence Allocation To
Participants - Course
®
]
Licence Usage per Participant

If you have several projects, all available projects will appear and, for each of them, you will be able
to see how many licences have been attributed to your institution by your NA. You will also have a
permanent overview of the amount of remaining licences for both the language assessments and
courses. Select the project you want to use.

0 LS RS Tt Report a Problem # Home & mtbeno1@m... 9

SUPPORT / Erasmuss

A : : <
Licence Allocation To Participants
Home

@ Erasmuse  2015-1-MT99-KA105-000002 Erasmuss  2015-1-MT99-KA103-000001

Project Contact Persons

Remaining assessment licences: 4737 Remaining a
Remaining course licences 4862 Remaining c

4761
4858

-

Licence Allocation To
Participants - Assessment

®

X
Licence Allocation To
Participants - Course

®

Licence Usage per Participant

By selecting a project, you can access the corresponding “Licence Allocation to Participants —
Assessment” page related to this project. Remember that if you select the 1BEN project and then
assign a licence from this project to your Beneficiary main contact email address, you will
automatically create a second role in your Licence Management System. When logging in, the system
will automatically provide you with the possibility of accessing OLS as an MP or as a BEN User. If you
select the role “MP”, you will be able to access the platform following the same process as MPs. If
you want to access the language course platform, for example, you will need to allocate a course
licence to yourself after having taken the first language assessment.
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0 LS ONLINE LINGUISTIC
. SUPPORT / Erasmuse

Report a Problem

A Home &

mtbeno1@m... D

Project Contact Persons

®

n
Licence Allocation To
Participants - Assessment

?

Licence Allocation To

Back to project selection

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Add new participants

Please write here the new participants email

for a given language,

Validate emalts  [eGITLIS L BT

Emails

by or

Language to Test

Remaining assessment licences: 4737
Allocated assessment licences: 262
Total Licences: 4999

Deadline to take the test

Participants - Course English B Month(s) B
+ B

®

|

Licence Usage per Participant

?

Expired Projects

When you are done, or if you want to select another project, use Back to project selection to go back
to the project selection screen.

On the Licence Allocation to Participants — Assessment page related to a project, at the top right-
hand side of the screen, a summary box shows information on the remaining number of assessment
licences, the number of allocated assessment licences and the total number of assessment licences
granted to your Institution by your NA for that project.

Report a Problem

U LS ONLINE LINGUISTIC
), SUPPORT / Erasmuss

Py Back to project selection
Home
Licence Allocation To Participants - 2015-1-MT99-KA105-000002
)

Project Contact Persons Remaining assessment licences: 4737
Allocated assessment licences: 262
Total Licences: 4999
?
Licence Allocation To
Participants - Assessment

Add new participants

Please write here the new participants email addresses for a given assessment language, separated by ;" or °.

mcoum:umail Language to Test
English

?

Licence Allocation To

Emails Deadline to take the test

Month(s)
i

+1

Participants - Course

®

Licence Usage per Participant

?

Expired Projects
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To allocate assessment licences to the selected project participants, please enter their email
addresses, in the appropriate box separated by “;” or “,”.

N.B.: you are requested to group together the email addresses of all participants who will be tested
in the same language (for example, all participants taking their assessment in French). If you have
groups of participants to be tested in different languages or participants who have multiple
mobilities, repeat the following steps, language-by-language.

Ulsl [y‘ylr_mmugm Report a Problem # Home & mtbenoi@m... c*

SUPPORT / Erasmus+

/ﬁ'* Back to project selectlon
Home

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

)

Project Contact Persons Remaining assessment licences: 4737
Allocated assessment licences 262
Total Licences: 4999

?

Licence Allocation To
Participants - Assessment Add new participants

Please write here the new participants email addresses for a given assessment language, separated by =" or

-

@ Emails Cmmt:ﬂmail Language to Test / Deadline to take the test /

Licence Allocation To
Participants - Course English n Month(s)

B
" =
4

Licence Usage per Participant

®

Expired Projects P

Before continuing, you are requested to validate the email address list by clicking on Validate emails.
A message will appear when the email addresses have been successfully validated. Then, make sure
the number of email addresses is correctly shown next to the Validate emails button.

Back to project selection
@
Home
Licence Allocation To Participants - 2015-1-MT99-KA105-000002
)
Project Contact Persons Remaining assessment licences: 4737
Allocated assessment licences: 262
Total Licences: 4999
@®
L
Licence Allocation To
Participants - Assessment Add new participants
Please write here the new participants email addresses for a given assessment language, separated by =" or
? Emails Language to Test Deadiine to take thetest
Licence Allocation To
Participants - Course English v Month(s) v
All emails validated. . .
i
?
Licence Usage per Participant me)320@mainator.com
®
||
Expired Projects
®
L] 4
Expired Licences
Send assessment Invitation(s) to the whole list

OLS can be used by MPs with the same email address for multiple Erasmus+ mobilities.

If you enter an MP’s email address that is already in use in the OLS system for a recent mobility (first
language assessment not yet started), a warning message will appear after clicking on the Validate
emails button, informing you that the participant has already been invited to take a language
assessment. This warning states the language in which the assessment will take place, on which date
the participant received an assessment invitation and the name of the institution/organisation, if
Page | 11
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another BEN has sent the invitation. This warning will help you avoid inviting a participant twice by
mistake. Despite this warning, you can allocate a new language assessment to the MP if this
participant is undertaking another mobility for which he/she should use OLS.

You are then requested to select the language to be tested in the highlighted Language to test drop-

down menu. The language tested corresponds to the language that the participant will use to study,
work or volunteer abroad.

