ERASMUS+ APPLICATION MANUAL (EUROPE)
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1 Before the Mobility

1.1 Online application

To apply for Erasmus+ study exchange please use the following link:
https://mobility.vilniustech.lt/mobility/BewerbungServiet?identifier=VILNIUS02&kz bew pers=S&k
Z bew art=OUT&aust prog=SMS&sprache=en

After you login, the following screen will appear:

Application for a student exchange ' " VILNIUS

for exchange program Erasmus+ studies (Europe) p— TECH

All fields marked with (*) must be completed.

Application details

l e Personal data

e Contact person in case

of emergency Type of application *

l o Study details

l e Stay details

l o Confirmations

Type of person *

Student () Teachers

l Incoming Outgoing

Exchange programme *

Erasmus+ studies (Europe) v

Academic year *

2024/2025 hd
Semester *
<-- Please select > ~
Powsered Oy
“mosILITY Cancel application

You must fill out all the sections of the application.

I In case you do not finish filling out your application and close the window, the data won’t save and
you will have to fill the application from the beginning.

After you submit your application, you must see the following screen:

@ Action successful!

Thank you for your application! You will receive an e-mail in a few minutes containing all necessary information regarding further steps

Close


https://mobility.vilniustech.lt/mobility/BewerbungServlet?identifier=VILNIUS02&kz_bew_pers=S&kz_bew_art=OUT&aust_prog=SMS&sprache=en
https://mobility.vilniustech.lt/mobility/BewerbungServlet?identifier=VILNIUS02&kz_bew_pers=S&kz_bew_art=OUT&aust_prog=SMS&sprache=en

1.2 After submitting the application

You will receive the confirmation e-mail to your student mailbox:

After you receive the confirmation e-mail, read it carefully and login to Mobility Online using the link
at the end of the e-mail to continue your application process.

1.3 Application marked as complete by the student

After you login, you will see the following screen:

For further help please expand this bar!

Lastname Test Study field Informatics Engineering
Firstname Applicant Country of host institution (1. choice) Austria
Date of birth 2003-04-04 Host institution (1. choice) GRAZ09 - FH Joanneum University of Applied Sciences
Country of the home institution  Lithuania Stay from 2025-02-03
Home institution  VILNIUS02 - VILNIUS GEDIMINAS TECHNICAL UNIVERSITY.. Stay to 2025-06-22

> Necessary steps. Done Done on/ Done by Direct access via following link: 2138
v Before the mobility 2/13
Online application complete
Confirmation e-mail received 2024-08-19 Automatically generated
Online registration complete 2024-08-19
O]} Personal data complete |

Please click on the button 'Complete personal data' and fill in further necessary information.

Language certificate uploaded (optional)
Application marked as complete by student
Application marked as complete by IRO
Application approved by the faculty coordinator
Invitation to the interview received

Application allocated to partner institution
Application neminated at partner institution
Letter of Acceptance received

OO0oDoDoDoooog

Semester dates indicated

Please enter the corrected dates of your mobility which were indicated in your acceptance letter.

v Courses for the Learning Agreement 0/6

.o

Please note that your application won’t be accepted and you won’t be invited to the interview until you

complete the following steps:

Press “Complete personal data”, fill permanent address details and press “Update personal details”’;

Upload language certificate in case you have it, this step is optional unless the partner institution

requires you to have it. Press “Upload language certificate”, then press “Please enter the file”, select the

file and press “Create”.

In case you are an Architecture student upload your portfolio;

After you are done press “Application marked as complete by the student ”, confirm that your application
is complete and press the “update” button;

Wait until you receive an invitation to the interview from International Relations Office (IRO).
1.4 After the interview

After the interview, the following steps must be complete:



e Wait until you are allocated to one of your selected institutions;
o After the allocation, you will receive an e-mail to your student mailbox;
e After you receive an e-mail, please login to Mobility Online and confirm the allocated spot as soon

as possible.

To confirm the allocated spot press “Submit binding confirmation”, accept the allocated spot and press

the “update” button:

Application marked as complete by student 2024-08-19 Applicant Test
Application marked as complete by IRO 2024-08-19 Inga Mackevig
Application approved by the faculty coordinator 2024-08-19 Inga Mackevig
Invitation to the interview received 2024-08-19 Inga Mackevic
Application allocated to partner institution 2024-08-19 Inga Mackeviz

Allocated exchange spot confirmed by the student

Application nominated at partner institution
Letter of Acceptance received

oood

Semester dates indicated

Please enter the corrected dates of your mobility which were indicated in your acceptance letter.

