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Introduction

This user guide explains how to use the OLS Licence Management System, referred to as the “LMS”

hereafter, in your role as a Beneficiary (BEN).

1 Access OLS and log into the LMS

To access OLS, go to the following URL: http://www.erasmusplusols.eu.

-OLS Home  ABGULOLS  OLS for Refugee

3 Steps for Online Linguistic Support

Improve your language
skills for free!

N VeESs———e- .

To access the login page, click on the Login button in the top right-hand corner of your screen.

To log in, enter the Login and the Password that you'll obtain upon activation of your account.

- OLS

Welcome to Online
Linguistic Support
(oLS)!

LOGIN

| forgot my password

- - D Ay | Erasmus+ and European Solidarity Corps Copyright 2019
Erasmus+ CORPS Disclaimer - Privacy Statement - Cookies

< Back to Home

English (English) v

FOLLOW US
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http://www.erasmusplusols.eu/

2 Structure of the OLS LMS
The homepage of the OLS LMS appears after you log in.

In the header at the top of your screen, you have 4 buttons:

° (M) — click on this button to go to the OLS LMS homepage.
. () —takes you to your BEN user profile page.

. () — click on this button to contact the Support Team for any technical problems.

° () — click on this button to log out of your session.

Home & mtben0l@m... v 9

w

Home

3)

Project Contact Persons

LEARN MORE ABOUT OLS MOOCS

Licence Allocation To

Participants - Assessment Welcome to the OLS Licence Management System!
Recent Features:
® + 108 and Ancroxd moblle agp versions of the language course

Licence Allocation To
Participants - Course

?

Licence Usage per Participant

?

Expired Projects

Expired Licences

u Mui-Language Licence
—

\On this page, you will find important information regarding updates, upcoming features of OLS, system
alerts and OLS communication material that can be used to inform mobility participants (MPs) about
OLs.

Seven tabs are available in the menu on the left of your screen:

OLS LIVE COACHING

Project Contact Persons

L
Licence Allocation To
Participants - Arsassmant Welcome to the OLS Licence Management System!
Recent Features:

+ 08 and Android mebile app versions of the language course
Licence Allocation To
Participants - Course

Licence Usage per Participant

Expired Projects

Expired Licences

a Multi-Language Licence
Trainers IMPORTANT - Only for HIGHER EDUGATIC

Piease note that
their intesest by

have the opportunity 1o socess OLS language courses in both their mobiity language and the official ocal language(s) of heir destination country. They can simply express
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Click on any tab to navigate between Home, Project Contact Persons, Licence Allocation to
Participants — Assessment, Licence Allocation to Participants — Course, Licence Usage per Participant,
Expired Projects and Expired Licences.

3 Using the OLS LMS features

3.1 Multiple Roles

You can now access the platform as a BEN User or as an MP with a single login and password. This
enables you to view the platform as if you were an MP, and explore all the features of the language
assessments and language courses.

3.1.1 How to create multiple roles

Beneficiaries can create additional roles for themselves by assigning a language assessment licence
from the 1BEN project to the same email address as the main contact email, or the secondary contact
email of the Beneficiary institution/organisation.

Once the additional role has been assigned and you log in, OLS will automatically display the interface
that corresponds to the highest role in the following hierarchy:

1. Beneficiary User
2. Mobility Participant

You (the BEN User) will then see the specific multiple role menu, which can be used to access other
roles.

If you are in the LMS, the multiple role menu will appear as a drop-down menu in the top right-hand
corner of the screen, underneath your login:

& mtben01 @mailinator.com

& (OLS LIVE COACHING
" MAXE SURE THAT YOUR PARTICIPANTS DO NOT MISS THE OPPORTUNITY TO BOOST THER PROGRESS | | & BcNUver
Home

When in the role of an MP, you follow the same process that an MP would follow when connecting to
OLS for the first time. You will therefore be taken to the profile page, before accessing the start
assessment button on the dashboard.

After accessing OLS in the role of an MP, you can easily return to the LMS via the Back to BEN User
button.

You are browsing this MP screen through the BENUser interface. Back to BENUser @ |
n oLS My Mobility Dashboard Help English (English) LOG OUT O

Please note that upon completion of the first language assessment (in the role of an MP), the language
course is not automatically allocated. You will need to manually assign a language course from the
Licence Allocation to Participants - Course screen. For more details, please refer to point 3.3.3.
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3.1.2 How to add or manage Secondary Contact Persons for your projects

Report a Problem # Home & mtben01@m.. v E‘

a“_ ”° 2018-1-MT99-TRAINER-000001 # BEN MT99 01
Home -
MAIN CONTACT PERSON:
) Test Beneficiary MT99
Project Contact Persons = mtben01 @maiinator.com
. SECONDARY CONTACTS:
Licence Allocation To Add Contact
Participants - Assessment
e 2015-1-MT99-KA105-000002  BEN MT99 01

Licence Allocation To
Participants - Course
MAIN CONTACT PERSON:

Test Beneficiary MT99
= mtben01@m

Licence Usage per Participant

SECONDARY CONTACTS:

? Test Beneficiary MT99 02
= ft A
Expired Project
xpired Projects o
? Mibengs9
Expired Licences = tt t Ed 0
L 0000

To add Secondary Contact Persons to your projects, please follow these step-by-step instructions.

Click on Add Contact to add an additional Secondary Contact Person and enter their contact email
address.

Add Secondary Contact

Secondary Contact email

When you click on Add Contact, the Secondary Contact Person of the project will be automatically
added to the list if the contact already exists in OLS. Their name and phone number will also be entered
automatically.

If the contact doesn’t yet exist in OLS, additional information will be requested.

Please note, if the contact is already the Main Contact Person for the project, it won’t be possible to
also add him/her as Secondary Contact Person.
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Add Secondary Contact

This contact doesn't exist in the OLS. Please specify the following information

Secondary Contact email
anazarenko@altissia.com

Name

| Phone number

Add Contact Close

Once you have entered the required data, click on Add Contact. The newly created Secondary Contact
Person will then appear on the screen.

As a Main Contact Person or Secondary Contact Person, you should be able to create as many
Secondary Contact Persons as needed for the project, regardless of whether the email addresses used
for this purpose are already in use as a Main Contact Person or a Secondary Contact Person in another
project of the same or another BEN.

If the user already exists with another role, the following warning will appear, listing the role(s) of
the existing user:

Confirm validation

This email is already used by a [MP Trainer]. Do you want to add this email as a Secondary

Contact?

3.1.3 How to remove Secondary Contact Persons from your projects

You can only remove Secondary Contact Persons if you are the Main Contact Person for a project. The
Main Contact Person of a project is the OLS contact person, as defined by the National Agency (NA) in
EPlusLink.