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Remaining assessment licences: 4737
Allocated assessment licences: 262
Total Licences: 4999

Add new participants

Please write here the new participants email addresses for a given assessment language, separated by *” or *,:

Emails m Count: 1 Language to Test Deadline to take the test.

English B Month(s)
Al emals validated.  Engish |

French +1

(< <

German
me0320@mailinator.com Dutch
Italian
Spanish
Polish
Czech
Danish
Greek
Portuguese
Swedish
Bulgarian
Hungarian
Romanian
Slovak
Finnish
Estonian
Irish -

You are also requested to select a Deadline to take the test. To do so, select the number of days or
months given to the participant to take the test. Please note, the deadline should be set before the

participant’s departure date, especially for Higher Education participants as the OLS assessment is a
pre-requisite for mobility.

Licence Allocation To Participants - 2015-1-MT99-KA105-000002
Remaining assessment licences: 4737
Allocated assessment licences: 262
Total Licences: 4999
Add new participants
Please urite here the new participants email addresses for a given assessment language, separated by *; or
Emails [APPOSIA Count:1  Language to Test Deadline to take the test
English Month(s) v
All emails validated [~ B
+1 B
mp0320@mailinator.com +2
+3
4
+5
6
+7
+8
+9
y +10
11
Send assessment Invitation(s) to the whole list +12
13
14
15
+16
17
+18
+19
+20 b
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Once the email list is validated and both the testing language and the deadline to take the test are
selected, the Send assessment invitation(s) to the whole list button will become active. Review the
information before clicking on this button to send assessment invitations to all validated email
addresses.

/ﬁ‘ Back to project selection
Home
Licence Allocation To Participants - 2015-1-MT99-KA105-000002
)

Project Contact Persons Remaining assessment licences: 4737

Allocated assessment licences: 262
Total Licences: 4999
L]
Licence Allocation To
Participants - Assessment Add new participants

Please write here the new participants email addresses for a given assessment language, separated by *;" or =,

“?} Emails mcwm‘l Language to Test Deadline to take the test

Licence Allocation To

Participants - Course English Month(s)
" All emails validated. n

+1
®
X -
Licence Usage per Participant mel320@mailinater.com
@

L]
Expired Projects

®

n 4

Expired Licences
[Comeremmmsmreme |

Invitations are then sent to the participants and a message will pop up, confirming that the
invitations were successfully sent. In the invitation, participants will also receive their personal login
and password needed to access the OLS language assessment.

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Remaining assessment licences: 4736
Allocated assessment licences: 263
Total Licences: 4999

Add new participants

Please write here the new participants email addresses for a given assessment language, separated by *” or

Emails m Count:0  Language to Test Deadline to take the test

LSRN NNNNN v W W W W . B Months

+1

Assessment invitation successfully sent!
« mp0320@maiinator.com

If your participants must be tested in several languages, repeat the above instructions for each group
of participants/languages.
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If you would like to receive a notification once a participant has completed the first language
assessment, please click on your profile.

In your profile, you have the possibility of ticking the I want to receive a notification by email each
time a participant has finished the first assessment box. Further information is provided under point
3.7.2.

]
ULS ONLINE LINGUISTIC Report a Problem # Home & mtbenoi@m... @

SUPPORT / Erasmus+

A Back to home
User Profile

User Profile Login mtbeno1@mailinator.com

BEN Information Email mtbenol@mailinator.com
Last Name Test Beneficiary MT99
First Name BEN_USER
Password Re-type Password

Time zone (GMT-00:00) Europe/Dublin

Telephone Number 0

[ | want to receive a notification by email each time a participant has finished the first assessment ]

Save Changes

If you tick this box, you will receive an email notification whenever a participant has completed the
first language assessment. These notifications are not sent instantly, but rather, once every hour.

Please note, this notification can be sent to any Contact Person of the project (Main or Secondary),
provided the Contact Person has ticked this box in their profile.

If a participant does not take the assessment within the deadline, their access to OLS will be
deactivated and their licence will automatically be returned to your remaining assessment licences, if
not yet used. For instructions on how to re-invite an MP to the first language assessment, see section
3.4

3.3 How to allocate course licences to participants
The process of allocating licences occurs at different levels (i.e. DG EAC/NA/BEN) — for more
information on this process, please consult your NA.

3.3.1 Important information for Higher Education Institutions: Automatic allocation of course
licences

Automatic language course allocation is exclusively available for Higher Education participants and,

depending on the mobility language chosen for the language assessment, operates as follows:

- For German, English, Spanish, French, Italian, Dutch and Portuguese: Higher Education
participants who have obtained a result between CEFR levels Al and B1 in their first
language assessment are automatically allocated a language course licence. As an HEI, you
do not need to take any further action in the OLS LMS. Course licences are automatically
deducted from the total course licences available. Therefore, participants with a level of B1
or below will not appear in your Licence Allocation to participant — Course section, but you
are able to find these participants under the 5™ tab (Licence Usage per Participant).

- For Bulgarian, Czech, Danish, Estonian, Greek, Croatian, Latvian, Lithuanian, Hungarian,
Polish, Portuguese, Romanian, Slovak, Slovenian, Finnish and Swedish: Higher Education
participants who have obtained a result below CEFR level A2 in their first language
assessment are automatically allocated a language course licence. As an HEI, you do not
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need to take any further action in the OLS LMS. Course licences are automatically deducted
from the total course licences available. Therefore, participants with a level of A1l will not
appear in your Licence Allocation to participant — Course section, but you are able to find
these participants under the 5 tab (Licence Usage per Participant).

