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Preface

The Skolat application framework aims to facilitate the process of application within Erasmus Mundus projects. It provides centralised place for gathering applications, validation, ranking and distribution.

To achieve this, the framework is divided into three modules – applicants, partners, coordinators.

The Applicants module allows applicants to 

· view the capabilities of the different partners

· register within the system

· fill in the application 

· upload all necessary files

· monitor the status of the application

· accept / deny mobility offer

· view award letter upon successful distribution

The Partners module allows institution partners to

· enter institution capabilities

· view and validate students/staff from their institution applying for mobility

· view and validate students/staff from strategic regions applying for mobility

· view and accept students/staff applying for mobility to their institution

The Coordinators module allows the mobility coordinators to

· view and manage other coordinators

· view and manage institution partners

· view, manage and distribute applicants

· view and manage questions of applicants/partners
· create and configure mobility calls

This manual describes in detail the coordinators module and the different activities that need to be performed within one cohort. The coordinators of the project should also get familiar with the applicant’s and partner’s manuals.
Dictionary
· Applicant – a person who would like to participate in the Erasmus Mundus mobility project.
· Partner – a person, representative for an Institution participating in the Erasmus Mundus mobility project.

· Coordinator – a person, who is responsible for the coordination of the Erasmus Mundus project, overviewing the applicants and partners, distribution of the applicants, etc.

· Capability – particular subject that an Institution can support for a particular mobility type. An example is: Mälardalen University, Doctorate, Computer Engineering.

· Mobility type

· Undergraduate

· Master

· Doctorate

· Post-Doctorate

· Staff – Administrative or Academic staff

· Target group – depends on the Institution the applicant is  studying/working at the moment of the application

· EU – selected institutions from EU

· G1 – selected partner institutions

· G2 – people not  studying in one of the partner institutions, but from the same region

· G3 - people not studying in one of the partner institutions, but from the same region and in particularly vulnerable situation for social or political reasons.

· Award letter – a letter that only selected for mobility applicants are able to print. It can be used as a proof that they participate in educational mobility and help with Visa issuing.
· Mobility call / cohort – denotes all applicants/applications that were gathered at one particular time. Usually mobility projects consist of 3 cohorts over the span of 4 years. Coordinators can choose with which mobility call to work within the Skolat framework.
Mobility Process

The process of organising student mobility programme consists of several stages. We are going to inspect the stages within one cohort in the aspect of the Skolat framework.


[image: image1]During the first stage, the different Institutions inform their students for the upcoming mobility programme. As the ultimate goal is to provide more students with the opportunity to participate in the mobility, it is important that the information campaign starts early.

At the same time, the partners need to start entering the capabilities for the upcoming mobility. All possibilities for mobility should be described here - by mobility type and subjects.

After that, the applicants register and apply for the mobility. At this point, the Institutions may need to help applicants by issuing transcript of records and helping them with the application. The Skolat manual for applicants should be distributed to them. The applicants can select three Institutions as possible hosts and order them according to their preference. When choosing the institutions for application, the applicants take into account the capabilities of the institutions.

After the deadline for applications has passed, the partners need to validate and rank the outgoing and accept and grade the incoming applicants. Eligibility for participation in the programme should also be set. If needed, these actions can also be performed by the coordinators.
Once all applicants are ranked and graded, the coordinators of the project should distribute the applicants according to their preferences and the grades of the host Institutions. The coordinators will prepare two lists – selected applicants and provisionally selected applicants.

The applicants will be notified of the selections and will be able to accept or deny the mobility offer. The partners will also be able to view all applicants distributed to their Institution. Upon acceptance from the applicant, the partners can mark this applicant as “final selection”. 

After the first round of selections, distributions and acceptances is finished, the second one starts. In this round applicants from the reserve list are contacted and offered the vacant places. If there are too many applicants not accepting the offer, even a third round can be held.

