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Informacion practica

» Pasos previos antes de enviar la solicitud
» Envio de la solicitud
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Erasmus+. Informacion practica

Pasos previos y necesarios para poder presentar una solicitud:
1. Apertura de unacuenta en ECAS
2. Altade lainstitucion en el URF — Obtencién de PIC

ECAS = European Commission Authentication System (Sistema de
autenticacion del usuario de la Comision Europea)

ERASMUS+

URF = Unique Registration Facility (Servicio de registro Unico)

PIC = Participant Identification Code (Cdodigo de identificacion del
participante)
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Erasmus+. Informacion practica

Apertura de una cuenta en ECAS:

v' Primer paso necesario para obtener el PIC de la instituciéon solicitante. Se
recomienda tener una unica cuenta ECAS por institucion.

v Si la institucion ya dispone de una cuenta en ECAS no es necesario crear una nueva
cuenta. Se recomienda hacer uso del correo electronico institucional intentando que
sea el mismo para la creacion de la cuenta ECAS, la gestion del PIC y de la Mobility
Tool.

v" Manual de ECAS disponible en: http://www.sepie.es/dctm/weboapee/erasmus/e-
info/manual-usuario-ecas.pdf?documentld=0901e72b81884d60

ERASMUS+

v Enlace para abrir la cuenta: https://webgate.ec.europa.eu/cas/
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Erasmus+. Informacion practica

Apertura de una cuenta en ECAS:

Procedimiento:

v Facilitar informacién basica incluyendo una direccion de correo electrénico
(se recomienda utilizar el correo institucional)

v" Recepcion de un email con el enlace para obtener la contrasefia

v Si no recuerdan su usuario de la cuenta ECAS, tienen que abrir una nueva
cuenta con un correo electrénico distinto
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v' Si no recuerdan la contrasefia, se puede acceder a un enlace para su
modificacion
v" Si no han entrado durante los ultimos meses en el Portal del Participante

haciendo uso de su cuenta ECAS, el sistema les va a pedir que cambien la
contrasefia
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Erasmus+. Informacion practica

Registro en el URF y obtencion del PIC:
v' Es necesario disponer de una cuenta ECAS
v' Manuales de URF disponibles en:

« Manual resumido en espafol:

http://www.sepie.es/dctm/weboapee/erasmus/e-info/codigo-pic-quia-rapida-
general190220141505.pdf?documentld=0901e72b818959da

« Manual completo en inglés con capturas de pantalla:

http://www.sepie.es/dctm/weboapee/erasmus/e-
info/manualurfen.pdf?documentld=0901e72b818a09cf
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» Enlace para darse de alta:

http://ec.europa.eu/education/participants/portal/desktop/en/home.html

v Si la Institucién tiene ya un codigo PIC por haber participado en otras acciones no
necesita obtener uno nuevo.

v Las instituciones de Educacion Superior tienen que comunicar el PIC a la EACEA
para poder finalizar el proceso de obtencion de la Carta Erasmus
http.//ec.europa.eu.en/yourvoice/ipm7forms7dispatch?form=ErasmusCharter
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Erasmus+. Informacion practica

Registro en el URF y obtencion del PIC:

Acceder a la aplicacion de registro en el Portal del

A&

http://ec.europa.eu/education/participants/portal/

participante:

LA

Participant Portal
Bdwecation & Training » Pastecipant Portal = Home

DRGANISATIONS = SUPPORT =

EXPERTS =

HOHE

Welcome to the Education, Audio-visual, Culture, Citizenship and Volunteering Participant Portal

The Participant Pertal Is your eniry poisd fer the dléctronic administation of PU-funded profects undier the programmess;

ert enpert, you ane nedqud

A YOU 8 e wree?

D ydid @lrdady Min'd &0 ECAS aScount?

