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Preface

The Skolat on-line application system aims to facilitate the process of application for mobility within application mobility projects. To achieve this, the system 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 supporting documents
· monitor the status of their application

· accept / decline mobility offer

· view scholarship letter upon successful application
The Partners module allows 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

This manual describes the Partners’ module in detail and guides through the process of validating and accepting applicants.

Dictionary
· Scholarship Letter – a letter confirming the award of an academic moibility scholarship for selected applicants. It should be submitted with their application for a VISA.

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

· Mobility type

· Undergraduate

· Master

· Doctorate

· Post-Doctorate

· Staff – Administrative or Academic staff

· Target group (TG) – Please see definition of target groups for the particular project on the project web site.
· Outgoing mobility – this term is used to describe applicants FROM your institution, who are applying for the mobility. You will need to verify applicants in your country and set their rank.

· Incoming mobility – this term is used to describe applicants coming TO your institution. You should mark the applicants which you accept and grade them.
· Call/Mobility call – The project may have different calls during which applicants can apply for mobility. One and the same Skolat website will be used for accessing different calls. 
Mobility Process

The process of organising a student mobility project consists of several stages. Below follows a description of the application process within one call of the Skolat system.

[image: image1]During the first stage, the different institutions inform their students about the mobility project and the upcoming application period. As the ultimate goal is to provide as many students as possible with the opportunity to participate in the project, it is important that the information campaign starts early.

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

After this, the applicants register and apply for their desired mobility. At this point, the institutions may need to assist their applicants by issuing transcript of records and help 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 a mobility period, the applicants must take into account the capabilities of the institutions.

When the deadline for applications has passed, the Partners need to check and set eligibility status as well as validate and rank the outgoing and accept and grade the incoming applicants. 

Once all applicants are ranked and graded, the Main Coordinator will distribute the applicants according to their preferences and the grades of the Host Institutions. Two lists will be created – selected applicants and reserve list - and sent to the Consortium Board for approval and/or amendments. After decisions from Consortium Board the Partners will be able to view all applicants distributed to their institution. Nomination letters are sent out by the Main Coordinator and nominated applicants accept or declines their offers. Upon acceptance from the applicant, the Partners can accept the applicant by ticking the “final selection” box. The scholarship letters are issued by the Main Coordinator. Letters of admission are issued by the Host Institution. 
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.

Registration

The Register tab lets you register within the system. Depending on how the mobility project is organised the Main Coordinator may prepare the registrations and send the login details to you in an email.

Please note that you need to wait for the Main Coordinator to validate your registration before logging in. Upon a successful validation, you will be notified via an email. If you have any problems with registration or with any other functions of the web application, you can contact the Main Coordinator through the Contact us tab.

Login

From the Login tab you can log into the system. 

Please fill in the following

1. The email with which you registered within the system.

2. The password you chose when you registered.
There is a reset password link here that you can use if you have forgotten your password. Your date of birth will be required during the process of resetting your password as a security measure.

Upon login you will be working in the latest open mobility call. This means that when searching for applicants, you will only see applicants who have applied to the current call. You can change the call you are working in by selecting another one from the dropdown list at the upper-right corner of the website.

Capabilities

After logging in, you will be directed to the Capabilities tab. This page lets you specify the capabilities of your institution as well as view all of them and modify them. 

If you offer more than one educational project 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 project.
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”.
The capabilities of your institution should be kept up to date and as informative as possible. The applicants need this information in order to make suitable choices when applying for the mobility. For example, if you have not listed Informatics, Computer Science for Masters, the applicants choosing MSc will not be able to apply for this subject at your institution.

The list of all entered capabilities can be sorted by clicking on the respective column header.

If you need to edit or disable a certain capability, you can do so by clicking on the edit link in the list of all capabilities. Disabling a capability means that the applicants will not be able to see this capability nor apply for it.

If you want to see all capabilities entered by all Partners, you can navigate to the applicants’ module and select the Capabilities tab.

Viewing the profile of an applicant

The profiles of the applicants are similar for incoming- and outgoing mobility.

Navigate to Outgoing applicants or Incoming applicants tab.

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

Upon clicking on Search a list of the relevant applicants will be displayed. Click on the email address of one applicant and you will be taken to his/her profile.

The applicant’s profile is divided into different sections which 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 the section header. Click again to hide the section. You can also show/hide all sections from the links at the top and bottom right of the page.

The Application section contains information about the personal details of the applicant and their mobility preferences and supporting 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 documents of the applicant, click on the download link.

Exporting applicants

Both Outgoing applicants and Incoming applicants tabs have Export applicants details button. Use this feature to export to excel all incoming/outgoing applicants. The exported file will contain the application details and links for downloading the applicant’s files. 
Outgoing applicants

The Outgoing applicants tab allows you to search for outgoing applicants from your institution. The only exception to this is Asian Partners who, apart from their own outgoing applicants, also will see all TG2 and TG3 applicants here.

The result of searches is displayed in a list that gives short information about the applicants. If you are an Asian Partner your TG2 and TG3 applicants are displayed in a separate list, after the one with TG1 applicants.

To view the profile of an applicant, click on their email address.

As a Partner, you need to take care of the following for the outgoing applicants from your institution:

By default the Validations and eligibility section of the applicant’s profile is opened. Here you should mark whether the applicants’ applications are valid and rank them. The ranking represents to what extent you think the applicant is a good candidate for the mobility project – based on their CV / Transcript of Records and/or your personal contact with them. The ranking scale is self-explanatory, but differs depending on the mobility type of the applicant. You can also leave a short comment about the applicant when ranking.

In this section you should also set eligibility, according to the eligibility criteria for the particular project.

Incoming applicants

The Incoming applicants tab allows you to search for incoming applicants to your institution.
The result of search is displayed in a list that gives short information about the applicants.

To view the profile of an applicant, click on their email address.

As a Partner, you need to take care of the following for the incoming applicants to your institution:
Acceptance and eligibility section allows you to set your preference for accepting an applicant to your institution. This decision should be based on the validation made by the Home Institution, the eligibility of the applicant and their supporting documents for example CV and Transcript of Records. Click on Home Institution validations section to see the validations. You can also set the eligibility of the applicant in case it is not set.
Distributed applicants

Both in the Outgoing applicants and Incoming applicants tab there are View all distributed applicants buttons. 

These buttons allow you to see all applicants that have been distributed from your institution or to your institution. This means, that these buttons will be functional only after the Main Coordinator have distributed the applicants to their Host Institutions.

From the Incoming applicants tab you will be able to view the applicants distributed to your institution and check whether they have accepted the mobility offer or not (Distribution section). If an applicant has accepted the offer, you need to contact him/her and provide him/her with relevant information. After all the necessary documents are signed and you know that the applicant will participate in the mobility, you should set Final acceptance to yes. This will allow the applicant to see their Scholarship letter which can be used in the process of issuing Visa.
The Journal section is visible only for incoming distributed applicants. This section allows entering of arrival/departure date of the applicant and lets you take notes of the applicant’s performance.
Contact Us

From the Contact Us tab you can send questions/recommendations to the Main Coordinator of the particular project.

Please make sure that you submit a valid email or we will not be able to answer you.
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