Configuration
The Skolat framework can be used in different Erasmus Mundus mobility projects and thus it needs to be highly configurable.
The coordinators of the project should provide the following information for the setup of the framework:

· Name of the mobility project

· Address of an email group that will be used for the Contact Us forms
· Start date for application submitting

· End date for application submitting and possible extension

· Table with mobility types supported for each mobility type and period in months. For example:

	Mobility type
	Target Group
	Period in months

	Bachelor
	EU
	4

	Bachelor
	G1
	10

	Bachelor
	G3
	30

	Master
	EU
	4

	Master
	G1
	14-18

	Master
	G2
	18-22

	…
	…
	…


The period can be either exact number of months (for example 4), or a period (for example 18-22). Also, some mobility types may not be supported for some target groups – for example in the table above there is no Bachelor for G2.

· Start, end and extension dates for the validations by the partners
· Start and end date for the acceptance of mobility offers by the applicants
· End date for notifying applicants in the reserve list if they have been selected for distribution

· List of coordinators that will be using the coordination module, as they need to be manually inserted into the database.
Access Permissions 
The coordinators of the mobility project need to be familiar with the access levels provided in the different modules of the Skolat framework.

Applicants

The applicants can see the capabilities entered by all partner Institutions. 

They can view their own profile/application and its status. 
Modifications of the application are only possible before the application deadline.
Partners

Partners can view and edit only the capabilities of their Institution. If they need to view all capabilities, they can do so from the applicants’ module – login is not required to view capabilities there.

Partners can view incoming applicants. That is, applicants who have selected their Institution as a preference for mobility, or have selected Any. 

For incoming applicants, the partners can set acceptance grade and eligibility.
Partners can view outgoing applicants. These are the applicants who at the moment are studying/working at the partner’s Institution. In case of non-EU partners, they can also see all G2/G3 applicants. 
For outgoing applicants, the partners can set verification rank and eligibility.
Partners can see statistics page containing data for the mobility call. 
Coordinators
The coordinators have almost full control over the mobility process. They can view all applicants, partners, institutions, capabilities, other coordinators and manage mobility calls. All actions performed by the partners can also be performed by the coordinators. Various statistics and time logs are available to the coordinators. However, coordinators cannot modify the application/profile data of an applicant.

It is possible to fine-tune the access permissions of the coordinators:
· Users – view and perform actions for all applicants 

· Partners – view and perform actions for all partners and institutions

· Admins – view and perform actions related to administration
· Read only – view everything within the system, no access to modifications/actions
These access permissions can only be changed from the database.
Web Interface

The web interface of all modules has been build with the idea of being self-explanatory and simple.

The layout consists of menu in the top, main area under it and short messages and tips on the right column. The mobility call select box is located in the upper-right corner and allows easy switching between mobility calls.
Success/Status and Error messages are usually displayed in green/red colour under the menu.

The search forms allow searching by various criteria. If you do not enter any criteria, all items will be displayed. You can search by parts of strings by using “%”. For example “Jo%” in First name in the applicants tab will return all applicants whose first name starts with “Jo” – John, Joe, Joseph, etc.

Most tables found within the system allow for sorting by clicking on the respective column headers. For example, in the table with applicants click on App submitted? to easily see how many applicants have filled in applications .

The page loaded after clicking on a menu item is called tab. The next sections describe in detail all tabs of the Coordinators module of the Skolat framework.

Login

There is no registration page for coordinators as a security precaution.

New coordinators accounts can be inserted directly into the database with a default password. This password should be changed immediately after the first login from the My Profile tab.

From the Login tab the coordinator can log into the system. 

The following needs to be entered:
1. The email for login
2. The password – either initially provided or changed from the coordinator.
Automated function for resetting forgotten password is not available for coordinators as a security precaution.
Upon login the coordinator will be working in the latest call. To change the mobility call, use the box located in the upper-right corner. Please note that the coordinator will always be working in the last selected call. For example, if two tabs are opened, one in call 1 and another in call2, if the last selected call is call2, then all changes made in the first tab will relate to call2, not 1.
Applicants
Upon clicking on Search a list of the relevant applicants will be displayed. Click on the email address of one applicant and their profile will be opened in new tab/window of your web browser.