Y DEPORTE
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Erasmus+. Informacion practica

Registro en el URF y obtencion del PIC:
Procedimiento:

Login con los datos de la cuenta ECAS, que lleva de nuevo al portal del participante

EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

External

European

EUROPA » Authentication Service » Login

New password  Sign Up Help

<5 ‘:cftt!:‘}"}. i
L\ Log IN Not registered yet
-ECAS-
- LY
2 £ 1s the selected domain correct?
w External Change it
L Gy

authenticates your identity on European Uotriome of mad o ddecs
( Commission websites )
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Password

research
requires you to authenticate

P More options...
Lost vour password?

* Required fields

Or log in with your

E Token
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Erasmus+. Informacion practica

ion

Registro en el URF y obtencion del PIC:

Seleccionar “Register organisation”

de la Educac

Education, Audiovisual, Culture, Citizenship and Volunteering

Participant Portal

Vd

IZzaClon

European Commission > Education And Formation > Participant Portal > Register An Organ

HOME ORGANISATIONS = EXPERTS = SUPPORT = 5 ATE =

Register an Organisation

To participate in proposals and projects, you must register your organisation first.
After registration, a unique identifier is assigned to your organisation

This is the S9-digit PIC (Participant Identification Code) number that will be used as a refereance by the Commission in any future interactions. A
single registration is required for each organisation in the system.

Organisation Registration
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Please keep the legal data of the organisation and programme related information at hand. You can check the information you will need for the
registration in the documentation of the call for proposals. Please note that you have to register your organisation before submitting a project application.

You can pause the registration process at any time and continue it later. The system automatically saves your draft registration and will keeap it until
you complete it or for up to one year after its last edit.
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How to update your organisation data?

no

cd mModify registered data Upload supporting documents mMmodify validated data
Q If the Validation Services have not started If the Validation Services have already If your data has been validated by the
(n the validation of your data yet: started the validation process: validation Services:
m To modify the data of your organisation, click You are able to upload additional documents Only the Legal Entity Appointed
the My Organisations option in the up to 10 MB. Once uplocaded, these documents Representative (LEAR) (or a person with the
O Organisations menu, then click the ED button may not be withdrawn or modified. Account Administrative role for your
 — next to the name of your organisation. organisation) is authorised to reguest
U organisation data modifications and provide the
. — o i tha B
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Erasmus+. Informacion practica

Registro en el URF y obtencion del PIC
Procedimiento:

v' Hay que cumplimentar obligatoriamente todos los campos marcados con
asterisco:

= Introduccion del NIF/CIF de la institucion (VAT number)
= |ntroduccion del Business number:

o Universidades: cédigo que figura en el RUTC (Registro de
Universidades, Centros y Titulos)
https://www.educacion.gob.es/ruct/home
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o Centros docentes: Introduccion del cédigo que figura en el Registro
Estatal de Centros Docentes no Universitarios
https://www.educacion.gob.es/centros/home.do

o Instituciones privadas: N° de Registro de Sociedades

v' La informacién del campo “Business name” no es obligatoria pero el omitirla
puede generar problemas con el formulario posteriormente.

o Se recomienda poner la misma informacién que en el campo “Legal name” y no
traducir al inglés el nombre de la institucion

=1
.
# 7 GOBIERNO MINISTERIO S e Ie -
" DEESPANA DE EDUCACION, CULTURA ~

4 0 B A
INTERNACIONALIZACION DE LA EDUCACION

Y DEPORTE

c
©
O
©
O
)
@)
L
o)
]
©
c
0
O
©
N
'©
(-
9
&)
®©
C
| —
()
+—
=
)
&
®©
o
[=
{ e
®©
o
7))
L
9
Q
>
S
()
p]

Erasmus+




Erasmus+. Informacion practica

Registro en el URF y obtencion del PIC
Procedimiento:

Introduccion de informacion de la institucion (naturaleza, fecha de creaciéon, datos de
contacto, etc.):

v" Naturaleza de la Institucion: es conveniente revisar las paginas 22 y 23 de la
guia de usuario donde se incluyen aclaraciones al respecto

v En la fecha de registro se debera indicar la fecha de creacion de la
institucion de acuerdo con la disposicion legal o reglamentaria
correspondiente.