If there are not enough course licences to be automatically allocated to MPs, a warning will appear
on the homepage indicating that the automatic language course allocation has failed and requesting
you to contact your NA.

3.3.1.1 Licences checks
If the system tries to allocate a language course (LC) while there are no LCs left in the mobility
language assessment (LA) project, the automated LC allocation fails. When this happens:

- The MP becomes eligible for manual allocation and appears on the “Licence allocation to
Participant — course” screen of the BENuser, for the relative project

- The following warning appears on the BENuser Home in order to warn him/her in case they
would like to request additional LC for their project to their NA:

0 L ; ONLINE LINGUISTIC
/s SUPPORT / Erasmus+

)
PR Welcome

IMPORTANT
Automatic InguUage course aliocation

3.3.1.2 Language availability on course platform check

If the system tries to allocate a LC to an MP who scored higher than the level of the course available
on the OLS platform, the automated LC allocation fails. When this happens, the MP becomes eligible
for manual allocation and appears on the “Licence allocation to Participant — course” screen of the
BENuser, for the relative project (with a non-blocking warning).

3.3.2 OLS language course in the local language of the country

MPs who have not been automatically assigned a language course licence can be invited to follow a
language course in the OLS LMS. The language course can be offered in their main language of
instruction/work, OR in the local language of the country, if that language is available on OLS.

Under the 4™ tab (Licence Allocation to Participants — Course), you can manually select the course
language for these participants. All mobility participants except for YOU and VET also have the
possibility to select the local language(s) themselves. Please note that manual allocation will only be
possible if participants have not selected the local language(s) themselves.

For specific instructions, see section 3.3.3.
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3.3.3 Manual allocation of course licences
Manual allocation of course licences applies to Youth, VET and HE participants.

To allocate course licences to your participants, please follow these step-by-step instructions.

To access the Licence Allocation to Participants - Course section, go to your homepage and click on
the 4t tab (Licence Allocation to Participants - Course).

0 LS e Report a Problem # Home & mtbenoi@m... 0

UPPORT / Erasmuse.

Licence Allocation To Participants
Home

@ Erasmuse  2015-1-MT99-KA105-000002 Erasmuse  2015-1-MT99-KA103-000001

Project Contact Persons
Remaining assessment licences: 4736 Remaining assessment licences: 4761
Remaining course licences: 4862 Remaining course licences: 4858

®
Licence Allocation To
Participants - Assessment

—

Licence Allocation To
Participants - Course

?

Licence Usage per Participant

®

If you have several projects, all available projects will appear and, for each of them, you will be able
to see how many licences are left (for both assessments and courses). Select the project you want to
use.

0 LS e R ReportaProblem 4 Home & mtbenol@m... E‘
Vs SUPPORT / Erasmus+
A . ; s
Licence Allocation To Participants
Home
) Esmuse  2015-1-MT99-KA105-000002 Esmuss  2015-1-MT99-KA103-000001
Project Contact Persons
Remaining assessment licences: 4736 Remaining assessment licences: 4761
Remaining course licences: 4862 Remaining course licences: 4858
L]

Licence Allocation To
Participants - Assessment

Licence Allocation To
Participants - Course

?

Licence Usage per Participant

L

By selecting the project, you can access the corresponding Licence Allocation to Participants - Course
page related to this project.

When you are finished, or if you want to select another project, use the Back to project selection
button to go back to the project selection screen.

Expired projects (projects that have reached their contractual end date) will continue to be shown as
a separate tab, thus allowing you to continue allocating course licences to MPs who have not yet
returned from their mobility. For more information on expired projects, see point 3.5.

Page | 16
Erasmus+ Online Linguistic Support
Licence Management System for Beneficiaries - User Guide



At the top-right of the screen, a summary box also shows information on:

e The remaining number of course licences, allocated course licences, allocated course
licences per language and the total number of course licences granted to your BEN by your

Back to project selection
a
Home
Licence Allocation To Participants - Course - 2015-1-MT99-KA105-000002 il
)
Project Contact Persons Remaining course licences: 4861
Allocated course licences: 139
Total licences: 5000
@
L
Licence Allocation To New Participants

At the bottom of your screen, you will be able to see the list of participants related to the selected
project who:

e Received an assessment licence and completed it.

NB: for HE participants, you will only see those who obtained a result between CEFR levels
B2 and C2 in their first language assessment.

e Have not returned from their Erasmus+ mobility yet.

You can sort the information alphabetically or numerically, by clicking on a column title.

New Participants
Filter by Mobility Language Filter by 1st Assessment Result

All v All v

Estimated starting
1st Assessment Select C
date of the Period of Mobility | Mobility Language | Mobility Type lt Lo a;{:
mobility Resu L

1218203 gfdgd gfdg 05/2018 13 months Irish 3 Al- m

10 v records per page

1491108 JP Martin 09/2018 & months English X Bl
Sean-phit . =
1520251 ean-pilippe 12/2018 12 months English x Bl

Bradette

Several functions and filters are available on your screen:

e Mobility Language, 1%t Assessment Result, Records per page, Search, Previous and Next will
help you filter the data displayed and easily navigate the different pages of the Licence
Allocation to Participants — Course table.

The @ button enables you to export all information from the Licence Allocation to
Participants — Course table.
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To allocate a course licence to a participant, click on Allocate on the right-hand side of the
participant’s row. A message will then appear, confirming that the course licence has been

successfully allocated.