The applicant’s profile is divided into different sections that allow you to browse the needed information easily. Only the first section is visible when loading a profile. To view another section, you can click on its section header. Click again to hide the section. You can also show/hide all sections from the links in the top and bottom right of the page.
The View/edit applicant section lets you control meta information about the applicant:

· mark him as registered

· unlock him if he has entered wrong password too many times 

· manually locking him if he is fraudulent applicant

· reset his password – the applicant will receive automatically an email with the new password.

· set eligibility – if this applicants is eligible for participation in the mobility

· delete the applicant, which is usually done for double registrations

You can also view the last login attempt of the applicant and how many times wrong password has been entered. 

The Distribution section allows for distributing the applicant to an Institution based on his preferences. The coordinator should take into account the eligibility of the applicant, his validation ranking and acceptance grades by the host Institutions. The ranking / grades are on scale of 1-10, where 1 is the lowest rank and 10 the highest. 

After an applicant is distributed and notified for this, he can accept or deny the mobility offer. This information and any comments from the applicant can be seen in this section. There is also a Distribution history table which allows the coordinator to see all distributions made for this applicant.
The Eligibilities section shows table with all eligibilities that have been set to this applicant – both from partners and coordinators. It tracks what eligibility by whom and when has been set.

The Validations section provides table with all validations that have been set for this applicant. The coordinator can also set validations on behalf of a university.

The Host institution acceptances section provides table with all acceptances that have set from the partners. The coordinators cannot set acceptances.
The Applicant’s details section lets you view the personal details of the applicant, such as: email address, names, nationality, Home Institution and target group, address, phone number, passport.

The Application section contains information for the mobility preferences of the applicant and theirs education/work related documents. The preferences for host institution are displayed here, along with the mobility type of the applicant and the preferred mobility duration. To view the uploaded files of the applicant, click on the download links.
Partners

As a security precaution, after a partner registers within the system, he needs to be validated in order to start using his account.

Thus, the coordinators need to click on the reg link in the search result table to validate the registration of the partner. Lock/unlock operations are also available.
Admins

Here you can see all coordinators registered within the Skolat framework.
The available actions are locking/unlocking coordinators and resetting their password.
Coordination

The Coordination tab gathers several activities which are needed for the easier distribution of the applicants.
The View all validations button is a shortcut to viewing all applicants who have been validated by their home Institution.

The View all acceptances button is a shortcut to viewing all applicants who have acceptance set by a host Institution. If more than one Institution has accepted the same student, there will be more than one row with his name in the result table.

The View all distributions button is a shortcut to viewing all applicants who have been distributed. 

All of the result tables allow viewing the applicant’s profile by clicking on his email address.
The Generate Excel button allows generating information in Excel format with all distributed applicants. They are grouped by mobility type and whether the applicant is in the reserve list or not. This information is used for reports to the EU commission.
The End acceptance round button should be pressed after the first round of distributions and acceptances has ended. The button sets the final distribution flag for all distributed applicants, which are not in the reserve list. 

After that, the coordinator should proceed with taking out of the reserve list applicants, so they can accept offer in the second round. When all needed applicants are taken out of the reserve list, the deadlines for acceptances by the applicants should be changed so they can start accepting. Final distributed applicants won’t be able to change anything in their acceptances.
Questions

Both partners and applicants can send questions to the coordinators of the project from the Contact Us pages in the applicant/partner modules.
The questions and answers are automatically emailed to the email group that was provided when setting up the Skolat framework. This allows for easier tracking of the communication and identifying different issues.

It is important that the questions are answered only from the Skolat coordination module, so that all of the answers are stored in one central place.

To answer a question, click on the view link. The question can be marked as general in order to be used for future reference.
When answering a question, it is not mandatory to send the answer to the applicant – just uncheck the checkbox below the answer to the question. This can be used to enter a comment for the question, or save your answer if you do not have time to finish it now.

