ESC MT+ Participants

® 1. Add Participants for ESC11, ESC13, ESC21
© 1.1. Click the "Participants” tab
o 1.2. Create participants of type Accompanying Person or Representatives of organisations in Advance Planning Visits
© 1.3. Provide the required information and save
® 2. Participants associated with Activities
® 3. Add Participants for ESC31
© 3.1. Add participants
O 3.2. List of participants
© 3.3. Update participant details

This page explains how to add participants' details in Mobility Tool+.
Participants identified as Young Persons must first have registered in the European Solidarity Corps Portal.

® For ESC11, ESC12, ESC21
© Participants may be anyone involved in a European Solidarity Corps project. These persons are identified as either a Young Person, an
Accompanying Person, or Representatives of organisations in Advance Planning Visits.
o Before the young person’s details can be retrieved from the European Solidarity Corps Portal into Mobility Tool+, the young person must have
received and accepted an offer made by either the beneficiary or partner organisations having access to the European Solidarity Corps Portal.
® For ESC31
o Before the young person's details can be added to the European Solidarity Corps, the young person must first have registered in the European
Solidarity Corps Portal. Then their details can be added to the Mobility Tool+ project using their Participant Registration Number (PRN). See specific
information for ESC31.

Relevant for...
Call Year Programme Action
2018 European Solidarity Corps | ESC11 - Volunteering Projects
ESC13 - Volunteering Partnerships Annual

ESC21 - Traineeships and Jobs


https://wikis.ec.europa.eu/pages/viewpage.action?pageId=33529917

1. Add Participants for ESC11, ESC13, ESC21

1.1. Click the "Participants" tab
The participant's list opens. If no participants have been added to the project, the list will be empty.

1. In order to retrieve the participants' details of all young persons who have accepted offers, click on the similarly named button, Retrieve now.

2. To add participant details of an accompanying person or a representative of an organisation participating in advance planning visits, click on the +Create
button.

Project 2018-1-PL01-ESC13-040160 Details ~ Organisations  Contacts
Participants ? [+ Greate |

Search in 0 records Q Young Person Accompanying Person Representatives of organisations in Advance Planning Visits | All Participants retrieved from EYP  retrieve now l

Activities Complementary Activities Budget Reporis

“e Selection Details

Please select a participant

1. Once the list is populated, the search field can be used to search for any participants in the list.
2. Click on the type of participant to filter the list. By default All is selected.

Participants
x (1) 2

Search in 10 records Q Young Person Accompanying Person Representatives of organisations in Advance Planning Visits | All

E3 O bulk =

22 PRN Type ~ Participant First Name Participant Last Name Offer title Offer ID  Participant Email Participations
5038358446 Una ROSE Traineeship in ABC 13488 traind.na@gmail.com D

O 6038358349 Tina BLACK Traineeship in ABC 13490 train3.na@gmail.com D
Q 6038358931 Young Participant Sandra TESTER Traineeship in ABC 13491 mab.train9.ben@gmail.com D
O 6038359222 Agata NOWAK Traineeship in ABC 13493 mob.trainé.ben@gmail.com D
O 6038359319 Young Participant Isabella LOPES Traineeship in ABC 13494 mob.trainS.ben@gmail.com D
O 6038359610 Eric BERGER Working in XYZ 13497 mob.train2.ben@gmail.com D
O 6038359416 Elsa JOHANSSON Working in XYZ 13495 meb.traind.ben@gmail.com [0
Q 6038359513 Young Participant Runa PETURSDOTTIR Working in XYZ 13496 mob.train3.ben@gmail.com D
o} Advance Planning Visits Polly Pepper testing@test.com D
o} Barbara Bloom test@testmail.com D

10 | 25 [ 50 | 100 « - »

1.2. Create participants of type Accompanying Person or Representatives of organisations in Advance Planning Visits
To create participants of type Accompanying Person or Representatives of organisations in Advance Planning Visit, click the +Create button.