(New Participants
Filter by Mobility Language Filter by 1st Assessment Result

All v All v

10 v records per page Search:

R RRRRRRRERRRRREREERERREERRRRRRRRERRRRRRERRRERRRRNRERSRSNRSSS S SEESSSSSSS
Estimated starting
date of the Period of Mobllity | Mobility Language | Mobility Type st = . t':“ ‘;:(':]’
mobility -
x Al-

1218203 gfdgd gfdg 05/2018 13 menths rish

1491108 P Martin 09/2018 & months English x Bl

Jean-philippe .
1520251 i 12/2018 12months English x Bl

1535374 Amelie Delmotte 122018 13 months English x AL

1520989 Arturo Bravo 02/2019 2 months English x B2

10888
D0 0000

1626123 Missions Rom 03/2019 12 months Romanian x AL

Showing 110 6 of 6 entries

prevous [l Mo

If you allocate a language course licence to a participant who already has access to the course
platform for the same language with a licence from the same project, a warning message will appear.
This warning will help you to avoid sending a course licence invitation to a participant twice by

mistake. Despite this warning, you can allocate a new language course to this MP
undertaking another mobility for which he/she should use OLS.

if he/she is

When a participant has been allocated a course licence, the related row will disappear from the
Licence Allocation to Participants — Course table. The participants will also receive a link to access

the OLS language course by email.
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To allocate course licences to several participants, tick the boxes related to those participants in the
cells on the far right of the MPs’ rows. Then click on the Allocate to all selected button.

If you would like to allocate licences to all participants in the list, you can click on the Select all
button in the column title.

1st Assessment Select Course
e —d

Al-

Search:

EL

Bl

Al-

B2

i B0 0 8
Baa860

Al-

If the MP scored higher than the level of the course available on the OLS platform, the button
“allocate” appears red and a non-blocking warning is visible on hover:

part03-77254

Dll

201505 part04-77254 01/2016 13 months French x B2
P s [ English

This MP has reached a level higher than the courses available on thEpatfmmI

201510 part0577254 01/2016 13 months French x [v: x
partos77254

The BENuser is however still able to allocate the LC if he/she wishes to do so.

If participants do not connect to the language course within 30 days of receiving the invitation, their
access will be deactivated and their licences will automatically be returned to your remaining
language course licences. Participants who let their language course licence expire will also appear in
the Expired Licences tab under the LC (Courses) option.
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3.3.4 Select the language of the course

You can invite participants listed on this screen to follow a language course in their main language of
instruction/work, OR in the local language of the country, provided that the language is available in

OLs.

In the column Select Course Language(s), a drop-down menu gives you the option to select the
language(s) to be allocated to the mobility participant. For participants who have obtained a result of
C2, no language is selected by default. The mobility language (language assigned for the assessment)

for all other levels is selected by default, but this can be modified.

- If the mobility language (same language as the first language assessment) is selected, both

assessments and the course will be in the same language.

- If a local language (language of the country where the mobility will take place) is selected,
the participant will have the option of accessing a course in a language other than that of the
first assessment. The participant must, however, take the second language assessment in the

mobility language.

1218202 gfdgd gfdg 05/2018 12 months Irish X
1491108 JP Martin 09/2018 8 months English X
1530251 ;i:;;‘::“ ppe 1212018 12 months English X
1535374 Amelie Delmotte 12/2018 13 months English X
1626123 Missions Rom 03/2019 13 months Romanian X

Al-

Bl

Bl

Al-

Al-

Estimated starting
date of the Period of Mobility | Mobility Language | Mobility Type Ist Result t Sl:l:ct :;:(r:]e
mobility L
L=

English
French
German
Dutch
ltalian

Spanish

Dinlich

To allocate a course licence to a participant, first, select the language you want to assign and then
click on Allocate on the right-hand side of the participant’s row. A message will then appear,

confirming that the course licence has been successfully allocated.
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3.4 How to allocate course licences to trainers
In order to assign licences to Trainers of your Beneficiary Institution, you need to have a Trainer
Project, previously validated in the OLS by your National Agency.

The ‘Trainer’ tab enables you, as a Beneficiary user, to assign licences specifically dedicated to
teachers involved in an OLS blended learning programme at your institution.

fepotapotien 4 Home & mteciem. (@)

a8
w Trainers

P " -

500

500

Once you click on the Trainers tab, you are taken to the page displaying your validated Trainer
Project. Select the Project to create your Trainers’ access to the online course.

mpotaposen  # Home & moeciom. (@)

[
A
Hom
Trainers
@ Emait Language{s) of teaching
Projec P 500
o
so0
m \
Manage trainers
I S S S N NN

Enter your Trainer’s email address and the language they will teach, then click on ‘Create Trainer’.

As is the case for any other OLS user, the Trainer will receive an automated activation email including
a button inviting them to create their password and profile.
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Reporta Problem # Home & mtben0l@m... 9

Back to project selection
Home
Trainers
)
Project Contact Persons Licence successfully allocated
® Email: Language(s) of teaching:
n - Remaining course licences: 500
Licence Allocation To mp0320@maiinator.com * Engish Allocated course licences: 0
Participants - Assessment Total licences: 500
®
L] .
Licence Allocation To Manage trainers
Participants - Course
I S N ey
® mp0320@mailinator.com English & Edit M cancel
L]
Licence Usage per Participant
Previous n Next
®
L]
Expired Projects

It is only when the Trainer has completed their profile that their name and surname will be displayed
on your ‘Trainers’ tab.

The ‘edit’ functionality enables you to change information related to the Trainer if needed. The
‘cancel’ functionality enables you to withdraw a Trainer from your system.

3.5 How to monitor the licences used by your participants
Once you have allocated assessment or course licences to your participants, you can monitor the use
of each licence in the OLS LMS.

To access the Licence Usage per Participant section, go to your homepage and click on the 5™ tab
(Licence Usage per Participant).