If you are the Main Contact Person for the project and would like to remove Secondary Contact Persons
from your projects, please follow these step-by-step instructions.

Click on Remove to remove Secondary Contact Persons. A pop-up confirmation will appear.
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Erasmus+ 2015-1-MT99-KA105-000002 # BEN MT99 01

MAIN CONTACT PERSON:
Test Beneficiary MT99

= mtbenl 1@mailinator.com

[ SECONDARY CONTACTS :]

Test Beneficiary MT99 02

= mtben02@mailinator.com Edit Remove
. 0

Mtben999

= mtben39@mailinator.com Edit Remove

. 0000 /

The Secondary Contact Persons cannot remove other Secondary Contact Persons, and cannot see the
Remove button. Therefore, if you have access to a project for which you are the Main Contact Person
and to others for which you are the Secondary Contact Person, you will not have the same kind of
access.

3.1.4 How to edit Secondary Contact Persons in your projects
You can only edit Secondary Contact Persons if you are the Main Contact Person of a project. The Main
Contact Person of a project is the OLS contact person, as defined by the NA in EPlusLink.

Main Contact Persons are edited through the BO Report import (in EPlusLink). Therefore, you can only
edit a Secondary Contact Person if he/she is not the Main Contact Person of another project.

To edit the Secondary Contact Persons of your projects, please follow these step-by-step instructions.

Click on Edit to modify the Secondary Contact Person. A pop-up will appear with the different fields of
the Secondary Contact Person, which you will be able to edit. Click on Edit Contact to validate.

If the Secondary Contact Person is not editable because he/she is the Main Contact Person, the edit
button will be inactive and, when the mouse is over the button, an explanation will appear.
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3.2 How to allocate assessment licences to participants
Licences are attributed to Beneficiary institutions/organisations by National Agencies. If you need
additional licences, please contact your NA.

To access the Licence Allocation to Participants — Assessment section, go to your homepage and click
on the 3" tab (Licence Allocation to Participants — Assessment).

ReportaProblem 4 Home @&  mtbon0l@m.. v [’

A ) ) .
Licence Allocation To Participants
ne

@ e 2015-1-MT99-KA105-000002 tmeine 2015-1-MT99-KA103-000001
Remaining assessment licer

Project Contact Persons
a127 Remaining nent licence 4681
852 Remaining course licence 4831

Licence All

Participants

Licence Allocation To
Participants - Course

®

l
Licence Usage per Participant

If you have several projects, all available projects will appear and, for each of them, you will be able to
see how many licences have been attributed to your institution by your NA. You will also have a
permanent overview of the amount of remaining licences for both the language assessments and
courses. Select the project you want to use.

RepotaProblem  #§ Home &  mtben0l@m.. v 9

2

Licence Allocation To Participants
Home

@ Eaense 2015-1-MT99-KA105-000002 Eaewse  2015-1-MT99-KA103-000001
Remaining assessment licer

Project Contact Persons
an27 Remaining assessmont licence 4681
852 Remaining course liconce 4831

Licence Allocation To
Participants - Assessment

?

Licence Allocation To

Participants - Course

Licence Usage per Participant

By selecting a project, you can access the corresponding “Licence Allocation to Participants —
Assessment” page related to this project. Remember that if you select the 1BEN project and then
assign a licence from this project to your Beneficiary main contact email address, you will automatically
create a second role in your Licence Management System. When logging in, the system will
automatically provide you with the possibility of accessing OLS as an MP or as a BEN User. If you select
the role “MP”, you will be able to access the platform following the same process as MPs. If you want
to access the language course platform, for example, you will need to allocate a course licence to
yourself after having taken the first language assessment.
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ReportaProblem i Home & mtben0l@m... v [:Q

Back selection
-

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

»

Project Contact Persons Remaining assessment licences: 4727

?

Licence Allocation To
Participants - Assessment Add new participants

Allocated assessment licences: 3
Total Licences: 5000

Please write here the new participants email addresses for a given assessment language, separated by

? Emails PATRAISNTAE Count: Omail  Language to Test Deadline to take the test

Licence Allocation To
Participants - Course English n Month(s)

+1
?

Licence Usage per Participant

Expired Projects

When you are done, or if you want to select another project, use Back to project selection to go back
to the project selection screen.

On the Licence Allocation to Participants — Assessment page related to a project, at the top right-hand
side of the screen, a summary box shows information on the remaining number of assessment
licences, the number of allocated assessment licences and the total number of assessment licences
granted to your Institution by your NA for that project.

ReportaProblem i Home & mtben0l@m... v C‘

Back selection
“

Home
Licence Allocation To Participants - 2015-1-MT99-KA105-000002

®

Project Contact Persons an2r
mn

Total Licences: 5000

4

Licence Allocation To

Participants - Assessment Add new participants
Please write here the new participants email addresses for a given assessment language, separated by

? Emails Count:Omail  Language to Test Deadline to take the test

Licence Allocation To

Participants - Course English n Month(s) n

1 n

®

Licence Usage per Participant

Expired Projects

To allocate assessment licences to the selected project participants, please enter their email addresses,

o n

in the appropriate box separated by “;” or “,”.

N.B.: you are requested to group together the email addresses of all participants who will be tested in
the same language (for example, all participants taking their assessment in French). If you have groups
of participants to be tested in different languages or participants who have multiple mobilities, repeat
the following steps, language-by-language.
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ReportaProblem  #f Home & mtben0l@m... ~ =»

“

Home

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Project Contact Persons

®
"
Licence Allocation To
Participants.- Assessment Add new participants
Please write here the new participants email addresses for a given assessment language, separated by
® "
H Emails Count:0mail | Language to Test Deadline to take the test
Licence Allocation To
Particpants - Course Engish - I B
: B

Licence Usage per Participant

Expired Projects

Before continuing, you are requested to validate the email address list by clicking on Validate emails.
A message will appear when the email addresses have been successfully validated. Then, make sure
the number of email addresses is correctly shown next to the Validate emails button.

Back to selection
/ﬁ“ project
Home
Licence Allocation To Participants - 2015-1-MT99-KA105-000002
B
Project Contact Persons Remaining assessment licences: 4737
Allocated assessment licences: 262
Total Licences: 4999
@®
L]
Licence Allocation To
Participants - Assessment Add new participants
Please write here the new participants email addresses for a given assessment language, separated by *" or
@ Emails m Count: 1 Language to Test Deadline to take the test

Licence Allocation To

Participants - Course English Month(s) v
All emails validated. n .
i
®
L] .
Licence Usage per Participant mp0320@mailinator.com
@®

L]
Expired Projects

@®

L] 2

Expired Licences
Send assessment Invitation(s) to the whole list

OLS can be used by MPs with the same email address for multiple Erasmus+ and European Solidarity
Corps mobilities.

