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Introduction  

This document describes the use of electronic application forms (eForms) for the 

Erasmus+ programme  actions managed by  the National Agencies in the Programme 

Countries . For simplicity reasons, we will call them "decentralised actions" in this 

guide.  

Preparation  

Before we dive into the process of completing an electronic application form ( the " e-

Form "), it is important to know which forms are  available for which actions of the 

Erasmus+ Programme .  

Electronic forms catalogue  

The following tables provide you with an overview of the available electronic 

application forms :  

 Action Type  

Accreditation  

KA108 -  Accreditation of Hi gher Education Mobility 

Consortia  

KA109 -  Vocational Education and Training Mobility 

Charter   

KA110 -  Accreditation of youth volunteering 

organisations  

 

 Action Type  

KA1 ï Learning Mobility of 

Individuals  

KA101 -  School education staff mobility  

KA102 -  VET learner and staff mobility  

KA103 -  Higher education student and staff mobility 

within programme countries  

KA104 -  Adult education staff mobility  

KA105 -  Youth mobility  

KA107 -  Higher education student and staff mobility 

between Programme a nd Partner Countries  

KA116 -  VET learner and staff mobility with VET 

mobility charter  

KA2 ï Cooperation for 

innovation and the exchange 

of good practices  

KA201 -  Strategic Partnerships for school education  

KA202 -  Strategic Partnerships for vocational  education 

and training  
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KA203 -  Strategic Partnerships for higher education  

KA204 -  Strategic Partnerships for adult education  

KA205 -  Strategic Partnerships for youth  

KA219 ï Strategic Partnerships for schools only  

KA3 ï Support for policy 

reform  

KA347 -  Dialogue between young people and policy 

makers  

 

Technical requirements and settings needed  to use an electronic 
form  

Adobe Reader  and Acrobat Reader DC  

The Erasmus+ decentralised actions application forms were built using Adobe Forms 

technology.  You need  Adobe Reader  or Adobe Acrobat Reader DC to use the forms .  

In order to be able to properly use an Erasmus+ application form you will need to use 

the following versions of Adobe Reader:  

Minimum Adobe Reader version  Adobe Reader 9.1 or higher  (exce pt 

Adobe Reader DC version 15. 8 )  

Recommended  Adobe Reader version  
Acrobat  Reader DC version 15. 9  

Adobe Reader and Acrobat Reader  DC can be downloaded for free from the internet at 

the following location:  

http://get.adobe.com/reader/otherversions/  

If you are using Windows 10 this is how the download page should look like:  

 

http://get.adobe.com/reader/otherversions/
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If you are using a different version than the above mentioned ones you will not be 

able to properly use the form and will be c onfronted with the following screen:  

 

 

Incompatible Readers  

Adobe Reader and Acrobat  Reader  DC are the only accepted reader s. If you happen to 

use another reader such as "Foxit" or Adobe Acrobat X PRO you will not be able to use 

the electronic form and ma y even corrupt it as the following message shows:  

 

Incompatible Acrobat  Reader DC Versions  

The above mentioned Acrobat  Reader DC version 15.8  released by Adobe on the 14 th  

of July 2015 has introduced several issues with the Erasmus+ electronic application  

forms and must not be used .  

If you happen to open one of the electronic application forms still using Acrobat  

Reader DC 15.8 the electronic form will be blocked and you will not be able to fill it in.  

If you are still using Acrobat  Reader DC 15.8 please make sure that you uninstall it 

and install instead Acrobat  Acrobat DC 15.9 as explained above.  

Operating Systems  

The above mentioned Adobe Reader and Acrobat Reader DC versions are supported on 

Microsoft Windows and Apple OS X. Mobile platforms such as iOS, Android, Microsoft 

Windows RT, Windows Phone  and  BlackBerry  are not  supported by the application 

forms.  

Application forms can be opened on Linux platform only with Adobe Reader version 

9.1.  
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Security and Java Script Settings  

When an electronic form is do wnloaded from the internet for the first time, Adobe 

Reader and Acrobat  Reader will detect that the form has originated from a potentially 

unsafe location and ask you to confirm the safeness of the file:  

 

In this case you should press button "Options", ch oose "Trust this document always" 

and save the electronic form:  

 

 

If the problem persists, check your Java Script settings in Adobe Reader and Acrobat  

Reader :  
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You should have the following configuration:  

 

On top of what is written above, Adobe Reader and Acrobat  Reader uses an enhanced 

security feature that detects when the electronic form is attempting to connect to the 

internet. Such situation will happen every time you need to input and validate a PIC  

(Participant Identification Code, provided to th e organisation upon registration in the 

Participant Portal (see section o n " Registering your organisation in the European 

Commission's Participant Portal " at the end of this document) for a participating 

organisation, or when you have changed a piece of da ta that impacts the budget 

section, such as a distance band in the "Travel "  budget section. In both scenarios the 

electronic form will contact central European Commission servers to fetch the latest 

data and information. The message displayed by Adobe Read er and Acrobat  Reader is 

as follows:  

 

When confronted with this message you should press button "Options" ,  select "I trust 

this document always" and , when asked, save the form with the same  name.  This 

process is sometimes a bit slow, so just let it finish  before proceeding.  
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New security feature introduced in the Acrobat Reader DC 15.9  

When the user use s Acrobat Reader DC 15.9 for the first time with an electronic form 

which is not stored in an already trusted folder, Acrobat Reader will prompt the user 

wi th a  new security question asking if the user  trust s the "europa.eu" domain (it could 

happen on Check PIC, on b udget change or on submission).  