ERASMUS+

v' Para cumplimentar el dato “NACE code” seleccionar “Education” de las
opciones que aparecen en el desplegable.
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Erasmus+. Informacion practica

Registro en el URF y obtencion del PIC:

Finalmente se hace clic sobre “Finish your registration”

WELCOME ORGANISATION ADDRESS CONTACT PROGRAMME SUBMIT DONE

O © @ O @ @ -

Programme-specific data Programme-Specific Information
Thank you for completing the first
step in registering your organisation.

Before finishing your registration, you can still provide information regarding your SME status.

Mow you can either: Is your organisation a .;:::;. Yes .;:::;. Mo
- provide SME data, or small/medium-sized enterprise
. (SME)?:

- finish your registration.

Finish your registration

s Delete Draft

User manual
- * * *
*
GOBIERNO MINISTERIO S e I e *
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Erasmus+. Informacion practica

Registro en el URF y obtencion del PIC

Podra entonces revisar la informacién proporcionada:
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g WELCOME ORGANISATION ADDRESS CONTACT PROGRAMME SUBMIT DOKE
\
= O O O O €
% Summary: Review the organisation information you entered
g organsaten dats, chek Confiret 10 subm & m
© + Organisation information io
c e e Establishment/Registration Country * Belgium
(@) U) suBpering documants
0= Legal Mame B-CO £
o 2
(0] E Official Language * Dutch
E 0p) Business Name B-CO
L < Business Registration Number 963852741
'}
C D: VAT number
cs Lu HACE code
= Registration Date 2011-01-01
g
E Registration Authonty BE
g Legal Form
18 Legal Address information
(qv] Street Mame and Mumber * 1 Mother Lana
o
P.O. Box X
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S [P ] o o | odanos 1) i
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Erasmus+. Informacion practica

Obtencidon del PIC:

English(en)

ORGANISATION ADDRESS CONTACT PROGRAMME SUBMIT

Next steps

“You can now use the following PIC number tc

You have registered the following data for this organisation:

identify your organisation in your further

communication or interactions with the Legal Name B-CO
European Commission and its Agencies. You - -
o . s Legal Add . 1 Mother Lane, Peaceville, Belgium
will receive an email confirming your _ -

registration shorthy.

“fou are now able to medify your
organization's data and upload supporting sation e
documents from the My Organizations tab in it a Small Medium EntEI'p

tion s bus jith outsourced manufacturing etc;

the Participant Portal.

PIC number: 949831179

Thank you for using the Participant Portal

Se ha de tener en cuenta que el registro sera eliminado si no se accede al
mismo a lo largo de los 12 meses siguientes.

* X
y * * x
GOBIERNO MINISTERIO S e I e * * -
DE ESPANA DE EDUCACION, CULTURA Docia - -
o ' ol Frasmus+
SERVICIO ESPAROL PARA LA

INTERNACIONALIZACION DE LA EDUCACION




Erasmus+. Informacion practica

Obtencion del PIC:

Una vez finalizado el proceso se recibird un mensaje a la direccion de correo
electronico facilitada confirmando la creacion del PIC:

Dear Mr. XXX,

The Education and Culture Directorate-General and the Education, Audiovisual and Culture
Executive Agency of the European Commission thank you for having registered a legal entity in
our database of participant organisations.

+ The record has been successfully created. The TEMPORARY Participant Identification Code

) (PIC) for the legal entity you have registered is 949646782,

- You can now use your PIC in order to submit a proposal for the EAC/EACEA programmes If

% your organisation is selected for the projects managed by EACEA then your organisation will

< need to pass a Legal Entity validation and your organisation will have to provide supporting

nd documents.

L Please find downloadable forms and instructions on
http://ec.europa.eu/budeet/contracts prants/info contracts/legal entities/legal entities en.
cfm#fr

In case your organisation is applying for the projects managed by the national agencies
(hyperlink to the list of NAs and list of projects (actions) managed by NA), your organisation
should then provide the supporting documents as requested in the Guide for applicants and by
your National Agency (this can be done by uploading the supporting documents in URF).