If you enter an MP’s email address that is already in use in the OLS system for a recent mobility (first
language assessment not yet started), a warning message will appear after clicking on the Validate
emails button, informing you that the participant has already been invited to take a language
assessment. This warning states the language in which the assessment will take place, on which date
the participant received an assessment invitation and the name of the institution/organisation, if
another BEN has sent the invitation. This warning will help you avoid inviting a participant twice by
mistake. Despite this warning, you can allocate a new language assessment to the MP if this participant
is undertaking another mobility for which he/she should use OLS.

You are then requested to select the language to be tested in the highlighted Language to test drop-
down menu. The language tested corresponds to the language that the participant will use to study,
work or volunteer abroad.
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Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Remaining assessment licences: 4737
Allocated assessment licences 262
Total Licences: 4999

Add new participants

Please urite here the new participants email addresses for a given assessment language, separated by *" or

Emails m Count:1  Language to Test Deadline to take the test

English Month(s)
Allemails valdated EE

French +1

(<] <

German
mp0320@mailinator.com Dutch
Italian
Spanish
Polish
Czech
Danish
Greek
Portuguese
Swedish
Bulgarian
Hungarian
Romanian
Slovak
Finnish
Estonian
Irish -

You are also requested to select a Deadline to take the test. To do so, select the number of days or
months given to the participant to take the test. Please note, the deadline should be set before the

participant’s departure date, especially for Higher Education participants as the OLS assessment is a
pre-requisite for mobility.

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Remaining assessment licences: 4737
Allocated assessment licences: 262
Total Licences: 2999

Add new participants

Please write here the new participants email addresses for a given assessment language, separated by " or

Emails m Count: 1 Language to Test Deadline to take the test

English v Month(s) v
All emails validated. - .

p

mp0320@mailinator. com +2

Send assessment Invitation(s) to the whole list +12

Once the email list is validated and both the testing language and the deadline to take the test are
selected, the Send assessment invitation(s) to the whole list button will become active. Review the

information before clicking on this button to send assessment invitations to all validated email
addresses.
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Back to project selection

A
Home
Licence Allocation To Participants - 2015-1-MT99-KA105-000002
)
Project Contact Persons Remaining assessment licences: 4737
Allocated assessment licences: 262
Total Licences: 4999
?

Licence Allocation To
Participants - Assessment Add new participants
Please write here the new participants email addresses for a given assessment language, separated by %" or °":

@ Emails mtuunt 1 Language to Test Deadline to take the test

Licence Allocation To
Participants - Course English n Month(s)

All emails validated. n
A [~

(':')

Licence Usage per Participant mp0320@mailinator.com
®
L]

Expired Projects

? ;

Expired Licences
Send assessment Invitation(s) to the whole list

Invitations are then sent to the participants and a message will pop up, confirming that the invitations
were successfully sent. In the invitation, participants will also receive their personal login and password
needed to access the OLS language assessment.

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Remaining assessment licences: 4736
Allocated assessment licences: 263
Total Licences: 4999

Add new participants

Please write here the new participants email addresses for a given assessment language, separated by *” or

Emails m Count:0  Language to Test Deadline to take the test
L T e ) B Manth()

+1
Assessment invitation successfully sent!
« mp0320@maiiinator.com

If your participants must be tested in several languages, repeat the above instructions for each group
of participants/languages.

If you would like to receive a notification once a participant has completed the first language
assessment, please click on your profile.

In your profile, you have the possibility of ticking the I want to receive a notification by email each
time a participant has finished the first assessment box. Further information is provided under point
3.7.2.
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ReportaProblem 4 Home & mtben0l@m... v E*

A Backto home =
User Profile

Last Name Test Beneficiary MT99

First Name BEN_USER

Password Re-type Password

Time zone (GMT-00:00) UTC

[ I want to receive a notification by email each time a participant has finished the first .\sssssmem]

If you tick this box, you will receive an email notification whenever a participant has completed the
first language assessment. These notifications are not sent instantly, but rather, once every hour.

Please note, this notification can be sent to any Contact Person of the project (Main or Secondary),
provided the Contact Person has ticked this box in their profile.

If a participant does not take the assessment within the deadline, their access to OLS will be
deactivated and their licence will automatically be returned to your remaining assessment licences, if
not yet used. For instructions on how to re-invite an MP to the first language assessment, see section
3.4

3.3 How to allocate course licences to participants
The process of allocating licences occurs at different levels (i.e. DG EAC/NA/BEN) — for more
information on this process, please consult your NA.

Online language courses were created in order to support the improvement in the participants’
language skills during the preparation for their Erasmus+ or European Solidarity Corps mobility and
throughout the duration of their mobility. Language courses are not compulsory, but they are an
opportunity, and it is up to mobility participants to make the most of them.

3.3.1 Important information for Higher Education Institutions: Automatic allocation of course
licences

Automatic language course allocation is exclusively available for Higher Education participants and,

depending on the mobility language chosen for the language assessment, operates as follows:

- For German, English, Spanish, French, Italian, Dutch and Portuguese: Higher Education
participants who have obtained a result between CEFR levels Al and B1 in their first language
assessment are automatically allocated a language course licence. As an HEI, you do not need
to take any further action in the OLS LMS. Course licences are automatically deducted from
the total course licences available. Therefore, participants with a level of B1 or below will not
appear in your Licence Allocation to participant — Course section, but you are able to find
these participants under the 5™ tab (Licence Usage per Participant).

- For Bulgarian, Czech, Danish, Estonian, Greek, Croatian, Latvian, Lithuanian, Hungarian, Polish,
Portuguese, Romanian, Slovak, Slovenian, Finnish and Swedish: Higher Education participants
who have obtained a result below CEFR level A2 in their first language assessment are
automatically allocated a language course licence. As an HEI, you do not need to take any
further action in the OLS LMS. Course licences are automatically deducted from the total
course licences available. Therefore, participants with a level of Al will not appear in your
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Licence Allocation to participant — Course section, but you are able to find these participants
under the 5% tab (Licence Usage per Participant).

If there are not enough course licences to be automatically allocated to MPs, a warning will appear on
the homepage indicating that the automatic language course allocation has failed and requesting you
to contact your NA.

After completing their personal and mobility profiles, all mobility participants except for YOU and VET
are given the possibility to select the local language(s) of their destination country and their mobility
language. If they select their mobility language, they will automatically receive a language course
licence regardless of the result obtained in their language assessment, provided the language course
is available at the required level.