Participants

sarch in 10 recorc Q Young Person ~ Accompanying Person | Representatives of organisations in Advance Planning Visits | All | Participants retrieved from EYP 6 minutes age  fetrieve now

©se Q bu i Selection Details
i PRN Type » Participant First Name  Participant Last Name  Offer title Offer ID  Participant Email Participations Fiease = A participexg
O 6038358446 Una ROSE Traineeshipin ABC 13488 traind.na@gmail.com
O 6038358349 Tina BLACK Traineeshipin ABC 13490 train3.na@gmail.com [ o]
O 6038358931 Young Participant Sandra TESTER Traineeshipin ABC 13491 mob.traing.ben@gmail.com D
O 6038359222 | Agata NOWAK Traineeshipin ABC 13493 mob.train6_ben@gmail.com [ 0]
O 6038359319 Isabella LOPES Traineeship in ABC 13494 mob.train5.ben@gmail.com [ 0]
O 6038353610 Eric BERGER Working in XYZ 13497 mob.lrain2.ben@gmail.com o]
O 6038359416 Young Participant Elsa JOHANSSON Working in XYZ 13495 mob traind ben@gmail com D I}
O 6038359513 Young Participant Runa PETURSDOTTIR ‘Working in XYZ 13496 mob.train3.ben@gmail.com [ 0]
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1.3. Provide the required information and save

Select the type of participant you want to add: Accompanying Person or Representatives of organisations in Advanced Planning Visits. Those fields with the
orange text box value required, must be completed before the save button becomes active.

The Save button becomes active once all information was provided. Click on Save.

of i in Advance Planning Visits
Participant First Name Participant Last Name
Participant Email Date of Birth (ddimmiyyyy) Participant Gender
M v
oy
Sue O'Brien
Nationality
A Person p of arganisations in Advance Planning Visits
Participant First Name Panticipant Last Name
Sue O'Brien
Participant Email Date of Birth (ddimmlyyyy) Participant Gender
test@testmail.ie 05/01/1994 & Female .
Nationality
Ireland v
I Cancel

In the list of participants, the newly added participant's details is displayed. In our example we have now one Accompanying Person, clearly indicated in column Type.



Participants

arct Q Young Person Accompanying Person Representatives of organisations in Advance Planning Visits | All

@ selection & export o
PRN Type Participant First Name =  Participant Last Name  Offer title OfferID  Participant Email Participations

O 6038359222 Agata NOWAK Traineeship in ABC 13493 mob trainG ben@gmail.com [ 0 ]
O 6038359416 Elsa JOHANSSON Working in XYZ 13495 mob.traind_ben@gmail.com [0 ]
O 6038359610 Eric BERGER Working in XYZ 13497 mob.train2 ben@gmail.com (0]
O 6038359319 Isabelia LOPES Traineeship in ABC 13494 mob.train5 ben@gmail.com [ 0 ]
O 6038359513 Runa PETURSDOTTIR Working in XYZ 13496 mob train3 ben@gmail.com [ 0 ]
O 6038358931 ‘Young Participant Sandra TESTER Traineeship in ABC 13491 mab.traind.ben@gmail.com (0 ]
[ ] Sue O'Brien test@testmail ie [ 0 ]
O 6038358349 Tina BLACK Traineeship in ABC 13490 train3.na@gmail.com [ 0 ]
O 6038358446 “Young Participant Una ROSE Traineeship in ABC 13488 traind_na@gmail com D

10 | 25 | 50 10
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Participants retrieved from EYP 13 minutes ago retrieve now

Selection Details

Sue O'Brien
test@testmail.ie
[Bview = glupdate [ delete

Participates in: Add participation

Repeat the above steps to add all participants' details of type Accompanying Person (orange) and Representatives of organisations in Advanced Planning Visit (li

ght blue).
Participants
10T Q Young Person Accompanying Person Representatives of organisations in Advance Planning Visits | All
@ selectior & expor O bulk operation: f}
PRN Type * Participant First Name Participant Last Name  Offer title Offer ID  Participant Email Participations
o x o Sue Q'Brien test@testmail.ie [ 0]
(o] | Advance Planning Visits il IEOUE] Musterfrau test@test.de D

Participants refrieved from EYP 17 minutes ago

retrieve now

Selection Details

Please select a participant

View, Update or Delete a Participant of type Accompanying Person or Representatives of organisations in Advanced Planning Visit.