Please note that the validation could result in a possible change of the PIC (if e.g. the
validation reveals that the same legal entity already exists under another PIC).

The Validation Service
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Erasmus+. Informacion practica

Subir documentos a URF:

Tras la obtencion del PIC y en cualquier caso antes de la presentacion de la solicitud de
fondos, las organizaciones deberan subir al URF los siguientes formularios
cumplimentados correctamente:

Entidad legal:
Las entidades publicas deberan subir

v'Formulario de entidad legal
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entiti
es_en.cfm

v'Copia de la resolucién, ley, decreto o decision por la que se crea la entidad en cuestion o
en su defecto, cualquier otro documento oficial que demuestre la creacion de la entidad en
cuestion.

v'En el caso de centros docentes publicos de nivel no universitario también se aceptara un
certificado emitido por la autoridad educativa de la que dependan indicando la existencia y
oficialidad de la institucion, asi como las ensefianzas impartidas en la misma, o bien una
copia en formato PDF de la informacioén referida a la institucion que aparezca en la pagina
del Registro Estatal de Centros Docentes No Universitarios (RCD) del Ministerio de
Educacion, Cultura y Deporte https://www.educacion.gob.es/centros/home.do
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Erasmus+. Informacion practica

Subir documentos a URF:

v'En el caso de instituciones publicas de nivel universitario también se aceptara un
certificado emitido por la autoridad educativa de la que dependan indicando la existencia
y oficialidad de la institucion, asi como las ensefanzas impartidas en la misma, o bien
una copia en formato PDF de la informacion referida a la institucion que aparezca en la
pagina del Registro de Universidades, Centros y Titulos (RUCT) del Ministerio de
Educacion, Cultura y Deporte https://www.educacion.gob.es/ruct/home

Las entidades privadas deberan subir

v'Formulario de entidad legal
http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal _enti
ties_en.cfm

v'Una copia de cualquier documento oficial (escritura de constitucion) que permita
identificar el nombre de la entidad, el domicilio social y su nimero de registro y

v'Una copia del documento de identificacion fiscal si éste no figura en el documento
anterior.

* X %
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Erasmus+. Informacion practica
Subir documentos a URF:
Identificacion financiera;

v'Ficha de identificacién financiera (antigua ficha de terceros). Esta ficha sélo la deberan
cumplimentar y subir al URF las organizaciones que vayan a solicitar directamente una
subvencion

http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial _
Id_en.cfm

Capacidad financiera:

v'Todas las entidades privadas que vayan a solicitar una subvencién al OAPEE deberan,
ademas, subir al URF la siguiente documentacion, en funcion del importe de la
subvencion que soliciten (siempre referida al dltimo ejercicio contable cerrado):
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Si la subvencion a solicitar excede de 60.000 EUR:
. Balance de situacion
. Cuenta de pérdidas y ganancias

Si la subvencion a solicitar excede de 750.000 EUR:

. Ademas de los documentos anteriores, el OAPEE podra solicitar un informe
de auditoria realizado por un auditor externo

s
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Erasmus+. Informacion practica
Subir documentos a URF:

Entrar en el portal del participante con las claves de la cuenta ECAS e ir a “My
organisations”

Contact | Legal Motice | | English = [

5 Wk
+ +*
* *

Education, Audiovisual, Culture, Citizenship and Volunteering

E al .
Participant Portal

European Commission = Education And Formation > Participant Portal = Home

HOME ORGANISATIONS + | EXPERTS = SUPPORT =

Register

We My Organisations  cgtion, Audio-visual, Culture, Citizenship and Volunteering Participant Portal

ERASMUS+

mentry point for the electronic administration of EU-funded projects under the programmes:

& Creative Europe
* Erasmus+
s Furope for Citizens

* EU Aid Volunteers.

If you plan to submit a project proposal under one of these programmes, or wish to participate as an independent expert, you are required to register your

or expert details here. In the Organisation tab you will be able to search for registered organisations.

ATE yOU @ new user?