3.3.1.1 Licences checks
If the system tries to allocate a language course (LC) while there are no LCs left in the mobility language
assessment (LA) project, the automated LC allocation fails. When this happens:

- The MP becomes eligible for manual allocation and appears on the “Licence allocation to
Participant — course” screen of the BENuser, for the relative project

- The following warning appears on the BENuser Home in order to warn him/her in case they
would like to request additional LC for their project to their NA:

)
Home Welcome

IMPORTANT

Automatic Inguage course aliocation

3.3.1.2 Language availability on course platform check

If the system tries to allocate a LC to an MP who scored higher than the level of the course available
on the OLS platform, the automated LC allocation fails. When this happens, the MP becomes eligible
for manual allocation and appears on the “Licence allocation to Participant — course” screen of the
BENuser, for the relative project (with a non-blocking warning).

3.3.2 OLS language course in the local language of the country

MPs who have not been automatically assigned a language course licence can be invited to follow a
language course in the OLS LMS. The language course can be offered in their main language of
instruction/work, OR in the local language of the country, if that language is available on OLS.

Under the 4™ tab (Licence Allocation to Participants — Course), you can manually select the course
language for these participants. All mobility participants except for YOU and VET also have the
possibility to select the local language(s) themselves. Please note that manual allocation will only be
possible if participants have not selected the local language(s) themselves.

All mobility participants except for YOU and VET are given the possibility to select the local language(s)
of their destination country after completing their personal and mobility profiles, and before starting
the language assessment. They can edit their language preferences at any time, even after completion
of their first language assessment or after accessing their language course.

If mobility participants (except for YOU and VET) choose their mobility language when selecting the
language(s) they would like to learn with OLS, they will automatically receive a language course licence.
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Edit Mobilities

Add Online Courses to Your Mobility

As a Higher Education participant, you have the possibility of following an OLS language
course in the local language of your destination country. Please be aware of the

following:

- Local language courses (check available levels) are only accessible for the destination
country that you selected in your mebility profile.

- For other language learning opportunities, please contact your coordinator to check
available offers before expressing your interest in following an OLS course.

You can still edit your preferences upon completion of your first language assessment .

SAVE

This is the case regardless of the result obtained in their language assessment, and provided the
language course is available at the required level.

Please note that the local language only concerns the language courses, not the language assessment.
Therefore, their final language assessment will be in the same language as their first language
assessment since this is their main language of instruction/work. All language courses will be accessible

from the participant’s Mobility Dashboard.

>~ French

BELGIUM  SEPTEMEER 2019 > SEFTEMBER 2020

First Language Assessment

You have finish

Download your results ﬁl

Language Course

Language: French

Language: German

CONTINUE

Language: Dutch

CONTINUE

WE'D LOVE YOUR FEEDBACK

You now have access to your language course.

# EDIT MOBILITY

For specific instructions, see section 3.3.3.

3.3.3 Manual allocation of course licences

Manual allocation of course licences applies to Youth, VET and HE participants.

Online Linguistic Support
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To allocate course licences to your participants, please follow these step-by-step instructions.

To access the Licence Allocation to Participants - Course section, go to your homepage and click on
the 4t tab (Licence Allocation to Participants - Course).

Roporta Problem

« ; ;
Licence Allocation To Participants
Home
@ e 2015-1-MT99-KA105-000002 tomose  2015-1-MT99-KA103-000001
Project Contact Persons
o Remaini pice s
Romaioi s e Rewsaining coure Kcece P
®

L}
Licence Allocation To

Participants - Assessment

Licence Usage per Participant

@

If you have several projects, all available projects will appear and, for each of them, you will be able to
see how many licences are left (for both assessments and courses). Select the project you want to use.

Report a Problem # Home & mtben0l@m... ~ B
A A , s
Licence Allocation To Participants
Home
8 easmuse  2015-1-MT99-KA105-000002 Easmuse  2015-1-MT99-KA103-000001
Project Contact Persons
Remaining assessment licences 4723 Remaining assessment licences: 4675
Remaining course licence 4852 Remaining course licences 4827
Licence Allocation To
Participants - Assessment
Licence Allocation To
Participants - Course
®
]
Licence Usage per Participant
®
—

By selecting the project, you can access the corresponding Licence Allocation to Participants - Course
page related to this project.

When you are finished, or if you want to select another project, use the Back to project selection
button to go back to the project selection screen.

Expired projects (projects that have reached their contractual end date) will continue to be shown as
a separate tab, thus allowing you to continue allocating course licences to MPs who have not yet
returned from their mobility. For more information on expired projects, see point 3.5.

At the top-right of the screen, a summary box also shows information on:

e The remaining number of course licences, allocated course licences, allocated course licences
per language and the total number of course licences granted to your BEN by your NA.
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Back to project selection
“
Home
Licence Allocation To Participants - Course - 2015-1-MT99-KA105-000002 il
)
Project Contact Persons Remaining course licences: 4861
Allocated course licences: 139
Total licences: 5000
L]
Licence Allocation Te New Participants

At the bottom of your screen, you will be able to see the list of participants related to the selected
project who:

e Received an assessment licence and completed it.

NB: for HE participants, you will only see those who obtained a result between CEFR levels B2
and C2 in their first language assessment.

e Have not returned from their Erasmus+ and European Solidarity Corps mobility yet.

You can sort the information alphabetically or numerically, by clicking on a column title.

New Participants
Filter by Mobility Language Filter by 1st Assessment Result

All v All v

Estimated starting
date of the Period of Mobility | Mobility Language | Mobility Type 1st T t 5;':“ g;{:
mobility L

10 v records per page

1218203 gfdgd gfdg 05/2018 13 months Irish X Al-

. . L=
1491108 JP Martin 03/2018 8 months English x Bl

,, =n 3
1530251 Jean-philippe 1212018 12 months English x Bl

Bradette

Several functions and filters are available on your screen:

e Mobility Language, 1°* Assessment Result, Records per page, Search, Previous and Next will
help you filter the data displayed and easily navigate the different pages of the Licence
Allocation to Participants — Course table.

The @ button enables you to export all information from the Licence Allocation to
Participants — Course table.