! In case you don’t want to confirm the allocated spot, please reach out to outgoing@vilniustech.lt

e Wait until your application is nominated at the partner institution.

After you’ve been nominated at the partner institution, you shall receive the following e-mail, read it

carefully as it contains the most important information:


mailto:outgoing@vilniustech.lt

Dear student,

We are pleased to announce that your nomination to participate in the Erasmus+ exchange
has been sent!

What does this mean?

ou will receive an official e-mail from the partner institution with detailed information on
the submission of documents. Please read everything carefully and provide all requested
documents in a timely manner.

AS soon as you receive your acceptance letter from the partner institution. login to Mobility
Online and upload it there.

!ln case the partners ask to fill cut the Learning Agreement before sending the letter of
acceptance, please upload the e-mail screenshot with this requirement instead of the
acceptance letter and fill in your Leaming Agreement in Mobility Online.

Learning Agreement

Please read all the informmation about the Learning Agreement wery carefully:

- After you upload your Acceptance Letter/Confirmation e-mail, you must fill owt your
Learning Agreement in Mobility-Online by July 1st for Autumnn semester and
by December 1st for Spring semester.

- Wour Learning Agreement must be filled using our Mobility-Online system. VILMIUS
TECH does not accept Learming Agreements filled out in PDF format and signed with a
physical signature (it is accepted only in exceptional cases).

- Fill out your Learning Agreement via Mobility-Online, sign it digitally and get the signatures
of your faculty coordinator and of the receiving institution. Instructions on how to do this are
available in the Mobility-Online manual.

- Please consult your Faculty Coordinator (you can find your Faculty Coordinator here)
regarding the courses selected at the host institution. Please note that some institutions
require to submit the study plan in their systemn before signing youwr Leaming Agreement, so
read all the e-mails sent by the receiving institution carefully.

- If the receiving institution requires you to submit your Learning Agreement in PDF

format or via their own platform, please contact WVILNIUS TECH IRO
{outgoingd@vilniustech. it or inga.mackevici@wvilniustech. it} first.

Please mote that without the fully signed Leamning Agreement:
- "Wour request to study abroad won't be accepted;

- Wou won't receive your Erasmus scholarship;

If you hawve guestions, contact

us outgoingi@vilniuste ch_lt
After you receive this e-mail, complete the following steps:

e Wait for a Letter of Acceptance/Confirmation e-mail from the receiving institution;



After you receive an e-mail from the receiving institution, read carefully and provide all the
requested data and documents in a timely manner;
Login to Mobility Online and upload the Letter of Acceptance/Confirmation e-mail screenshot in the
following step:

Letterof Acceptance received O

Indicate the semester dates (enter the dates which are given to you in the e-mail received from
receiving institution) in the following step:

Semester dates indicated O
Please enter the corrected dates of your mobility which were indicated in your acceptance letter.
In case you are not sure about the dates, please clarify it with the receiving institution. Those
dates are final and will be used both in your Learning Agreement and Grant Agreement.

Move to the following section “Courses for the Learning Agreement”:

Courses for the Learning Agreement 0/6



2 Digital Learning Agreement

I Please note that VILNIUS TECH does not accept Learning Agreements in PDF format for
European study exchange. In case the receiving institution sends you a PDF Learning Agreement (also
called OLA or DLA), do not fill it and tell the receiving institution that the DLA will be sent to them
via EWP (Erasmus without paper) or via e-mail. If they still require a PDF Learning Agreement, contact

us (outgoing@vilniustech.lt) first.

To complete your Learning Agreement please complete the following steps:

e Enter information on language skills, semester dates and contact person in the following step:

Information on language skills, semester dates and contact  []
persons for learning agreement entered

As contact person at home institution select Roberta Abramaviciené

If required change the language information.