For participants of type Accompanying Person or Representatives of organisations in Advanced Planning Visit you have following options available in the

participants tab:

® View: Opens the participant's details in view mode. No changes can be made.
® Update: Opens the participant's details in edit mode to make adjustments.
® Delete: Removes the participant from the list.

® Add participation: To link a participant to an activity. See ESC MT+ Add Participation for details.

Participants

Young Person  Accompanying Person

I
c

Representatives of organisations in Advance Planning Visits

All

Participants refrieved from EYP 20 minutes ago retrieve now

Selection Details

Type ~ Participant First Name  Participant Last Name  Offer title Offer ID  Participant Email Participations Sue O'Brien
[ ] Sue Q'Brien test@testmail ie o | test@testmail ie
] Advance Planning Visits [JEEULE Musterfrau test@test de 0] Bview  gHupdate | [ delete I
QC 6038358931 Sandra TESTER Traineeship in ABC 13491 mob.traind ben@gmail.com
O 6038359222 Agata NOWAK Traineeship in ABC 13493 mob.trainé.ben@gmail.com [ 0] I Parﬂcipa[es in: Add participation I
O 6038359416 Elsa JOHANSSON Working in XYZ 13495 mab.traind ben@gmail.com [ 0]
Q 6038359513 Runa PETURSDOTTIR Working in XYZ 13496 mab.train3 ben@gmail. com [ 0]
O 6038359610 Young Participant Eric BERGER Working in XYZ 13497 mab.train2.ben@gmail.com [ 0]
Q 6038358349 Tina BLACK Traineeship in ABC 13490 train3.na@gmail.com o
O 6038358446 Una ROSE Traineeship in ABC 13488 train4.na@gmail.com [0
O 6038359319 Young Participant Isabella LOPES Traineeship in ABC 13494 mab.train5 ben@gmail.com [ o]
10 | 25 50 100

Retrieve Participants from the European Youth Portal.

Young people which accepted an offer for participation in an activity for your project can be retrieved from the European Youth Portal.

1. In the participant section of Mobility Tool+, click on the hyperlink retrieve now.


https://wikis.ec.europa.eu/pages/viewpage.action?pageId=33529371

2. All Young Participants that accepted an offer are imported and displayed in the list of participants, clearly indicated by Young Participants in green in the Ty

Participants
Searchin 2 records a Young Person | Accompanying Person | Representatves of organisation in Advance Planning Visits | All | Paricipants refieved fom EYP 24 minues a
@ selection Lex O bulk operations z Selection Detalls
B OPRN e s F
ki Participants
o =T
° a Person ~ tions in Advance Planning Visits | All | Partcipants etieved fiom EYP 20 minutes ago. retreve now
Lexport | O bukoperations 2 selaction Details
10 | 25 | 50 E
Types Participant FirstName  Participant Last Name  Offer title OfferID  Participant Email Participations Sue O'Brien
° ['Accompanying Person IS OBrien test@testmaille o test@testmaile
) [ Acvance panning vines SRS Mustertrau fest@test de o @Dview | Pupdate | fGoelate
O 6038358931 Sandra TESTER L BC 13491 o
o eusasszzz Agata NowAK L oc 1345 O Participates in: Addparicpaton
O 6038359416 Elsa JOHANSSON Working in XYZ 13495 mob traind ben@gmail. com o
O 6038359513 Runa PETURSDOTTIR Working in XYZ 1349  mob.rain3 ben@gmail.com o
O 6038359610 Eric BERGER Working in XYZ 13457 mob.rain2 ben@gmail.com ]
O eoss3sens Tina BLACK TraneesnlpnABC 13450 wandna@gmallcom o
O 6038358446 Una ROSE Traineeship in ABC 13488 traind na@gmail.com o
O 6038359319 Isabella LOPES AL B 13494 o
10 [25] 50| 100 ‘A