To allocate a course licence to a participant, click on Allocate on the right-hand side of the
participant’s row. A message will then appear, confirming that the course licence has been
successfully allocated.
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(New Participants
Filter by Mobility Language Filter by 1st Assessment Result

All v All v

10 v records per page Search:

| e
Estimated starting
st Assessment Select Ce
date of the Period of Mobllity | Mobility Language | Mobility Type x et L _:"e(':]’
mobllity B

1218202 gfdgd gfdg 05/2018 13 months Irish

1491108 JP Martin 09/2018 8 months English x Bl

Jean-philippe .
1520351 Bradette 12/2018 12 months English x Bl

1525274 Amelie Delmotte 122018 13 months English x AL

1529989 Arturo Bravo 02/2019 2 months English x B2

188488

1626123 Missions Rom 03/2019 13 months Romanian x AL

Showing 11to 6 of 6 entries

prevous [l Mex

If you allocate a language course licence to a participant who already has access to the course platform
for the same language with a licence from the same project, a warning message will appear. This
warning will help you to avoid sending a course licence invitation to a participant twice by mistake.
Despite this warning, you can allocate a new language course to this MP if he/she is undertaking
another mobility for which he/she should use OLS.

When a participant has been allocated a course licence, the related row will disappear from the Licence
Allocation to Participants — Course table. The participants will also receive a link to access the OLS
language course by email.

To allocate course licences to several participants, tick the boxes related to those participants in the
cells on the far right of the MPs’ rows. Then click on the Allocate to all selected button.

If you would like to allocate licences to all participants in the list, you can click on the Select all button
in the column title.

Search:

1st Assessment Select Course
Result Language(s)

Bl
Bl
Al-
B2

AL

\E\E\E‘E\E\E

‘Allocate to all selected

P [ e

Page | 19
Online Linguistic Support
Licence Management System for Beneficiaries - User Guide



If the MP scored higher than the level of the course available on the OLS platform, the button “allocate”
appears red and a non-blocking warning is visible on hover:

—
part0s 11258 |~

O
201505 part04-77254 01/2016 13 months French x B2 m m

part04-77254

This MP has reached a level higher than the courses available on thapat\‘mml

201510 part0577254 01/2016 13 months French X v X
part0577254

The BENuser is however still able to allocate the LC if he/she wishes to do so.

If participants do not connect to the language course within 30 days of receiving the invitation, their
access will be deactivated and their licences will automatically be returned to your remaining language
course licences. Participants who let their language course licence expire will also appear in the Expired
Licences tab under the LC (Courses) option.

3.3.4 Select the language of the course

You can invite participants listed on this screen to follow a language course in their main language of
instruction/work, OR in the local language of the country, provided that the language is available in
OLS.

In the column Select Course Language(s), a drop-down menu gives you the option to select the
language(s) to be allocated to the mobility participant. For participants who have obtained a result of
C2, no language is selected by default. The mobility language (language assigned for the assessment)
for all other levels is selected by default, but this can be modified.

- If the mobility language (same language as the first language assessment) is selected, both
assessments and the course will be in the same language.

- Ifalocal language (language of the country where the mobility will take place) is selected, the
participant will have the option of accessing a course in a language other than that of the first
assessment. The participant must, however, take the second language assessment in the
mobility language.

Estimated starting A
date of the Period of Mobility | Mobility Language | Mobility Type 1st Result t S;l:ct ::{:]E
mobility L
L=

1218202 gfdgd gfdg 05/2018 12 months Irish X Al- |:|
English
; . French
1491108 JP Martin 09/2018 8 months English X Bl
German
Dutch
Jean-philippe - Italian
1530251 12/2018 12 months English X Bl
Bradette ; & )
Spanish
-
Dalink
1535274 Amelie Delmotte 12/2018 12 months English X Al-
1626123 Missions Rom 02/2019 12 months Romanian X Al- m

To allocate a course licence to a participant, first, select the language you want to assign and then click
on Allocate on the right-hand side of the participant’s row. A message will then appear, confirming
that the course licence has been successfully allocated.
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3.4 How to allocate course licences to trainers
In order to assign licences to Trainers of your Beneficiary Institution, you need to have a Trainer Project,
previously validated in the OLS by your National Agency.

The ‘Trainer’ tab enables you, as a Beneficiary user, to assign licences specifically dedicated to teachers
involved in an OLS blended learning programme at your institution.

a
& Trainers

»»»»»»
" 2018-1-MT99-TRAINER-000001
™

497
ted course licence 3
500

Once you click on the Trainers tab, you are taken to the page displaying your validated Trainer Project.
Select the Project to create your Trainers’ access to the online course.

Back to project sslaction
a«
[
Trainers
Emall: Lomguegeis} o waching:
50
o
500
‘..,_“_
Manage trainers
? e == ] e =t [ =]

Enter your Trainer’s email address and the language they will teach, then click on ‘Create Trainer’.

As is the case for any other OLS user, the Trainer will receive an automated activation email including
a button inviting them to create their password and profile.
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Report a Problem # Home -3

mtben01@m... v C*

Back to project selection
Home
Trainers
)

@ P RS Licence successfully allocated

® Email: Language(s) of teaching:
N - Remaining course licences: 500
mp0320@mailinator com % English N
Licence Allocation To pU320@ Allocated course licences: 0
Participants - Assessment Total licences: 500

Manage trainers

I TN N T e

@® mpo220@mailinator.com
L
Licence Usage per Participant

?
Licence Allocation To
Participants - Course

English

& Edit

Previous n Next

M cancel

®

Expired Projects

It is only when the Trainer has completed their profile that their name and surname will be displayed
on your ‘Trainers’ tab.

The ‘edit’ functionality enables you to change information related to the Trainer if needed. The 'cancel’
functionality enables you to withdraw a Trainer from your system.

When Trainers access OLS, they are taken to the OLS Trainer Homepage. This page contains different
tabs for them to navigate through the OLS course platform, track their participants’ progress and
access materials to assist them with using OLS for Trainers. Please refer to the OLS for Trainers support
area in the LMS homepage for more information.

@ Welcome to OLS for Trainers!
EIOBY Here, you will find everything you need to know about OLS, and how 1o use it with your leamers.
General information about OLS for Trainers

Access Course Platform
&y Just getting started?

Whatis oLs?
Check out our nfograpct
t.. Watch this video to find out mare about OLS for trainers!
B I
Follow Participants
Benefits of OLS for trainers
v 1o find out more about the OLS from the trainer's

@ Want to know more?

Have a look at OLS for Trainers User Guide!
()

) o

My Participants

Teaching methods
=)

Flipped classroom
Messaging System PPt

VET and OLS for Trainers

How 10 use OLS for Trainers In a VET context

t‘

! CEFR
CEFR levels in a nutsheil
Finding Material
° Navigate the OLS piatform
Teaching Content

Ideas for OLS lessons

n Sorme suggested actiies and tps for i and out of class!
E -B1.82-82-C1 ) FR (A1-A2 - 5182 - B2

\
3
‘@ our cassoom wir Q&f’ How can you dilerentate win OLS?
Task Based Learning
mpenen s sk s steges

@ Beyond CEFR Levels
What eise does the CEFR have 1o offer

ur class with
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3.5 How to monitor the licences used by your participants
Once you have allocated assessment or course licences to your participants, you can monitor the use
of each licence in the OLS LMS.