As responsible person at partner institution:
o Select the same person which was mentioned as the contact person in your acceptance letter
o In case the person is not in the drop-down list please enter his/her contact details manually

e After you complete all the data press the “update” button

Contact person at home institution Abramaviiene, Roberta -
\ For Outgoing students please select Abramaviciené Roberta

Faculty coordinator at home institution (<~ Please select | [~

‘ You can find your faculty coordinator here

Stay from 20250203 Today
Stay o 2025-06-22 Today
Language at the host institution | English ]
© A1: Beginner
(O A2 Elementary

Language skills (language of studies at the Host insitution) ' E“E U;urge\:l‘::sled\'ate

O C1: Advanced
O C2: Proficiency

Responsible person for learning agreement at partner institution Psonder, Tanja =

‘The following fields only need to be filled in case you don't find your responsible contact person in the dropdown list above! |

e Enter courses into Learning Agreement (at home institution). These are the courses which you would
study at VILNIUS TECH during your Erasmus+ mobility period, so just take the courses of the
corresponding semester(s) from your study programme at VILNIUS TECH and enter them into the

Learning Agreement:


mailto:outgoing@vilniustech.lt

Courses entered into Learning Agreement (af home i Enter courses into Leaming Agreement

institution)

Each course must be entered separately, do not enter all the courses together in one line. To enter

every course do the following:

o Press “Enter further courses”;

I Enter further courses...

o Enter course unit code, title and number of credits;

o Press “Create”

Host institution |FH Joanneum University of Applied... ~
Study area Computer Sciences -
Study field | Informatics Engineering -

Academic year 2024/2025 -

Semester Spring 2025 -

Test unit code 1
Course unit code at the home institution

There are still 184 characters available

Test unit title 1
Course unit tile at the home institution

There are still 238 characters available
Number of lessons at the home institution

Number of credits at the home institution 3,00

Information about/Link to course at the home institution

There are still 2147483647 characters available

o Repeat the same steps for all the courses.

Next enter courses into Learning Agreement (at host institution). These are the courses which you want

to study at the receiving institution during your Erasmus+ exchange period.

Courses entered into Learning Agreement (at host O Enter courses into Learning Agreement

institution)

To enter the courses complete the same steps as described above for courses at home institution.
After you enter the courses (both at home and host institution) in the same step “Courses entered into

Learning Agreement (at host institution) ") press the “Final check before signing” button:



= All original courses 5,00 Credits total for 1 courses

St Eesdlies
 Solectal - Seletall+

Course unit title at the host institution Course no./host Acad.year Semester Credits

Test unit fitle 2 Test unit code 2 2024/2025 Spring 2025 5,00

Show 20 T eniries Display all records Showing 11 1 of 1 entries First Previous 1 Next Last
All added courses 0,00 Credits total for 0 courses
All deleted courses: 0,00 Credits total for 0 courses

Review your Learning agreement carefully and if the data is correct, sign it by pressing the “Sign and

Transfer” button:
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After you sign the Learning Agreement, please do not make any changes to the course selection (both
at home and host institution) unless your Learning Agreement is rejected.

After you sign your Learning Agreement it is automatically sent to your Faculty Coordinator. And after
it is signed by the Faculty Coordinator, it is automatically sent to the partner institution, so please do not

send a PDF version of your Agreement via e-mail.



Now your Learning Agreement must be signed both by the home and host institution, in case
something will be wrong with the Learning Agreement, it will be rejected and you will receive an
automatic e-mail with the reason for rejection and requirement to correct your Learning Agreement.
I'In case your Learning Agreement is rejected, don’t forget to sign it again after you make the changes,
otherwise the new version won’t be sent to your Faculty Coordinator and to the partner institution.
While waiting for your Learning Agreement to be signed by all parties, you can submit the Request to
study abroad and fill the data relevant for the Grant Agreement. To do that move to the next section
“Preparation for Mobility”’:

Preparation for Mobilty 0/
Please note that your Request to study abroad and Grant Agreement won’t be accepted and you won’t
receive your scholarship until your Learning Agreement is fully signed in Mobility Online.

If you need to correct your Learning Agreement until it is signed by Receiving Institution:

If your Faculty Coordinator or Receiving Institution asks you to correct your Learning Agreement after
you have signed it, but you see that it is not approved/rejected, please ask them to reject your
Learning Agreement first. If you try to correct your Learning Agreement after you sign it without the
rejection of your Faculty Coordinator/Receiving Institution, you will face errors.

If you need to correct your Learning Agreement after it is signed by all parties:

You will be able to do that in the “During Mobility (Changes to the DLA)” section.