Repart a Problem # Home & mibenoi@m... 9
ﬁ Licence Usage per Participant @
Home
call Mobility Language 1st Assessment Result Praject Code
@ All v All v Al v All -
Project Contact Persons
v records per page Search all fields (one word)
@ Project Assessment
Licence Allocation To Invitation
Participants - Assessment L=
2015-1-
® MTa9- . n
] 290901 2005 0 469c8Sdc2fe0TaTbascdsT21ab3slo  fdsadect: 25198 fa6fT 12/10/2015
Licence Allocation To 000001
Participants - Course
2015-1-
MTg9-
— 290902 2005 0o f: 9fb981fc95598e27e6T c 35b78b206a209 12/10/2015
? 000001
Licence Usage per Participant
2015-1-
290903 2015 ::15;3'7 T7bbaaa0aebel04606h77947d0e22d  9el725callead2456365b178c35dad  6112160d87ad7d226953214a5eelce 12/10/2015
@ 000001
Expired Projects e

N.B.: if a participant has several mobilities in the same project, he/she will be displayed twice in two
separate rows with a different OLS ID (i.e. one ID per mobility).

You can also sort the information alphabetically, chronologically or numerically, by clicking on a
column title.
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dabubon 4 Homs B wieen. (s

L Licence Usage per Participant &
can Wobilty Languaage 12t Assassment L— Prcsct Cot| 78
®
Project Contact Perse
- " v records per page Search ail fields one word)
Last Mame Email Asessmont  Invation  Mebilty "= " P nsement - L mob. | wob. Course st Thme
rdtation | Expration  Type | Assssment  Awessment  invilationDate  Assesment  Awsesment st - Ukence | commection | spent on
e | own s | o s | oo | dee | dme allocation | o course. | patierm
e
zasams wnans s PR — wams mms | & [
naoams  umans s wmans  sesms wons wms | & [
Uicemce Usage per Participant
) zasams | wnans s ameus s wams ms | 2 PR
Expired Projects
naoams umons esus wmans s wans wams | 1 L —
[
T
S RAGANS  1ULRNS  HESMS AL Lmens 158G wens wome | 1 Freach. "o
Toioars - [r— s wnows mes n o wman n wuoer  pom wan n Gem e Gemn | noms swons LS
sasams  wnams eses om0 [r— o wams | 7 [ —_—_
masams | s s amans  swamns wan | 2 [
- [E—— manms mmons ese u [eHT— e wme o w e s s DO
Some et HOEE LS K M P vons uams | 1 e —_—

Several functions and filters are available on your screen:

e Call, Mobility Language, 1°'Assessment Result, Project Code, Records per page, Search all
fields, Previous and Next will help you filter the data displayed and easily navigate the
different pages of the Licence Usage per Participant table.

The Eﬁl button enables you to export all information from the Licence Usage per
Participant table.

In addition, you can edit the Mob. Start date and Mob. End date of your participants if they have
been entered incorrectly, indicated by clicking on the date. MPs will be notified of their updated
mobility period in their mobility profile.

N W= S Y

w Licenca Usaga per Participant a

can Mobiliy Language a1 Assessment Resul Prisctcass| A
M . -
0

| records per page

. M .
Acsessmont | wtation | Mobllty | 1% psscmant | 14 -
imvtation | Expiation | Type | Assesmant mviation Bats | Assmsment | Asassmont
™ ™ "3 ot ™

Search al el fone word)

1] wmens  uavms | Hesus s 1smes
WHANE L KESE s IS waes  osas |8 [
Licence Usage per Pa
e n s woms | 1enoe) P—
Expired Projects
wmens  novms eesus s sn0zs s wsaons | W
L WHANE LIS HESS AL s IS waes wsass |1 Frch Mo
. e 12 mamato com wwons  woums W Ak ows emaen Ak ey | 1amne i | Goman Ve Gemen  LabOMS macaers SO
Trainers s s Z L L o =
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3.5.1 How to resend an assessment invitation to a participant
If you would like to resend an assessment invitation to a participant, click on the Resend invitation
button in the first column.

€ 1631819 2015

When clicking on the Resend invitation button, a pop-up message will appear, asking you to specify a
new deadline to take the assessment. Please note that this is only possible if the participant hasn’t
yet started the assessment (if the participant has already started, the Resend invitation button will
not be visible).

Call Hevanedass ——F =
5 All Resend invitation to this participant -
Project Contact Persons
10 A all fields (one word) = mp0320
@ New deadline to take the test
Licence Allocation To months n
Participants - Assessment
+1 n
Licence Allocation To ) [N Cancel | |Pmailinator.com
Participants - Course
2015-1-
@ © 1632087 2015 :AT;J:B HH )] mpo320@mailinator.com
Licence Usage per crizm
Participant 2015-1-
© 1632092 2015 :S;z'r HH FD mp0320@mailinator.com
(? 000001
Expired Projects 2015-1-
© 1632005 2015 :E;; HH FD mp0320@mailinator.com
@ 000001

The participant will receive another invitation with the new deadline to take the assessment.

By default, the language to be tested will remain the same as the one specified in the first invitation.
If you would like to modify this language, you will have to delete the participant and then re-invite
her/him to take the assessment in a new language in the Licence Allocation to Participants —
Assessment tab (3.2).

