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-> Link to the Dashboard section on the Knowledge Base of the European University Foundation.

https://wiki.uni-foundation.eu/display/DASH/Erasmus+Dashboard
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General Setup

-> Each HEI can have only one institutional account, held by one person. The holder can then give access to this account
to as many users as needed.

-> First step: Go to “Support” (left side menu) and check the boxes (3 x “Yes” if complete use of Dashboard or “Yes” just
to LA/IIA, depending on the use you make). Click on “Save”, refresh the page and make sure that the settings are saved
before moving on (it might take a couple of minutes for the system to register the updated status).
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“General Info”: Institutional data + Erasmus code (“Description”, “Other general data”: not in use, do not fill them in).

-> The name of the institution is extracted from the official Erasmus Charter holder list and cannot be changed before a

new list if published by the EC.
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“Accounts and Access”: Here the main account holder can design accounts and allocate access to the institution’s staff.

Different types of account can be created for different types of access.

-> The institutional account holder (not visible in the overview) cannot sign OLAs, but can create a separate account in

order to be able to manage them.
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-> Any of the Erasmus Dashboard staff accounts (who have the permission for “Managing students”) can sign the OLA
and their contact information will be displayed in the commitment area in the Learning Agreement: even if the
addressee was initially wrong, the correct contact point can simply log in to the Erasmus Dashboard and review and sign
the OLA.

-> Upcoming feature: A link to a specific OLA can be shared among the colleagues who will be able to interact with the
specific document directly upon login.
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“Organizational Units”: Here you can create an unlimited number of organizational units, representing the departments

or faculties of your institution. IIAs can then be linked to these units. You can also de-activate and re-activate these

units.

-> Units that are currently in a valid IIA cannot be deleted.
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“My settings”: Info on a specific account, such as the role and permissions granted. If you need to make any changes,

contact the main institutional account holder.

-> The main institutional account holder cannot see this tab, since its owner has by default all possible permissions

enabled.
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“Covid-19”: Here you can indicate whether your institution is accepting exchange students and if you’re offering online

classes. Moreover, you can indicate a link to a specific page from your institution’s website that goes more into details

about it.
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Mobilities (OLA 3.0): full overview of your outgoing and incoming students.

-> Click on the left menu (“Incoming”/”Outgoing”) to see the list of the students/OLAs.

-> Different filters are available: by name / by status / by academic year (or you can choose “All academic years”, as

students often fill in the wrong year)/ by Erasmus Code of the host institution / by country.

How to manage OLAs through the Dashboard
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-> Go to the right of the screen to open the corresponding OLA:
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General overview of the OLA:

-> The sections and fields of the OLA reflect the templates given by the EC, follow the latest updates and cannot be

changed.

-> If you want to delete the automatic recognition of a component, you have to fill-in the available form (by un-clicking

the box) and justify your demand.
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-> At the bottom of the OLA page you can sign or decline the OLA:

-> Every revision or version of the OLA is visible here. 

-> Decline an OLA does not mean it will be deleted entirely, but that signatures will be deleted and the OLA will go 

back to the student, who will be able to edit it again. 

-> If the reason for declining is because you need the student to make some changes, fill in the reasons in the box 

below the signature box. Students cannot edit an OLA they have already signed until it is declined. 
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-> Institutions with high number of outgoing students can also make an upload of multiple pre-filled OLAs (< 25 at the

same time), by clicking on “Upload” on the left menu. The template for the upload is available on the EWP competence

center, and you need to make sure to fill in all the fields to be able to successfully upload your students. For example,

you need to know the responsible person of the host institution and the corresponding email address. If you do upload,

your student will be automatically notified and invited to fill in the OLA.

-> Prefilling OLAs:

https://wiki.uni-foundation.eu/display/DASH/Creating+OLA

-> Please be aware of the fact that some spam filters

might intercept this notification.

https://wiki.uni-foundation.eu/display/DASH/Creating+OLA
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“Short-term mobilities”: for blended intensive programmes and PhD mobilities.

-> Same functions and structure as “OLA 3.0” except that you cannot upload pre-filled OLAs.



Association Européenne des Conservatoires, Académies de Musique et Musikhochschulen (AEC)

“Mobilities (OLA 2.0)”

-> Just an archive with mobilities from 2014 to June 2021.
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Creating, changing and signing IIAs

-> Before creating an IIA, you can check your institution’s data at the IIA Manager/General Info (previously called
Factsheet). The set up of this page follows the EC’s new templates. All data must be “machine-readable”, so that they
can be communicated. If any change is made in the data, no new signature of the IIA is required.
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-> To create a new IIA, click on the “New Digital IIA” on the left menu and then confirm that you have the necessary
authorization. Then go to “Next Page”.
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-> ”Partners definition”: Here you can find data and information on your institution, that are retrieved automatically

from the account creating the agreement. Some information can also be filled in manually.
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-> Choose the institution on the “Partner details” section.

-> If the institution you choose uses a tool other than the Dashboard, the following message will appear:

-> If you choose an institution that uses the Dashboard, the following message will appear:

-> If the partner is not connected to the EWP, its name will not appear at all in the drop-down menu. 

-> The data could be automatically pre-filled by the partner, or the partner can fill them later (apart from the” Contact 

email” field- since it is necessary for the sending of notifications for this IIA - and the “Starting and ending dates” field. 
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Next page: “Static information”: The data here come from the default IIA section.
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Next page: “1st cooperation condition”

-> Each IIA can have multiple cooperation conditions, each one with a specific direction and mobility type.

-> Number of “Mobilities per year” should be filled in.
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“Subject area” is an optional field; multiple ones can be added.

+ “Blended mobility” option

“Language”: not a mandatory field.

“Mobility type”: Mandatory (all three fields).
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-> Cooperation conditions can be deleted (bottom of the page);

-> The IIA will move back to the last condition created.

-> In the next page you will find an overview of the whole agreement. Two fields can be expanded:

“Cooperation conditions”: “Default data”:
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-> If everything is correct, you can sing and submit the IIA, by clicking on the button at the bottom of the page:

-> Attention: This does not put the final signature on the agreement! It only orders the system to send the IIA to the 

partner, who can either edit it (by changing data or adding new cooperation conditions) or sign it. 

If the partner signs, you will have to put the third and final signature by clicking on “Sign Final Agreement” on the IIA. -

> The status “Approved by both parties” means that the final version has been definitely signed. 