To access the Licence Usage per Participant section, go to your homepage and click on the 5™ tab
(Licence Usage per Participant).

A Home & mbevrom. - (W

@ Licence Usage per Participant @
Home
Call Mobility Language 15t Assessment Result Project Code
¥ Al . N . Al . Al

Project Contact Persons

© v records per page Search al fiekds (one word)
® ; e ; " "
1 Project Assessment | Invitation | Mobiity | 1 It
Licence Allocation To Invitation | Ewpiration | Type | Assessment | Assessm
Participants - Assessment [ Date Result Date
151
w01 2015 N 12107015 LVAI0S HESMS 121102015
Licence Allocation To KAl
o001

Participants - Course

s
® -t o s M PR — -
)
Licence Usage per Participant
st

? 290903 2015 s 194Td0e22d  OelT25¢al 78c38dad 61 12102015 V112015  HESMS - 12/10/2015

KALO-
ooog1
Expired Projects.

N.B.: if a participant has several mobilities in the same project, he/she will be displayed twice in two
separate rows with a different OLS ID (i.e. one ID per mobility).

You can also sort the information alphabetically, chronologically or numerically, by clicking on a column
title.

B R C )

Liconce Usage per Participant F)
can Attty Languee 15 et e FEy o
a u A
prejectc -
Part
nmaes waams vesws nasaess  sseens s ecanic | - "
wnsaoss s wese T - [
wmaes nawms vesus nasams waeons M s B ek W
wpired v
naes s s nmaos | wnas s wans D e
Bkl ta uasces wnons wess A uasams | ssmons us woms B hea m
Triners wmans was wess A nasaess | wer a womr  une w2 Gmmn e caman
saams wnoms wess A samnmss | ssecons s scone s (SN
nwaws s e maoaos | 1wwans — -
aamams saoms wess AL Hamams  semans T SN ™ L P
wwaws mmms WSS A1 aavaoss s D e m

Several functions and filters are available on your screen:

e Call, Mobility Language, 1°'Assessment Result, Project Code, Records per page, Search all
fields, Previous and Next will help you filter the data displayed and easily navigate the different
pages of the Licence Usage per Participant table.

The E@

table.

button enables you to export all informaton from the Licence Usage per Participant
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In addition, you can edit the Mob. Start date and Mob. End date of your participants if they have been
entered incorrectly, indicated by clicking on the date. MPs will be notified of their updated mobility
period in their mobility profile.

motaim @ tees & memigm - ()
L Licence Ussge per Participant )
e
ca P - o]
0 ] e parpage er—
mamment  itation T Assemament. Ll ~ Mok, | Mob. wat Mobility | Cownse | Course
i | e v | e | v | o | | v | uness | L | Lnesse
i — | - | | m——
) - [T — [ — moos woms o mam W -
s | s | mae s | s won o s |
Licence sage e Particpant
[T — [ — o wos fu s e
Expuedprojecs
[T —— R — moos s o aea
Do NS LAV WSS AL LN 1w 09,2816 mooes  ewmae i Tronch o
Toieers T s wman n FENEE S R S U R

3.5.1 How to resend an assessment invitation to a participant
If you would like to resend an assessment invitation to a participant, click on the Resend invitation
button in the first column.

€ 1631819 2015

When clicking on the Resend invitation button, a pop-up message will appear, asking you to specify a
new deadline to take the assessment. Please note that this is only possible if the participant hasn’t yet
started the assessment (if the participant has already started, the Resend invitation button will not be
visible).

Call Hevlanedass
5 All Resend invitation to this participant -
Project Contact Persons
10 A all fields (one word) = mp0320
@ New deadline to take the test
Licence Allocation To months n
Participants - Assessment
+1 n
Licence Allocation To ) [N Cancel | |Pmailinator.com
Participants - Course
2015-1-
@ © 1632087 2015 :AT;J:B HH )] mpo320@mailinator.com
Licence Usage per crizm
Participant 2015-1-
© 1632092 2015 :AT;J(?:;— HH FD mp0320@mailinator.com
(? 000001
Expired Projects 2015-1-
© 1632005 2015 :E;’zl HH FD mp0320@mailinator.com
@ 000001

The participant will receive another invitation with the new deadline to take the assessment.
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By default, the language to be tested will remain the same as the one specified in the first invitation.
If you would like to modify this language, you will have to delete the participant and then re-invite
her/him to take the assessment in a new language in the Licence Allocation to Participants —
Assessment tab (3.2).

A pop-up message will then confirm that the invitation has been successfully resent to the participant.

Call

) All

Project Contact Persons

all fields (one word) = mp0320

Licence Allocation To
Participants - Assessment

2015-1-
MT99-

Licence Allocation To © 1es19 2015 . HH o mp0320@mailinator.com
Participants - Course 000002
2015-1-
MT99- -
Q O 087 205 o HH 3] mp0320@mailinator.com

Licence Usage per 000001

Participant 20151

MT99-

© 1632002 2015 a0z, M FD mp0320@mailinator.com
@ 000001
Expired Projects 2015-1-
MT99- -
© 16320905 2015 xaca. | MM D mp0320@mailinator.com
@ 000001

3.5.2 How to modify/cancel an invitation and re-invite participants
Once invitations have been sent, they can no longer be edited or modified. If you need to cancel an
invitation, please follow these step-by-step instructions.

Invitations can be cancelled, provided that the participants haven’t yet started the language
assessment. Licences that have been cancelled will automatically be returned to your remaining
assessment licences.

Select the Licence Usage per Participant tab. Once on the page, search for the participant whose
invitation you would like to cancel. If they haven’t started their first assessment yet, the cancel button
should be available in the first column:

€ 1631819 2015
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Click on the cancel button (@). A pop-up confirmation will appear.

)

Project Contact Persons

all fields (one word) ~ mp0320

®
Licence Allocation To
Participants - Assessment
@® 2015-1-
n MT9g- -
e G © 1631819 2015 ks FH D mpo320@mailinator.com
Participants - Course 000002
2015-1-
(9 © 1632087 2015 r:f:! HH D mp0320@mailinator.com
Licence Usage per 00w
Participant 2015-1-
MT99- -
© 1632092 2015 kaos. M FD mp0320@mailinator.com
{?} 000001
Expired Projects 2015-1-
MT99-
© 1632005 2015 kaos. MM FD mp0320@mailinator.com
@ 000001

If you validate by clicking Yes, the invitation will be cancelled and a confirmation message will appear.
A notification will also be sent to the participant. When you close the confirmation message, the
participant’s mobility will disappear from the page. By doing so, you will automatically recover the
licence previously assigned, which means that no licence will be lost in the process.