 

 

IT IS COMPULSORY FOR  THE USER TO ANSWER " ALLOW" SO 

THAT THE DOMAIN "EUR OPA.EU" IS A TRUSTED  DOMAIN AND 
THE FOR M WORKS PROPERLY.  

 

If  by mistake the user answers "Block" on the prompt about the "europa.eu" domain 

then that answer will be applied to all electronic application forms and none will 

properly work in that specific comput er . The expected behaviour of the f orms will be 

to show the following error message every time the domain "europa.eu" needs to be 

accessed e.g. when checking a PIC or computing budget:  

 

 

In order to revert the previous decision to block the "europa.eu" domain and make the 

electronic applic ation forms work normally ,  the user needs to:  
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1) Access Menu "Edit" -> "Preferencesé" or Ctrl + K 

 

 

 

2) Choose "Trust Manager" and "C hange Settingsé" button 
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3) In the Web Sites table select row " europa.eu" "Always Block" and click on "Delete" 

butto n 

 

 

 

4) Finally click on "OK" buttons to apply the change s and close the properties ' 

windows.  

After that try to open the electronic application form and make sure that this time you 

choose the option "Allow" when prompted to trust th e "europa.eu" domain.  
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How to fill an electronic application form  

This section will guide you through the main aspects to consider when filling an 

electronic application form  for applying for a grant under an Erasmus+ action 

managed by the National Agencies . 

Checking that you h ave downloaded the correct form  

Before you start working on your application and filling in your project's data, it is 

important that you check that you have the right form for the right "Action Type", 

"Call " and "Round" . Page 1 of every electronic applica tion form contains this 

information:  

 

 

Field "Action Type" will show you the action type  and the field  of education, training 

and youth which the application form concerns . Do make sure you are using the right 

one as your application will not display all fields that apply to your project if you 

submit it through a different form and may be considered as ineligible as a 

consequence.  

Field "Call" is another important piece of information , as it indicates the year of the 

Erasmus+ Call for proposals concerned.   

In some cases, more than one application round may be organised within the same 

call. Therefore,  it is also important to check the selected application "Round" to which 

you want to apply, since selecting an inactive round , i.e. one that is already closed , 

will not allow you to submit your application.  

Note that you cannot change the content of these three fields. If you find out that you 

have selected the wrong application form, you need to close it and download the 

correct form from your National Agency' s website (see "electronic forms catalogue").  
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Choosing the correct National Agency  

Another important aspect to take into account is the National Agency to which you 

want to submit your application. The selection of the National Agency is normally done 

on  page 2 of an application form. There you can find a drop -down list with the allowed 

Erasmus+ National Agencies  covering each field of education, training and youth. In 

the list of values  below , each National Agency is identified by a unique code 

accompani ed by the name of the  country in the national language :  

 

If a country has  more than one National Agency , use the following hyperlink to consult 

the full list of National Agencies, and find out the  code of the National Agency 

responsible for your field  of education , training and youth to which you should submit 

your application :  

http://ec.europa.eu/programmes/erasmus -plus/national -agencies_en.htm  

The information to look for is illustrated in the screen shots below  and includes the 

National Agency code and the fields in which it is active.  

 

http://ec.europa.eu/programmes/erasmus-plus/national-agencies_en.htm
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The last aspect concerning the field(s) for  which a National Agency has been 

designated is of particular importance as this needs to ma tch the electronic application 

form you have chosen.  In order to help you, the electronic application forms will only 

show you the relevant National Agency reference according to the field of education, 

training and youth that you want to submit your proje ct to.  

As an example, if you are interested in applying for a "KA101 -  School  education staff 

mobility" grant, the application form will allow you only to select the following NA: 

AT01 (¥STERREICH). Whereas if you are interested in applying for a "KA105 -  Youth  

mobility" , the application form will display the following NA: AT02 (¥STERREICH).   
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Using your PIC in an electronic form  

For most actions, all participating organisations should be registered in URF and 

should use their PIC (Participant Identificati on Code) when filling - in an eForm (please 

see section on "Registering your organisation in the European Commission's 

Participant Portal" at the end of this document). 1 This applies also to applications from 

consortia even though in the eForm the field "PIC " for a given Consortium Member is 

not mandatory and the eForm could be submitted without this information (you can 

find more information on the mandatory fields later on in this document).   