Emails

During the coordination of the project there are several times when mass emails need to be send.
Examples are:

· Sending email to all partners informing/reminding them to enter their capabilities before opening the module for applicants

· Sending email to all applicants with partially filled in applications several days before the deadline, urging them to fill in the missing details.

· Sending email to all distributed applicants informing them that they have been chosen for the mobility and can view their distributions.

When sending mass emails the coordinator can either select a specific group of applicants/partners or enter a comma separated list of recipients.

Settings

The settings tab allows modification of the Skolat behaviour through different configurations – institutions, capabilities, configuration variables, message templates and mobility calls.

Institutions

This menu allows for adding partner Institutions and deactivating them.

The coordinator should input the name of the Institution, its type – EU or other, and its country. Special care should be taken that the name of the Institution is properly written and spelled as it will be shown to the applicants. The Institution names need to be shown in reports, so in order to optimise space, short name of the institution is used.
Capabilities
This menu allows for adding capabilities of the different Institutions, viewing them and editing. The capabilities should be set by the respective partners, but just in case they need help the coordinators are also able to add them.

If you offer more than one educational programme under a specific subject, you can describe both of them in the comments section. 

You can also use the comments section for describing other relevant information for the applicant, such as courses within the programme.
Unlimited amount of capabilities can be added under the subject of “Others”. For example you can have 3 different capabilities with different descriptions listed as “Others – Mathematics, Informatics”.
You can also use the comments field for describing other relevant for the applicant information, such as courses within this programme.

The capabilities of the Institutions should be kept up to date and as informative as possible. The applicants need this information in order to make better choice when applying for the mobility. When displaying the application form to the applicants, the possible subjects are filtered by the institution that is selected based on its capabilities.

If you need to edit or disable a certain capability, you can do so by clicking on the edit link in the list. Disabling a capability means that the applicants will not be able to see this capability or apply for it.
Configurations
This menu allows for adding/editing configuration variables. 

These variables can be either call-specific and apply only to the specified call, or can apply to all calls when the mobility call is not specified. In case a configuration variable has value specified both for all calls and for a specific call, the specific value is used.
Message Templates
The message templates functionality allows customization of messages shown to Skolat users. For example, the Award Letter can be previewed from here and modified.
Mobility Calls

The mobility calls screen allows easy addition of the next call. Please use descriptive name as it will be shown to applicants. The open date field is used for determining when this call will become visible to applicants. 

Upon creating a new call, all related configurations from the previous call will be copied to the new one. Therefore, the next step of adding a new mobility call is reviewing and editing all configurations related to it – configuration values, message templates and supported mobility types.

Mobility types per call

Each mobility call can specify different mobility types, available for the different mobility groups and with different minimum/maximum periods of months.

Statistics

The coordinators of a mobility project need to be able to track how well a cohort is going. To help with this, the Statistics tab provides different statistics with the participating partners, the applicants and their preferences.

It should be noted, that in some parts of the statistics, like the totals, all registered applicants are taken into account. In others, like number of applicants per mobility type, only applicants who have submitted applications are considered. This is so, because the mobility type of an applicant becomes known only after submitting an application.

Distribution process

Let’s have a look at the different steps that need to be performed for distribution of applicants.

First of all, there are some preconditions that need to be met:

1. Applications have been gathered

2. Partners have validated all outgoing applicants and set their eligibility status

3. Partners have set acceptance grades to their incoming applicants

The above steps need to be performed in sequential way over a period of time. 
Notifying applicants of their status
When the distribution and selection phase is over, applicants can be informed of their status. First of all several configurations need to be performed:

1. Define the period when applicants can see their distribution status, and if selected – to accept or deny the offer.
In Admin module -> Settings -> Configuration configure these two variables: ACCEPTANCE_START and ACCEPTANCE_END
On ACCEPTANCE_START day the applicants will see different notification text upon logging in, depending on their distribution status.