Do you already have an ECAS account?
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Erasmus+. Informacion practica

Subir documentos a URF:

Hacer click en el icono m

Education, Audiovisual, Culture, Citizenship and Volunteering

European

Commission Participaﬂt Portal

European Commission = Education And Formation = Participant Portal = My Organisations

HOME ORGANISATIONS - EXPERTS « SUPPORT =

My organisations

LEGEND View Organisations m Modify Organisations View Proposals ﬁ View Rolas View Profile

Show 10 |z| entries Search

+
N
)
=
7))
<
o
L

NAME “ PIC - WAT - STATUS

uCo 945798005 DECLARED
VCO 949798296 DECLARED
VCO 545798393 DECLARED
VOrg 545798102 DECLARED
WCOo 949798684 DECLARED
Wco 545798587 DECLARED
Worg 949798490 DECLARED o)
XCO 949795373 DECLARED
XCO 949798975 DECLARED (Vo]

XOrg 549795781 DECLARED
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Erasmus+. Informacion practica
Subir documentos a URF:

Hacer click en la pestafia documentos una vez seleccionado el programa Erasmus+ en
el menu inferior.

lMessagerganisan‘on Legal Address Contact Person LEAR

Organisation Data Eihe D™ o
Please enter the data for the PIC - g
+ organisation. Is the organisation a Legal Person? o @Yes © No, | am a Matural Person.
U) Is it a Non-Profit Organisation? o “iYes @ No
) Is it a Public Body? @ oves@ No
S Is it a NGO? @ oves@ o
U) Legal Name * uco
< Business Name uco
D: Official Language * @ Dutch [=]
Lu Establishment/Registration Country * o Belgium E
Legal Form @ Please Select - [=]
VAT number Yes Mo
Business Registration Number * U12345é~
Registration Date * 20-11-2013
Registration Authority * BE
NACE code o — Please Select — E

a * X
*
GOBIERNO MINISTERIO S e I e *
DE ESPANA DE EDUCACION, CULTURA s A
- SPARO LA
ON

00se Yyour Framework Frogran = |
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Erasmus+. Informacion practica
Subir documentos a URF:

Afadir nuevo documento

 Messages !Documents! Organisation Legal Address ContactPerson LEAR

Documents 3 - =
A Add a new document

On this page you can review, add

and update documents for the

current organisation. You can No documents have been submitted for
upload document files with sizes this organisation yet

up to 6 Mb per file )

To add a supporting document, click

Important: Your updates here take
the ‘Add new document’ button above.

immediate effect when you click
the "Submit for processing.” button.

Disclaimer: Before you upload a
supporting document, always
ensure their consistency and
quality. Scan your documents for
viruses or any other data, which
may potentially harm recipient user
systems. It is recommended to use
PDF file format when you submit
the following document types: FEL
Form (Legal Entity Form), VAT
extract, VAT exemption and
Registration Documents (Extract of
registration).

m

ERASMUS+

| Choose your Framework Prograr{ v Update your data ‘
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Erasmus+. Informacion practica

Verificacion del PIC de los socios

El URF ofrece una funcién de basqueda que permitira a las instituciones saber si ya
tienen PIC y a los coordinadores de consorcios asegurarse de que los socios hayan
creado su PIC correctamente:

Education, Audiovisual, Culture, Citizenship and Volunteering

E al g
Participant Portal

uropean Commission > Education & Training > Participant Portal = Register An Organisation

HOME ORGANISATIONS « EXPERTS - SUPPORT =

Register

To participate in proposals and projects, you must register your organisation first.

ERASMUS+

After registration, a unigue identifier is assigned to your organisation

This is the 9-digit PIC (Participant Identification Code) number that will be used as a reference by the Commission in any future interactions. 4 single

registration is required for each organisation in the system.

Please keep the legal data of the organisation and programme related information at hand. You can check the information you will need for the
registration in the documentation of the call for proposals. Please note that you have to register your organisation before submitting a project application.

You can pause the registration process at any time and continue it later. The system automatically saves your draft registration and will keep it until
you complete it or for up to one year after its last edit.