3.6 How to monitor the expired projects

The Expired Projects tab facilitates the monitoring of projects and MPs. This allows your current
projects to be kept separate from expired projects. When projects have expired (reached their
contractual end date), their content is moved to this screen.

For projects that have expired, it is no longer possible to invite MPs to take the 1 language
assessment. However, MPs that have been invited to take the 1 language assessment before the
project end date will still be able to take the 1%t and 2" language assessment, and you will also be able
to invite them to follow a language course (in the Licence Allocation to Participants — Course screen,
under the tab of your expired project — see section 3.3).

# Expired Projects. &

Flocords per page cat

c Frofect Coda

0 0634 VOB 0012 ™ ‘. 3 1 * 0 1

Licence Usage per Participant
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You can also sort the information alphabetically, chronologically or numerically, by clicking on a column
title.

Expired Projects &

Pecoas s page: Project cose Seareh o e o were)

ca
code Recnrewd Aanament | xpce v Avnmament | kncn. Compisted Assmment 1 Compimn Mament 7 Rmmaining Arsmmen! |lwacy Recnrew Courves | ksecn. e
—
- . : : w - P - |

0
e 2014 1TRVTIOL 00012

When you click on the Details button, situated on the far right of the project row, you will be redirected

il

to a page that displays the participant’s data for this specific project. By clicking on the button,

all information on expired project(s) can be exported as an Excel file.

3.7 How to monitor the expired licences
To access the Expired Licences section, go to your homepage and click on the 7™ tab (Expired Licences).

Report a Problom A Home & mitben01@m... ~ C‘
Expired Licanoss LA (Asssssment
@
Home
Expired Licences &
D
Call Mobility Language
Project Contact Persons
A . A
10 v rocords per page Search al fields (one word)
1
Licence Allocation To OLSID | Call | Project First Name Last Name Emait Assessment | Invitation | Mobility | Mobility | Mobitty | Mobitiy | Mobitty
SR Code Invitation | Expiration | startdate | Type | enddste | duration | language
Date Date (months)
20141
M-
o ou W testprodviimt@maiinatorcom onio32015  09/042015 Engish
Licence Allocation To
ooa012
Participants - Course
2011
-
® ms 2w o = deriddermanonstestprodvimt@gmakcom  09/03201S  09/042015 - . . engith
000012
Licence Usage per Participant
20141
s
W ome g . testbennamemt@maiinator.com 002005 10042015 - . - English
? P
Expired Projects
20154
w1z
wn ams yoe wnnos 201006 ounn01S X o 1 Duteh
000002
20151
w1
wien 2015 0 3 13042016 13052016 002016 x oot 13 Englsh
a 000002
Trainers P
1. ;
e 201 13042016 13052016 00016 x s 13 Englsh
s

The Expired Licences tab facilitates the monitoring of MPs who have missed the deadline to take their
1%t language assessment, or the deadline to start following their language course. From this tab you
can also re-invite these MPs to the 1t language assessment or the language course. Expired licences
are returned to your remaining licences.

Please note, participants whose language assessment or course licence is still active (deadline not yet
reached) are not shown on this screen. Equally, participants who started the 1 assessment without
completing it are not shown on this screen (in this case, the licence is lost). These participants are shown
on the Licence Usage per Participant screen.
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By navigating through the tabs at the top of the page, you can access the Expired Licences LA
(Assessment) (open by default) and the Expired Licences LC (Course) related to each of your projects.

Under these two tabs, the list of participants with expired licences for language assessments or
language courses is displayed. These licences will have been returned to your remaining licences.

N.B.: if a participant has several mobilities in the same project, he/she will be displayed twice in two
separate rows with a different OLS ID (i.e. one ID per mobility).

port a Problem # Home & mibenOl@m.. v C‘

Expired Licances LA (Assessment)  Expired L
@«

Home

3)

Project Contact Persons

@ 10 v records per page Search all helds (one word)

Licence Allocation To i [
Participants - Assessment i startdate | Type | enddate | duration | language

L 2014

testprodviimt@mailinator.com 00032015 03/472005 . - Engiish

® ms 20 - - deriddermanonstestprodvilmtogmailcom 0032015 03/M[005 - - - - Engiish

Licence Usage per Participant

w2 - - testhennamemt@mailinator.com W032015  10/0a05 - - - - Engiish

o001z
Expired Projects
1051
T,
LT 2382beds30% ScoBb1788SE: WS 2eaNE ouLRoS wumee 1 Dutch
4 ooy
Expired Licences
2051
TS
w1 1042016 13052016 OLOSROIE x wesponr 13 Englsh
a o000z
Trainers T
BT 2015 ::::s 289¢391503 13042016 13050016  OLOSMOIE  x IyeselT 13 English
s

You can also sort the information by clicking on a column title.
On your screen several functions and filters are available:

e Call, Mobility Language, Records per page, Search all fields, Previous and Next will help you
filter the data displayed and easily navigate the different pages of the Expired Licences table.

The I@

3.7.1 How to reallocate a language assessment to a participant whose licence has expired

If you would like to resend an invitation for the language assessment to a participant, click on the
Reallocate Invitation button in the first column.

534135 2015

button enables you to export all information on the Expired Licences table.

Please note that when resending an invitation for the language assessment, a pop-up message will
appear asking you to specify a new deadline to take the assessment.
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@

Home

)

Project Contact Persons

®
Licence Allocation To
Participants - Assessment

?

Licence Allocation To
Participants - Course

@

n
Licence Usage per
Participant

Expired Licences

Reallocate licence to this participant

New deadline to take the test

months

10 v recon|  *1 n all fields (one word)

Send

Cancel

2015-1-
MT99-

534135 2015 KAL0S Anfuso Marjolaine manfuso@altissia.com
000002
2015-1-
MT99- e
583021 2015 KAL03 Xynogalas Angela axynogalas@mailinator.com
000001
2015-1-
MT99- . - .
[+] 607020 2018 Marilunoo Francesca francecca marilunso@omail.com
S e

20/07/2016

24/08/2016

07/00/2016

19/08/:

23/09/;

07/10/

A pop-up message will then confirm that the invitation has been successfully resent to the participant.