For the imported participants you have the following options available, once a participant is selected:

® View: Opens the participants screen including the offer details as retrieved from European Youth Portal in view mode. No changes can be made.
® Add participation: To link a participant to an activity. See ESC MT+ Add Participation for details.

(D Information

Participant data retrieved from the European Youth Portal cannot be updated or deleted in Mobility Tool+.

\

Participants
Search in 8 records Q Young Person A person | R ives of in Advance Planning Visits | All Participants retrieved from EYP 3 days ago  retrieve now
©selection @ | & export | O bulk operations o Selection Details

Type= Participant FirstName  Participant Last Name  Offer title OfferID  Participant Email Participations Elsa JOHANSSON
[} Greta Green testmail@testfr a mob traind ben@gmail com
[e] [ Aceompanying Barbara Black test@testmail com
o Pippa Pepper test@estmail se
® 6038353416 Elsa JOHANSSON Individual Volunteering 13436 mob.traind ben@gmail com Participates in:
O 6038359319  (EEEEIEETTE Isabella LOPES Individual 13435 mob.traing i.com /
O 603835922 BN | sacxsens N ‘ ' f
O 6038358446 RN
O 6038359125 |EEEETH Elsa JOHANSSON
Type PRN
10 25 50 100! Young Person Accompanying Person Representatives of organisations in Advance Planning Visits 6038359416
( Participant First Name Participant Last Name
Elsa JOHANSSON
Participant Email Date of Birth (dd/mmiyyyy) Participant Gender
mob.train4.ben@gmail.com 05107/1396 =] Female

Nationality Country of the residence
Sweden ¥ Sweden
nguage mentioned by thy his profile
Swedish
Offer ID Offer title
! Individual Volunteering

Start date of the activity offered
11/09/2019

Supporting Organisation Legal Name
Centrum

Edukacji i Opieki

End Date of the activity offered
03/10/2019

Country of Origin

Przyjaciol Dzieci Hi Poland

Activity Type

Individual Volunteering

City of origin
Warszawa



https://wikis.ec.europa.eu/pages/viewpage.action?pageId=33529371

2. Participants associated with Activities

Once a participation is created (see ESC MT+ Add Participation), those are also displayed in the participants section. After selecting a participant from the list the
participation is displayed.

Following options are available:
® View: Opens the participant details in read only mode.

® Edit: Opens the participant details for the activity in Edit mode. See ESC MT+ Add Participation for additional information.
® Delete: Removes the participation.

Participants Selection Details
Search in 8 records Q Young Al | Participants retrieved from EYP 3 days ago  retrieve now

©selectin @ | export | Ok aperatons Elsa JOHANSSON © Selcton Detsis

= PRN Type + Participant First Name P} 3 5 lations Elsa JOHANSSON
4

o Greta e mOb'traln ben@gmallcom [1] mob.traind ben@gmail.com
[o] Barbara B . E [ 1] B view

(=] view
o Pippa A [ 1]
® 6038359416 (RN Elsa J a Participates in: Add particioaion
O 6038359313 Isabella 1 a

A2 VOL-PARTN-GRANT European Solidarity and
O 6038359220 |G Agata 2 Fuscis P : [ 2] intercultural exchangzs [5) =W A
Participates in: Add participation
O 6038358446 |EEEETTETTEY Una R
O 6038359125 | Pierre
e A2 VOL-PARTN-GRANT European ,7

Solidarity and intercultural

exchanges (2 y |



https://wikis.ec.europa.eu/pages/viewpage.action?pageId=33529371
https://wikis.ec.europa.eu/pages/viewpage.action?pageId=33529371

3. Add Participants for ESC31

The Participants tab allows you to list the young persons involved in the solidarity project.
Projects carried out under ESC31 - Solidarity Projects key action must include at least five (5) participants.