REGISTER ORGANISATION | | RESUME REGISTRATION |

* * *’
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Erasmus+. Informacion practica
Cumplimentacion del formulario de solicitud

v'Cada accion tiene su propio formulario. Se encuentran disponibles en el sitio web del
SEPIE

v'Se necesita el cédigo PIC de todos los socios registrados en la propuesta

= Estos codigos se validaran por parte de la AN como parte del proceso
previo a la seleccion

&
Application Form
Call: 2014
Erasm us-'- KA2 - Cooperation and Innovation for Good Practices

Participating organisation(s)

Applicant Organisation

PIC

[ Checkpic |
(‘| Check PIC

Full legal name (National Language)

Full legal name (Latin characters)

Acrenym

National ID (if applicable)

Department (if applicable)

I

I

I

I
Address A

S
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DE ESPANA DE EDUCACION, CULTURA s A
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Erasmus+. Informacion practica

Cumplimentacion del formulario de solicitud

Deberan anadirse al formulario los documentos que se indiquen en el apartado
Checklist previamente impresos y escaneados que no se hayan subido previamente al

URF:

v'La declaracién de honor firmada por el representante legal indicado en la solicitud

v'.Los mandatos de cada socio al solicitante firmados por ambas partes (Consorcios

KALy KA2)

Please note that all documents mentioned in section "Checklist" need to be attached here before you submit your application online.

File Name

File Size (kB)

Add

Add

Add

Add

Add

Total Size

g Y DEPORTE

* X %
"
# 7 GOBIERNO MINISTERIO S e Ie .
; DE ESPANA DE EDUCACION, CULTURA ~
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Erasmus+. Informacion practica
Cumplimentacion del formulario de solicitud
Una vez cumplimentado el formulario:

v'Debe validarse para comprobar que todos los campos obligatorios han sido
rellenados.

v'Debe enviarse en linea. Si el envio en linea no se completa, la solicitud no sera
elegible.

O. Submission

Before submitting the form electronically, please validate it. Please note that only the final version of your form should be submitted
electronically.

0.1. Data Validation

ERASMUS+

Validation of compulsory fields and rules

I Validate
0.2. Standard Submission Procedure
Online submission (requires internet connection) I Submit Online I

* IMPORTANTE
v" No se podran enviar solicitudes en papel.
v" Enviar una propuesta impresay no enviada en linea no sera valido.
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Erasmus+. Informacion practica
Como saber si el envio en linea se ha realizado correctamente:

v'Antes del envio el formulario indica en el apartado O4:

0.4. Submission Summary

This table provides additional information (log) of all form submission attempts, particularly useful for the National Agencies in case
of multiple form submissions.

Number Time Event Form Hash Code Status

1 2014-01-24 11:22:07 * I Form has not been submitted yet I 508464EBDFC8B17E Unknown

v'Después del envio el formulario indicara OK en los apartados O2 y O4 :

0.2. Standard Submission Procedure

Online submission (requires internet connection) | Submit Online ‘

Submission status ‘OK

+
N
)
=
7))
<
o
L

Submission ID ‘1000357

Hash code 508464EB605B7BE8

0.3. Alternative Submission Procedure

If you cannot submit your application online you can still do it by sending an email to your National Agency within the 2 hours
following the official application deadline. The email must contain the complete electronic form and any file attachments you wish to
send. You must also attach a snapshot of section "Submission Summary" indicating that this electronic form could not be submitted
online. Your National Agency will analyse your situation and provide you with further instructions.

0.4. Submission Summary

This table provides additional information (log) of all form submission attempts, particularly useful for the National Agencies in case
of multiple form submissions.

Submission Local Date (Brussels) ‘2014—01-30 16:49:54 |
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Number Time Event Form Hash Code Status
1 2014-01-24 11:22:07 * Form has not been submitted yet 508464EBDFC8B17E Unknown
2 2014-01-30 16:49:54 | Online submission | 508464EB605B7BE8 | OK (1000357) |
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