A pop-up message will then confirm that the invitation has been successfully resent to the
participant.
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)

Project Contact Persons

all fields (one word) | mp0320

Licence Allocation To
Participants - Assessment

2015-1-
MT99-

Al et © 1631819 2015 kaos. M D mp0320@mailinator.com
Participants - Course 000002
2015-1-

(? © 1632087 2015 ::f;; HH ] mpo320@mailinator.com
Licence Usage per 000001
Participant 20151

© 1632002 2015 ::f:; HH FD mp0320@mailinator.com
Q 000001
Expired Projects 2015-1-

MT99- -

© 1632095 2015 xaca | M FD mp0320@mailinator.com

Q 000001

3.5.2 How to modify/cancel an invitation and re-invite participants
Once invitations have been sent, they can no longer be edited or modified. If you need to cancel an
invitation, please follow these step-by-step instructions.

Invitations can be cancelled, provided that the participants haven’t yet started the language
assessment. Licences that have been cancelled will automatically be returned to your remaining
assessment licences.

Select the Licence Usage per Participant tab. Once on the page, search for the participant whose
invitation you would like to cancel. If they haven’t started their first assessment yet, the cancel
button should be available in the first column:

€ 1631819 2015
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Click on the cancel button (@). A pop-up confirmation will appear.

)

Project Contact Persons

all fields (one word) ~ mp0320

?

Licence Allocation To
Participants - Assessment

@® 2015-1-
n MT99- -
IRl Car ar © 1631819 2015 ks FH FD mpo320@mailinator.com
Participants - Course 000002
2015-1-
(9 © 1632087 2015 r:f:! HH D mp0320@mailinator.com

Licence Usage per 000001

Participant 2015-1-

MT99-

© 1632092 2015 kaos. M FD mp0320@mailinator.com
® 000001
n
Expired Projects 2015-1-
MT99-
© 1632005 2015 kaos. MM FD mp0320@mailinator.com
® 000001

If you validate by clicking Yes, the invitation will be cancelled and a confirmation message will
appear. A notification will also be sent to the participant. When you close the confirmation message,
the participant’s mobility will disappear from the page. By doing so, you will automatically recover
the licence previously assigned, which means that no licence will be lost in the process.

3.6 How to monitor the expired projects

The Expired Projects tab facilitates the monitoring of projects and MPs. This allows your current
projects to be kept separate from expired projects. When projects have expired (reached their
contractual end date), their content is moved to this screen.

For projects that have expired, it is no longer possible to invite MPs to take the 1 language
assessment. However, MPs that have been invited to take the 1 language assessment before the
project end date will still be able to take the 1%t and 2" language assessment, and you will also be
able to invite them to follow a language course (in the Licence Allocation to Participants — Course
screen, under the tab of your expired project — see section 3.3).

RepotaProblem  # Home @  mtben01@m... E’

al
L Expired Projects &
Home
Records per page cail Project code Search a fieids (one word)
)
Project Contact Persons
Received Assessment ‘ Used Assessment Completed Completed Remaining Assessment | Received Courses [——
Uicence Ucence Rssessment 1 Assessment 2 Uicence Uicence Courses
| Licence
Licence Allocation To ST
Participants - Assessment 2014 2 100 s 3 1 % 10 1 » =3

Licence Allocation To
Participants - Course

Licence Usage per Participant

—
Expired
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You can also sort the information alphabetically, chronologically or numerically, by clicking on a
column title.

Report a Problem M Home & mtben02@m...

C4

~
L Expired Projects &
Home
Records per page cail Project code Search alfields (one word)
J 10 Al Al
Project Contact Persons
cat ProjectCode | Received Assessment | Used Assessment Completed Completed Remaining Assessment |  Received Courses | Used | Remaining
licance Licence Assessment 1 Assessment 2 Licance Uicsnce Courses | Courses
? Uicence | Licence
Licence Allocation To me—
Participants - Assessment 2014 i 100 4 3 1 % 10 1 » =3

Licence Allocation To
Participants - Course

?

Licence Usage per Participant

?

Expired Projects

When you click on the Details button, situated on the far right of the project row, you will be
redirected to a page that displays the participant’s data for this specific project. By clicking on the

sl

3.7 How to monitor the expired licences
To access the Expired Licences section, go to your homepage and click on the 7™ tab (Expired
Licences).

button, all information on expired project(s) can be exported as an Excel file.

Report a Problem A Home § mtben0l@m...

(C2

Expired Licences

call
Project Contact Persons

» records per page

Mobility Language

Search all fields (ne word)

n
Licence Allocation To
Participants - Assessment

0141

Al Al .
n
OLSID | Call | Project Assessment | Invitation | Mobility | Mobility | Mobility | Mobility
Cade Invitation | Expiration | startdate | Type | enddate | duration
Date Date (months)
1781 - - - -

?

Licence Allocation To
Participants - Course

Wres
vroe1-
o0on12

201 testprodv3 Imt@mailinator.com 09/032015  09/042005 - English

20041
MT9g-
vioer-
000012

2014 deriddermanon testprodvilmtegmailcom  09/03/2015  09/0a/2015 - Engiish

?
Licence Usage per Participant
20041
wron.
vreor- -
00012

2014 testbennament@maflinator.com 100032015 10/042005 - English

Expired Projects

0151
79
e 015

000002

ort stophvanderelst-09@gmail com /042016 1N0S016  OLOS/0I6  x Iweszon 13 English

0151
MT3g-

KA05-
ooon0z

amios 2018 valijardi evalijanvi@mailinator.com US/O6/2016  O0B/OT/2016  OLOLIONT X ;fes207 8 talian

Trainers —

ams 20 valjari wealjarvin@mailinator.com WS/OG0I6 00706 OLOLOLT  x e s Swedish

MT3g-
K05
000002

The Expired Licences tab facilitates the monitoring of MPs who have missed the deadline to take
their 1°* language assessment, or the deadline to start following their language course. From this tab
you can also re-invite these MPs to the 1°' language assessment or the language course. Expired
licences are returned to your remaining licences.