When you and your partner organisations have a PIC, you can star t using these 

identifiers in your electronic application forms.  

The PIC field name is the place where you need to enter your organisation's 

identification:  

 
 

After you have entered it, press button "Check PIC" so that the electronic form fetches 

the orga nisation's data from the Participant Portal. In other words, you do not need to 

enter again in the application form the organisation data that are already registered in 

the Participant Portal.  

                                           
1 Specific guidelines for higher education student and staff mobility between Programme and Partner 

Countries is provided in the section devoted to  KA107.  
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Once you have entered the PIC and the eForm has fetched the r elevant information in 

section C.1., you will also see that part of the information in section C.1.1 has also 

changed:  

 
In the 2016  eForms the applicants can indicate the type of the organisation as this 

information is no longer filled in the Participants  Portal. Please note that, as the field 

Type of Organisation is a compulsory one, the applicant cannot leave it empty and 

should pick one option from the drop -down menu. If you cannot find the right 

organisation type in the list of the drop -down menu, the organisation type can stay 

"Other " in the electronic form.  

Mandatory fields  

Mandatory (compulsory) fields are clearly identified in electronic forms through a pink 

colour as depicted below:  
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They need to be filled in, otherwise you will not be able to va lidate and submit your 

electronic form.  

Lists of values  

Lists of values represent closed questions that you will need to answer by choosing 

one or more entries from the ones available in the list. The example below represents 

the selection of the language used to fill in the electronic form i.e. the language used 

by the applicant to enter the project information:  
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Dynamic sections  

Some selections made in an electronic form will trigger the appearance or 

disappearance of fields or sections following them . A typical example of this is the 

"Consortium " section where an applicant can enter if it is applying on behalf of a 

consortium:  

 
 

If the applicant enters "Yes" then a new "Consortium Member" section will be shown 

where the members of the consortium can be identified:  
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Manually adding entire sections and entries  

In certain places, you can add entire sections to the form, if they are relevant and 

necessary for you. An example is adding project Partners.  

Participating Organisations  

In this section the d ata about your organisation is already available in the sub -section 

"Applicant Organisation":  

 

 
 

 

If you need to add partner organisations to your application, you can do so by 

pressing the button "Add Partner" located at the end of the "Applicant Organis ation" 

sub -section:   
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A new sub -section will then appear, called "Partner Organisation", where you can 

enter all needed details:  

 

 
 

 

Partner organisations can be removed by pressing the button "Remove Partner" 

located at the end of the last partner org anisation:  

 

 
 

Please note that you can only add partners at the end of the already introduced 

partner sections, e.g. you cannot add partners between partners 2 and 3, if you have 

already included 3 partners.  
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In the sections for the contact persons, a new field "OLS Contact Person?" has been 

introduced in the KA103, KA102, KA105 and KA116 2016 application forms to indicate 

whether a contact person is also responsible for Online Linguistic Support.  

 

 
 

To be able to validate the form s, one of the conta ct persons must be flagged as OLS 

contact person. It is not possible to flag more than one person. The OLS contact 

person receives a notification by email when licences for language assessments and 

language courses are available in the OLS  system , and is r esponsible for sending 

invitations to mobility participants to take the language assessment and start the 

language course, if awarded. The OLS contact person is also responsible for 

monitoring the usage of licences and can create additional OLS users (alia ses) with the 

same access rights if needed.  

 

Adding new entries in lists of values  

You can add new entries by clicking a button. For example, the question about the list 

of topics that are most relevant to a given application:  

 

 

 

You should press the "+" button to add new entries or the " - " to delete existing ones. 

Please note that the question is compulsory, so once you add a new entry you will 

need to fill it in with one of the available options:  
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You can enter the same topic only once.  

Filling in the budget section  

The budget is one of the most important sections of your electronic application form. 

It is partly completed based on what you have entered before in the content related 

questions of the form.  

More concretely, if you are preparing an appli cation under "KA1 -  Learning Mobility of 

Individuals", the "Activities' Details" section will be paramount. Note that this section 

is not applicable to the application form for Higher education student and staff mobility 

between Programme Countries under " KA1 -  Learning Mobility of Individuals".  

If you apply for a Strategic Partnership grant under "KA2 -  Cooperation for innovation 

and the exchange of good practices", note that the sections "Participating 

Organisations", "Intellectual Outputs", "Multiplier E vents" and 

"Learning/Teaching/Training Activities" will drive most of the information contained in 

the budget sections.  

We will use an example of KA1 to illustrate the behaviour of the electronic application 

forms in detail.  

Activities' Details  

There are t wo types of mobility activities in the Erasmus+ Programme:  

Á Short duration mobility from 1 day to 2 months (60 days) depending on the 

activity type as specified in the eligibility rules in the Programme Guide.  

Á Long duration mobility from 2 months (61 days) to 12 months depending on the 

activity type as specified in the eligibility rules in the Programme Guide  


























































































