Grant Agreement and Scholarship

To receive your scholarship please complete the following steps:

Request to continue studies/take internship at another
institution/organization downloaded

Submit and sign via Mobility Online (please enter the

dates from the Acceptance Letter in the Request, otherwise it will be rejected);

Wait until your Request is checked by IRO. When it is checked, you will receive an automatic e-mail.
Please note that it won’t be accepted until your Learning Agreement is fully signed in Mobility Online;
After you receive an e-mail, login to Mobility Online and complete the bank details, insurance details,
data relevant for Grant Agreement and answer the Questionnaire about Erasmus top-ups:

Bank details complete 2024-08-19 Applicant Test
Insurance details complete O

Data relevant for Grant agreement complete ]
Questionnaire about Erasmus top-up grants answered [l

I'In case you want to apply for a top-up:

For fewer opportunities you must upload a confirmation document (Ukrainian citizenship, social
benefits etc.). If you mark that you want to receive this top-up, but do not upload any documents-your
request will be rejected and grant will be calculated without a top-up;

For Green travel top-up (travelling sustainably by car, bus, train, car-pooling (Erasmus+ participants
travelling by one car) you must provide a proof of Green travel (tickets, fuel receipts and etc.) after you
return from your host institution, otherwise, you won’t receive the top-up. Sign and upload Declaration
of Honour for Green travel as well;

For top-up based on real costs due to disability the IRO will contact you directly.

In case you are not a student with fewer opportunities, don’t plan to travel sustainably and don’t
have a disability please select “no” in every step of the questionnaire;

After you complete the steps above, wait until your grant is calculated by IRO. When it is done you
will receive an e-mail to your student mailbox notifying that your Grant Agreement is ready;

! Please note that you won’t receive your Grant Agreement, and scholarship won’t be paid until
your Digital Learning Agreement is signed by the host institution.

When you receive an e-mail about the readiness of your Grant Agreement, please login to Mobility-
Online, download your Grant Agreement, review it and sign digitally in the step “Confirmation and



signing Grant Agreement "

Grant Agreement downloaded |
Your grant agreement will be available after the grant is calculated by International Office and only after your Digital Learning Agreement is approved by receiving institution.
Confirmation and signing Grant Agreement [l

In case some data (bank data, insurance data, dates, etc.) are wrong in the Grant Agreement, just
change it in previous Mobility Online steps and it will change automatically in the Grant Agreement.

! You won’t be able to make any changes after you sign the Grant Agreement.

Next step groups “During Mobility” and “Extension of stay” must be complete only after your
Erasmus+ mobility starts.



4

During Mobility (Changes to the DLA)

After you arrive at the partner institution you must select whether DLA (Digital Learning Agreement)

changes are required, to do that go to the following step:

Information about changes to the Learning Agreement [¥] 2024-08-19 Applicant Test

entered

In case the partner institution requires you to make the changes or you want to make them yourself,
select “yes”, otherwise, select “no”:

Digital Learning Agreement Changes

Would you like to make changes fo your
Leaming Agreement (during the mobility)? *

Back to the application workflow | Forward to update

If changes are required go to the next 2 steps:

OPTIONAL: Changed courses entered into Learning [l OPTIONAL: Enter changed courses

Agreement (at home institution)

Changed courses entered into Learning Agreement (at hast []
institution)

Changing courses at home institution is optional, you can complete this step only if partner or home
university requires that, otherwise skip it;
Enter changed courses at host institution, press “Enter changed courses” and then press “Enter further

courses”, you shall see this screen:

Academic year 20242025 -

Semastsr Spring 2025 -

Course unit code at the hast institution

There are still 200 characters available

Course unit file at the host institution

There are stil 255 characters available

Number of lessons at the host institution

Number of credits at the host university

Link to course at the host institution

There are still 2147483647 characters available

Reason for change | <-- Please select >

oo



o Enter every course separately and select the reason for change:

Reason for change | < Please select --» -

<-- Please select -->»

ADD_CAUSE_ERROR - Because of the system error
ADD_CAUSE_TIME_COMF - Timetable conflict
EXTENSION - Extension of stay

OTHER - Other

DO NOT SELECT “Extension of stay” as it is used only in the later steps for the extension of stay.
o In case you need to delete the course just press the bin button near the course:
i

And select the reason for deletion:

Reason for change |<-- Please select --» -

<-- Please select --»

DELETE_CAUSE_ERROR - Because of the system error
DELETE_CAUSE LANGUAGE MISMATCH - Language mismatch
DELETE_CAUSE_NOT_AVAILABLE - Course not available

o After you make all the changes press “Final check before signing” and then press “Sign and
transfer’”’;
e Wait until your changes are signed both by the home and host institution;

e Move to the next steps group “Extension of stay”.