Please note, participants whose language assessment or course licence is still active (deadline not yet
reached) are not shown on this screen. Equally, participants who started the 1 assessment without
completing it are not shown on this screen (in this case, the licence is lost). These participants are
shown on the Licence Usage per Participant screen.
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By navigating through the tabs at the top of the page, you can access the Expired Licences LA
(Assessment) (open by default) and the Expired Licences LC (Course) related to each of your projects.

Under these two tabs, the list of participants with expired licences for language assessments or
language courses is displayed. These licences will have been returned to your remaining licences.

N.B.: if a participant has several mobilities in the same project, he/she will be displayed twice in two
separate rows with a different OLS ID (i.e. one ID per mobility).

Reporta Problem

v fices LA (Assessmen v
Home
Expired Licences &
)
cail Mobility Language
Project Contact Persons
Al . al
1 v records per page Search all fields (one word)
Licence Allocation To
Participants - Assessment
® s " )
NE Y testprodvaimt@mailinator.com 0015 091042015 - - - Engiish
Licence Allocation To vroa-
000012
Participants - Course
20141
Mro-
® mes 2o GO deriddermancn=testprodvdimt@gmailcom  US/03/2015  0HI0A201S English
00012
Licence Usage per Participant
0141
wn oo N1 testhe t@maitinat 10032015 10/04/2015 English
® oot sthennamemt@mailinator.com gl
" 000012
Expired Projects
20051
w3 -
e s et ery stephanderelst 8@ gmail com 104006 13052006 QUBS00E apsz B English
? o
Expired Licences
20051-
e ams g valjand Ritta wvalijand@maiinator.com S/0G206  0BMOTIZ0IE  OUDNAOT X wjosz 9 nalian
a o002
Trainers —
arTs 208 mua:;' Valijarvi Ritta wvalijanvir2 @mailinator.com 08/06/2016  0B/0T/2016  OLOL201T  x 30/08/2017 9 Swedish
00002

You can also sort the information by clicking on a column title.
On your screen several functions and filters are available:

e Call, Mobility Language, Records per page, Search all fields, Previous and Next will help you
filter the data displayed and easily navigate the different pages of the Expired Licences table.

The @

3.7.1 How to reallocate a language assessment to a participant whose licence has expired
If you would like to resend an invitation for the language assessment to a participant, click on the
Reallocate Invitation button in the first column.

button enables you to export all information on the Expired Licences table.

534135 2015
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Please note that when resending an invitation for the language assessment, a pop-up message will

appear asking you to specify a new deadline to take the assessment.

Cancel

all fields (one word)

Expired Licences - - .
/ﬁ‘ ? Reallocate licence to this participant
Home
Expired Lic
3 New deadline to take the test
. call
Project Contact Persons months n
All
® 10 v reco +l n
L}
Licence Allocation To
Participants - Assessment Send
@ 2015-1-
N 5135 2005 0 anfuso
Licence Allocation To KAL0S-
s 000002
Participants - Course
2015-1-
MT99-
@® 583021 2015 Xynogalas
L 000001
Licence Usage per
Participant 2015-1-
(] 02020 20ic MT99- Marilipzo

manfuso@altissia.com

axynogalas@mailinator.com 24/08/2016 2309/

" ; : .

Assessment
Invitation
Date

20/07/2016 19/08/:

A pop-up message will then confirm that the invitation has been successfully resent to the

participant.

Please note:

e Participants who have started but not completed the 1% assessment within the specified
deadline are not shown on this screen. Their assessment licence has been used and these
participants can only be re-invited using a new licence (see section 3.2).

e The Reallocate Invitation feature on the Expired Licences page is a shortcut to redistribute a
new licence to a selected MP with the same language to test and from the same project. This
Expired Licences page does not allow you to change the language of an invitation. If you
would like to change the language of an invitation, use the Licence Allocation to Participants
— Assessment tab and select the appropriate language to test (see section 3.2).

e A participant who has been invited several times (following the expiration of his/her previous
invitations) will be listed several times. Each row corresponds to an expired invitation.
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Resending an invitation from this screen has several consequences:
e A new email invitation to take the language assessment will be sent to the participant.
e A new licence will be used and therefore your number of licences will change.

e If there are no available licences left in the project, a warning message will appear.

SEO1-

Impossible to allocate a new licence

[~] 2014 x x x
Impossible to allocate a new licence to this participant from project 2014-1-SE01-KA103-
000049, because there are no assessment licence left in that project. If you wish to allocate
a licence to this participant from another project, please use the Licence Allocation To
Participant page.

2014 01/03/2015  30/06/2015 4
Close

[~] 2014 20041« X " patric. p.fhsse  28/01/2015  28/02/2015 x X X
SEO1-
KA103-
000049

Q 2014 2014-1- X X marcus.johansson@op.fhs.se  28/01/2015 28/02/2015 X X X
SE01-
KA103-
000049

e The participant will reappear on the Licence Usage per Participant page.

e The Reallocate Invitation button on the Expired Licences page disappears. If you want to re-
invite the participant, there are two possibilities:

o If the participant’s new licence has not yet expired, you can resend the invitation via
the Licence Usage per Participant tab;

o If the participant’s new licence has expired, this participant will appear on the
Expired Licences page.

3.7.2 How to reallocate a language course to a participant whose licence has expired
First, click on the Expired Licences LC (Course) tab.

If you would like to resend a language course invitation to a participant, click on the Reallocate
Invitation button in the first column.

1029773 2015
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A pop-up message will then confirm that the invitation has been successfully resent to the
participant.