Please note:

e Participants who have started but not completed the 1t assessment within the specified
deadline are not shown on this screen. Their assessment licence has been used and these
participants can only be re-invited using a new licence (see section 3.2).

e The Reallocate Invitation feature on the Expired Licences page is a shortcut to redistribute a
new licence to a selected MP with the same language to test and from the same project. This
Expired Licences page does not allow you to change the language of an invitation. If you would
like to change the language of an invitation, use the Licence Allocation to Participants —

Assessment tab and select the appropriate language to test (see section 3.2).

e A participant who has been invited several times (following the expiration of his/her previous
invitations) will be listed several times. Each row corresponds to an expired invitation.

Resending an invitation from this screen has several consequences:

e A new email invitation to take the language assessment will be sent to the participant.

e A new licence will be used and therefore your number of licences will change.

e If there are no available licences left in the project, a warning message will appear.

2014

2014

2014

2014

SEO1-

Impossible to allocate a new licence

Impossible to allocate a new licence to this participant from project 2014-1-SE01-KA103-
000049, because there are no assessment licence left in that project. If you wish to allocate
a licence to this participant from another project, please use the Licence Allocation To
Participant page.

X

01/03/2015

Close

T4 X X " patric. p.fhs.se | 28/01/2015 | 28/02/2015 x

SEO1-

KA103-

000049

2014-1- X X marcus.johansson@op.fhs.se  28/01/2015 28022015 X

SE01-

KA103-

000049

30/06/2015

4
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e The participant will reappear on the Licence Usage per Participant page.

e The Reallocate Invitation button on the Expired Licences page disappears. If you want to re-
invite the participant, there are two possibilities:

o If the participant’s new licence has not yet expired, you can resend the invitation via
the Licence Usage per Participant tab;

o If the participant’s new licence has expired, this participant will appear on the Expired
Licences page.

3.7.2 How to reallocate a language course to a participant whose licence has expired
First, click on the Expired Licences LC (Course) tab.

If you would like to resend a language course invitation to a participant, click on the Reallocate
Invitation button in the first column.

1029773 2015

A pop-up message will then confirm that the invitation has been successfully resent to the participant.

@ ILyIE:  Resend course invitation to this participant ailinator.com 29/11/2018 29122018 01
]
Licence Usage per
L. A course invitation was successfully resent to this participant
Participant
11876 hmailinator.com 06/04/2018  06/05/2018 01
® *
]
Expired Projects 15-1-
1345041 2015 ::?3} Agneray Gaetan prod_gaetan@mailinator.com 11/07/2018  10/08/2018 01
@ 000001
. I. 2015-1-
Expired Licences MToS.
1490168 2015 o Nijs Christelle fr_prod@mailinator.com 31/10/2018  30/11/2018 01
000001
u 2015-1-
Trainers MT90-
1490170 2015 KAL03- Test T it_prod@mailinator.com 31/10/2018  30/11/2018 01

Please note, the reallocate feature on the Expired Licences page is a shortcut to redistribute a new
licence to a selected MP with the same language to test and from the same project. This Expired
Licences page does not allow you to change the language of an invitation.
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3.8 How to access your OLS Institutional profile
If you need to edit your profile, click on the Profile button in the top-right corner of your screen.

ReportaProblem  #f Home @& mtben01@m... ~ C’

OLS LIVE COACHING
MAXE SURE THAT YOUR PARTICIPANTS DO NOT MISS THE OPPORTUNITY TO BOOST THEIR PROGRESS !

' i

Licence Allocation To
Welcome to the OLS Licence Management System!

Recent Features:

iR

x
3

?)

Participants - Assessment

®

+ 10S and Android mobile app versions of the language course
Licence Allocation To

Participants - Course

®

Licence Usage per Participant
@®
L
Expired Projects

®

Expired Licences

The profile page is divided into 2 sections:

e User Profile: includes your Login, Email, Name, First Name, Password, Timezone, Telephone
Number and notification settings. You can only modify the password and notification settings.

e BEN information: includes your BEN PIC, BEN Name and Country. You cannot modify this
information.

# Back to home

User Profile

User Profile

Telephone Number

Login mtbeno1@mailinator.com
BEN Information Email mitben01@mailinator.com
Last Name Test Beneficiary MTo9
First Name BEN_USER
Password Re-type Password
Time zone (GMT-00:00) Europe/Dublin

o0

I want to receive a il each time a parti finished thy

# Back to home

BEN Information

User Profile —— F—
BEN Information BEN Name BEN MT93 01
Country Malta
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3.8.1 How to edit your profile

You can edit your password in the User Profile section. The contact name and contact number are not
editable as they are automatically imported from EPlusLink. Once you have made the necessary
changes, click on Save Changes at the bottom-left of the section. A message will then appear to
confirm that the changes have been successfully saved.

# Backtohome
User Profile

User Profile Login mitbenol@mailinator.com
BEN Information Emsil  mibenoi@mailinator.com
LastName Test Beneficiary MT99
FirstName  BEN_USER

Password Re-type Password

Time zone (GMT-00:00) Europe/Dublin

Iwant to receive a notification by email each time a participant has finished the first assessment

3.8.2 How toreceive a notification each time a mobility participant has completed the 1% language
assessment

If you would like to receive an email notification each time an MP has completed the 1 language

assessment, you can tick the I want to receive a notification by email each time a participant has

finished the first assessment box. Once you have made the necessary changes, click on Save Changes

in the bottom-left side of the section. A message will then appear to confirm that the changes have

been successfully saved.

RepotaProblem 4 Home @ mtben01@m... ~ @

# Backto home )
User Profile

User Profile

Login

Email

BEN Information

LastName

First Name

Password

Time zone

Tolaphone Number

mtbeno1@mailinator.com

mtbenol@mailinator.com

Test Beneficiary MT99

BEN_USER

(GMT-00:00) UTC

0

Re-type Password

If you tick this box, you will receive an email notification whenever a participant has completed the
first language assessment. These notifications are not sent instantly, but once every hour.

This function can be particularly useful if you are a VET or Youth Beneficiary and want to be notified
on completed 1° language assessments so that you can invite your MPs to the language course (as
there is no automatic language course allocation for VET and Youth).

Please note, this notification is sent to the Main Contact Person, as well as to any Secondary Contact
Persons and additional email addresses linked to the profile.

If participants do not take the assessment within the deadline, their access to OLS will be deactivated
and their licences will automatically be returned to your remaining assessment licences.
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To go back from your profile to the homepage of the LMS, click on the Home button.

ReportaProblem  #f Home @  mtben0l@m... ~ C’

4 Support

If you encounter any problems or issues when following the instructions above, please contact the
Support Team by clicking on the Report a Problem button in the header.

Report a Problem #  Home & mtben01@m... ~ C’
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