If you have completed the changes and changed Learning Agreement is fully signed, but you need to
change it again:

e Confirm that you need an additional round of changes in Mobility-Online step “IN CASE
ADDITIONAL ROUND OF CHANGES IS REQUIRED: Additional round of changes confirmed”.

o Complete the changes and sign them.

e Confirm that you have complete the additional round of changes in step “IN CASE ADDITIONAL
ROUND OF DLA CHANGES IS REQUIRED: Additional round of DLA changes complete”.



5 Extension of Stay

It is mandatory to mark whether extension is required or not. Until you mark it, you won’t be
able to upload your documents after mobility.

Extension of stay is only available for students who want to extend their stay for a Spring
semester. In case you want to extend for an autumn semester, you must fill a new application.

Please note that applying for an extension does not guarantee that it will be approved and financed.

Go to the step “Information on extension filled in”” and in case you want to extend your Erasmus+

mobility for another semester, select “yes”, otherwise select “no ”:

Extension of stay
Information on extension filled in 2024-08-20 Applicant Test

This step should be executed during your maobility.

In case you want to extend your stay please select "yes".
Otherwise select "no".

If you want to extend your stay and you have selected “yes”:

Go to the step “Confirmation on extension provided”:

Confirmation on extension provided 1

Here you must upload a document from the host institution confirming that they agree to extend your

stay;

Wait until your extension is approved both by International Relations Office and by your Faculty

Coordinator;
If your extension is approved you must enter the courses into learning agreement for the extended

semester (both at home and at host institution).

The entering process is the same as in the previous steps.

As a reason for change always select “Extension of stay”:

Heason for change | < Please select --» -

¢-- Please select --»
ADD_CAUSE_ERROR - Because of the system error
ADD _CAUSE_TIME COMF - Timetable conflict

OTHER - Other



o After you sign the Learning Agreement enter new semester end date in the following step:

New study period confirmed 1

New study period confirmed 2024-08-20
| confirm that | completed the EU Survey 2024-08-22
Confirmation of stay (signed by the host insitution) 2024-08-20
uploaded

Transcript of records uploaded 2024-08-20

]
e Submit and sign via Mobility Online

institution/organization downloaded

the dates from the Acceptance Letter in the Request, otherwise it will be rejected);

Request to continue studies/take internship at another

Applicant Test

Inga Mackevig

Applicant Test

Applicant Test

(please enter

e Wait until your Request and documents are checked by International Relations Office;

e When your documents and Request are accepted wait until your scholarship is re-calculated and new

Grant Agreement is generated;
e Sign the new Grant Agreement;

e Move to the final steps group “After the Mobility .



6 After the Mobility

I Please note that you will receive the second part of your scholarship only after you upload all
necessary documents.

If you do not upload your documents after mobility you might get an academic debt as well.

Upload all the documents which are listed in Mobility Online:

= After the mobiirty

by WILMIUS TECH, the template is available for downlaad in the siep below.

 of stay <titns e indicated there

Fleaze note that actual moblity dates must be entered by recelving Institution. It the dates are mizsing your document will be refectsd.

Canfirmation of Slay lemplate downloaded

[=igried by the host insitulion) uploated

ciary Modube to the students a-mall

stibution, including the sducational camponents, number of ECTS credits completed, and the grades awarded

¢ Upload Confirmation of stay (signed and stamped)

e Complete the EU Survey (You shall receive it to your student’s e-mail). Upload and mark it
as complete in Mobility Online;

e Download and sign request to continue studies at VILNIUS TECH via Mobility Online;

e Complete the Travel questionnaire via Mobility Online;

e Upload Transcript of Records;

e Wait until your documents are checked by International Relations Office;

e After your documents are accepted you shall receive the second part of your scholarship

(according your actual study period in Confirmation of stay)