Q JLHK:  Resend course invitation to this participant ailinator.com 29/11/2018  29/12/2018 01
Licence Usage per
e A course Invitation was successfully resent to this participant
Participant
11876 ymailinator.com 06/04/2018 ~ 06/05/2018 01
? .
Expired Projects 20151
1345041 2015 :2?23 Agneray Gaetan prod_gaetan@mailinator.com 11/07/2018  10/08/2018 01
@ 000001
Expired Licences if_:g;'
1490168 2015 KA103- Nijs Christelle fr_prod@mailinator.com 31/10/2018  30/11/2018 0L
000001
u 2015-1-
Trainers MT99-
1490170 2015 KAL03 Test T it_prod@mailinator.com 31/10/2018  30/11/2018 01

Please note, the reallocate feature on the Expired Licences page is a shortcut to redistribute a new
licence to a selected MP with the same language to test and from the same project. This Expired
Licences page does not allow you to change the language of an invitation.

3.8 How to access your OLS Institutional profile
If you need to edit your profile, click on the Profile button in the top-right corner of your screen.

ReportaProblem i Home @  miben0l@m... [»

OLS LIVE COACHING

)

Project Contact Persons

LEARN MORE ABOUT OLS TUTORING SESSIONS LEARN MORE ABOUT OLS MOOCS

Licence Allocation To

[ D) Welcome to the Erasmus+ OLS Licence Management System!

Multi-Language Licence
Licence Allocation To
Participants - Course

IMPORTANT - Gnly for HIGHER EDUCATION
Please note hal as of March 2019, Higher EQucalion mobilly pAMICipants have the opportunity 10 acoess OLS IangUage COUTSES i both e Mobilly NgUage and the ofcial Iocal IANGUBOE(S) Of i Gestinalion country. They Can Simpl express
their interest by selecting the language(s) they would like to lear with OLS

You also have the possibillty of manually aiocating multile languages to mobilly participants. prowided the language course fs avallabie at ihe required level. Please refer to the BEN User Guide (March 2013) for information on language course
Licence Usage per Participant licance aocation

Trainer Access to OLS Courses & Blended Learning Kit

Please note that as of March 2019, language trainers (teachers) can be granted access to the Erasmus+ Online Linguistic Support (OLS) language courses. A new Trainers tab has been added to your Licence Management System to allocate

Expired Projects - -
language courses o frainers. You can give frainers access fo courses in ane or mufiple languages (in any of the 22 available languages) at your awn discrelion

?

Expired Licences

Please refer 1o the BEN User Guide (March 2019) for further information

G2 Score in the First Language Assessment
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The profile page is divided into 2 sections:

e User Profile: includes your Login, Email, Name, First Name, Password, Timezone, Telephone
Number and notification settings. You can only modify the password and notification

settings.

e BEN information: includes your BEN PIC, BEN Name and Country. You cannot modify this

information.

# Back to home "
User Profile

Tl Login
BEN Informati Email

Last Name

First Name

Telephane Number

mitbendl@mailinator.com

mtbenol@mailinator.com

Test Beneficiary MT93

BEN_USER

(GMT-00:00) Europe/Dublin

0

Iwant to receive a notification by email each time a participant has finished the first assessment

==
# Back to home
BEN Information
BEN PIC MT89-000001
BEN Informati BEN Name BEWMTsg01
Country Malta

You can edit your password in the User Profile section. The contact name and contact number are
not editable as they are automatically imported from EPlusLink. Once you have made the necessary

changes, click on Save Changes at the bottom-left of the section. A message

confirm that the changes have been successfully saved.

will then appear to

# Backtohome
User Profile

o= Login
T Emsil

Last Name

First Name

mtbenol@mailinator.com
mtbenol@mailinator.com
Test Beneficiary MT93

BEN_USER
(GMT-00:00) Europe/Dublin

Iwant to receive a notification by email each time a participant has finished the first assessment
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3.8.2 How to receive a notification each time a mobility participant has completed the 1*
language assessment

If you would like to receive an email notification each time an MP has completed the 1° language

assessment, you can tick the I want to receive a notification by email each time a participant has

finished the first assessment box. Once you have made the necessary changes, click on Save

Changes in the bottom-left side of the section. A message will then appear to confirm that the

changes have been successfully saved.

User Profile

BEN Information Email

mtbeno1@mailinator.com

mtben0l@mailinator.com

Test Beneficiary MT99

First Name BEN_USER

Password Re-type Password

Time zone (GMT-00:00) Europe/Dublin

Telephone Number 0

(i went o receve s oeation by e each e s poriipant s Fahed e et st

If you tick this box, you will receive an email notification whenever a participant has completed the
first language assessment. These notifications are not sent instantly, but once every hour.

This function can be particularly useful if you are a VET or Youth Beneficiary and want to be notified
on completed 1% language assessments so that you can invite your MPs to the language course (as
there is no automatic language course allocation for VET and Youth).

Please note, this notification is sent to the Main Contact Person, as well as to any Secondary Contact
Persons and additional email addresses linked to the profile.

If participants do not take the assessment within the deadline, their access to OLS will be deactivated
and their licences will automatically be returned to your remaining assessment licences.

To go back from your profile to the homepage of the LMS, click on the Home button.

0 Ls ONUINE LINGUISTIC ReportaProblem  #§ Home & mtben0l@m... [:*
Vs SUPPORT / Erasmuse

4 Support
If you encounter any problems or issues when following the instructions above, please contact the
Support Team by clicking on the Report a Problem button in the header.

0 LS ONUINE LNGUISTIC
s SUPPORT / Erasmuse
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