It is important that ACCEPTANCE_START date is properly set, as otherwise applicants may see their status before it is final.
2. Review the text of the notifications that applicants see upon login, depending on their distribution status.
Admin module -> Settings ->Message Templates

Click on “Edit” to edit the text of a message template and on “Preview” to view the text as it will be displayed to the applicants.

Configure the following for the different distributions:
APP_STATUS_NTF_DISTRIBUTED – selected and conditionally selected applicants will see this text. 

APP_STATUS_NTF_RESERVE – applicants from the reserve list will see this text

APP_STATUS_NTF_NOT_DISTRIBUTED – not distributed applicants will see this text

APP_STATUS_NTF_OFFER_REJECTED – text show to applicants who denied the mobility offer
3. Review the text and images of the Award Letter.
The Scholarship Award Letter text can be changed from Admin module -> Settings ->Message Templates -> AWARD_LETTER

The Award letter is used in place of sending regular mail to applicants to notify them that they are selected and a scholarship is granted. However, the Award letter is not sent to the applicants automatically. Instead, they can download it after logging into Skolat and after this option has become available for them (see description of “final acceptance” flag).
Therefore, it usually contains the logo of the project and the signature of the project manager. These images need to be uploaded in htdocs/images
header.JPG - the logo of the project, visible on top of the Award letter
signature.jpg - the signature of the project manager, visible at the end of the letter
The exact file names can be different, as long as they are changed in the Award letter text as well.
There are several configuration variables used in the Award Letter - AWARD_LETTER_ISSUE_DATE, CALL_YEAR, COORDINATOR_CONTACT_EMAIL, COORDINATOR_SIGNATURE_IMAGE_NAME
After you are done with the configurations, you can notify the applicants when their status will become visible and what is the deadline for accepting or denying the mobility offer.
To do so, go to Admin module->Emails and send email with text of your choice to the „Active applicants” group. This email group contains all applicants, regardless of whether they have filled in completely the application form or have been selected for mobility.

 The award letter becomes visible to given applicant if:

1. The applicant has accepted the mobility offer 

and

2. The „final acceptance” flag is set for this applicant

„Final acceptance” flag can be set either from the hosting partner or from coordinator of the project. The idea is that „Award letter” becomes available to the applicant only after the partner institution confirms that the acceptance of this applicant is final.

Therefore,  partners need to be notified to set this flag for all of their incoming students as long as the offer is still valid.

Starting another selection round
After ACCEPTANCE_END date there might be some dropouts, i.e. applicants that did not accept the offer or rejected it. In this case, you would like to take people out of the reserve list and make mobility offer to them.

You can do so via Skolat in the following way:

1. End the current acceptance round
Admin module -> Coordination -> End acceptance round
Ending the acceptance round marks all applicants with “distributed” and “conditionally distributed” statuses. This is done by setting the “final distribution” flag on them.

In effect, all applicants with this flag are disallowed from making changes to their mobility offer  - i.e. accepting/denying it.
2. Configure the new acceptance start and end dates
In Admin module -> Settings -> Configuration configure these two variables: ACCEPTANCE_START and ACCEPTANCE_END
This can be done as many times as there is need to have new selection rounds.
Summary
The Skolat online framework provides centralised place for organising one cohort within an Erasmus Mundus project and also allows viewing all cohorts from within this one place.
The framework is divided into three modules: applicants, partners and coordinators.
The coordination module of the Skolat framework allows for the easy management of the process of application gathering, validations and distributions.

All actions performed by the partners can be seen in log tables so that the coordinators are aware of all changes of a given property.

Communication both with partners and applicants is kept in one common place.

Statistical information and reports for the applicants and their applications is available.

All the actions available in the coordination module make it an indispensible tool for the organisation of a mobility project. Together with the partners and applicants modules, the Skolat framework allows for easy and fast collaboration between all interested parties and reduces the time needed for reviewing and selecting applicants for distribution.
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