All participants to the project must be legal residents in the country of the beneficiary organisation and must have first registered in the European Solidarity Corps Portal
to obtain a Participant Registration Number (PRN).

Note: The participant details changed in European Solidarity Corps can be updated until the Final report is generated. After the report is generated the data is frozen. If

any of the participants details are changed a message will be displayed to informing you that new participant data has been received. In this case the beneficiary report
should be released and the participant details updated. Likewise if there are additional participant details to be added, the final report should be released.

3.1. Add participants
If no participants have been added to the project, the Participants list is empty.

1. Click the +Create button to open the participant details screen.

Project 2018-1-PLO1-ESC31-051361  Detais  Organisations ‘H"\—,\,—v‘\‘\aw,w\ el Reors

Participants

c Selection Details

. Enter the participant's PRN to retrieve their personal information from the European Youth Portal.
. Click on the respective drop-down lists to select whether the person is a participant with special needs and/or a participant with fewer opportunities.
. Click Save.

backto st

oA WN

Runa Petursdottir

6038359513
Runa Petursdottir
mob.train3.ben@gmail.com 06/05/1998 ] Female
Iceland v Iceland
‘Participant With Special Needs @ Participant With Fewer Opportunities?
No ¥ No

The participant's details will appear in the participant list.
3.2. List of participants

1. Once the list is populated, the search field can be used to search for any participants in the list.
2. When you select the participant record, the following options become available:

© View: Opens the participant's details in view mode. No changes can be made.

O Update: Opens the participant's details in edit mode to make adjustments. See Update participant details below for further information.
© Delete: Removes the participant from the list.

Project 2018-1-PL01-ESC31-051361 Details  Organisations  Contacts  Participants  Exceptional Costs  Budget  Reports

Participants /i\ + Create
[ arch ir S v Q ] Participants retrieved from EYP  update now
® : X ex O bulk ation: o Selection Details
PRN Participant First Name + Participant Last Name Participant Email Runa Petursdottir

[e] 6038358446 Una Rose train4.na@gmail.com mob.train3.ben@gmail.com 2

® 6038359513 Runa [ Petursdottir mob.train3.ben@gmail.com [ Bview = gtupdate | [i] delete

o 6038359028 Jan Janssen mob.train8.ben@gmail.com

(o] 6038359610 Eric Berger mob.train2.ben@gmail.com

o 6038359416 Elsa Johansson mob.train4.ben@gmail.com

o 6038359222 Agata Nowak mob.train6.ben@gmail.com



3.3. Update participant details

There are two types of details you can update for the participants listed in your project:

Project 2018-1-PL01-ESC31-051361

1.

2.

For an individual participant, click update in the Selection Details section to change their status as a participant with special needs or a participant with
fewer opportunities.
For all participants at once, click update now in the top right corner to retrieve their latest personal information from the European Youth Portal. Mobility Tool+
will display a notification if this action is required.

Participants

O O O O e O©

PRN

6038358446

6038359513

6038359028

6038359610

6038359416

6038359222

26 50

100

O bulk op:

Participant First Name «
Una

Runa &

Jan

Eric

Elsa

Agata

Organisations

Participant Last Name
Rose

Petursdottir

Janssen

Berger

Johansson

Nowak

Participants

Participant Email
train4.na@gmail.com
mob.train3.ben@gmail.com
mob.traing ben@gmail.com
mob.train2 ben@gmail.com
mob.traind. ben@gmail.com

mob.train6.ben@gmail.com

Exceptional Costs

Budget  Reports

©
Q Participants retrieved from EYP

= Selection Details

Runa Petursdottir

\@gmail.com

= view & undate

[y delete
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