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1 Introduction

Welcome to the European Solidarity Corps Placement Administration and Support System (PASS).

This system is designed to make it easier for the representatives of authorised organisations like you
to search for European Solidarity Corps potergatticipants for their projects, make contact with
them, send offer to them and issue certificates of participations.

Representatives of organisations that have besrarded with a Quality Label (ESC5agcredited
under Erasmus+ Volunteering (KA11lBqveaccess to this system to search for potential
participants, contact potential participants and send offers to them and issu#icatis of
participations. In additionrepresentatives ofrganisations that have successfully applied to one of
the fundingprogrammes that support the European Solidarity Cavjlisbe given access to PASS.

NOTERepresentatives of organisations that have been awarded w@Qlaity Labelor accredited
under Erasmus+ VolunteerifgAll0)are theContact Person and Legal Repeesative linked to
the accreditatioriQuality label of the organisationandnot to the project

The first version of PASS was launched at the beginning of March 2017. A series of upgrades have
been made until now and other are planned during the rest &120 add new features to the tool.

This user manual will be kept 4p-date with these changes, so please make sure you are using the
most up to date version.

The most ugo-date version of this manual is always availdiden the IT tool¢ Organisation Pdal
page of the European Solidarity Covpsbsite:http:// europa.eu/youthkolidarity/organisations/it
tool-organisationportal and also in the dashboard of the organisat{®ASS):

#  System selection Log out

| £z | An official website of the European Union How do you know? v

FTIME EUROPEAN
MR SOLIDARITY
Lot g CORPS

PLACEMENT ADMINISTRATION AND SUPPORT SYSTEM (PASS)

Thank you for logging into European Selidarity Corps Placement Administration and Support System (PASS).

This system is designed to let you search for and make contact with European Solidarity Corps registered candidates, and finally offer them solidarity activities.
I & Download the PASS User Guide |

The following are the key steps to follow in the process:

Search for registered candidates, and make contact with them
Use the search screen to find potential participants for your solidarity activities.

Contact individual registered candidates and discuss the activities with them
For privacy protection reasons, you must first use PASS to ask the young person for permission to contact them. After they have given you this permission, you can email them or call them directly, outside of
PASS, to discuss the activities that are available.

Send an offer to the participant and get them to accept or decline it

When you have finished your discussions then you must send the young person an offer via PASS. The young person then has to either accept or decline the offer. The offers expire 15 days after they have be
sent. This step is very important, because once the young person has accepted the offer they will become eligible to access to additional online European Solidarity Corps services. The funding for your projec
may also not become available until the offer is accepted


http://europa.eu/youth/solidarity/organisations/it-tool-organisation-portal
http://europa.eu/youth/solidarity/organisations/it-tool-organisation-portal
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2 Overview of process

The Placement Administration and Support System is designed to let you search for and make
contact with European Solidaryt Corps participants, send them offers for various available
activities and finally issue certificates of participation.

After you have logged ithe following are the key steps to follow in the process:

1. Search for participats, and make contact with them
Use the search screen to find potential participants for your project.

2. Contact individual potential participants and discuss the project (activities) witlem
For privacy protection reasons, you must first use PASS to ask the young person for permission to
contact them. After they have given you this permission, you can email them or call them directly,
outside of PASS, to discuss the activity that is available.

3. Send an offer to a potential participant and get them to accept or decline it
When you have finished your discussions then you must send the young person an offer via PASS.
The young person then has to either accept or decline the offeroffbes expre 15 daysafter they
have been sent. This step is very important, because once the young person has accepted the offer
they will become eligible to access to additional online European Solidarity Corps services. The
funding for your project may also nbecome available until the offer is accepted.

4. Generate acertificate of participation
After the participant has finished thectivity he/she has been involved you can generate a certificate
2F LI NIAOALI GAZ2Y D tfSIAS OAJA@ALI GRS y@DABONARY ZI
out all the business rules for each type of activity.

A series ofipgrades are planned during 2021 add many new features to the tool. This user manual
will be kept up to date with these changes, so please make o are using the most up to date
version of this document, available fromitp:// europa.eu/youth/solidarity/organisations/itool-
organisationportal



http://europa.eu/youth/solidarity/organisations/it-tool-organisation-portal
http://europa.eu/youth/solidarity/organisations/it-tool-organisation-portal
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To help make the most out of using PASS, it would be useful to do the following before you first log
in:

A TheContact PersoandLegalRepresentativéhat are linked to theErasmus+Volunteering
accreditation (KA110pr Quality Label (ESC5aje provided with access to PASS and not the
contact persofs)/project managers of the project. To access PASS you have to use the email
address mentioned in the accrediton.

A If you will access PASS for thrstftime, please note thagou have to create an EU Login
account(formally known as ECAS) for thmail address mentioned in thQuality Label
(ESC52)r Erasmus+ Volunteering accreditation (KAl1X@)organisation

A Have a good understanding about the project that you want to fill. In particular, the search
will give you better results if you know the following information:

The start and end dates of the activity (placement);

How long the activityvill last petween 2and 12 months);

The knowledge and experience that you waatticipantsto have;

The country where the activity withke place

Countriesyou are specifically searching for potential participants from. This is
particularly relevant if you are trying to firedpotential participanfor an activity,

and need to ensure they come from countries where you already have a relationship
g A Uséndidgorganisationg ®

To To o Do Do

A Be ready to give the potential participants that you contact information about the planned
project, and what they will be offered, for instance for accommodation, travel, insurance
cover, training, etc.

Having all of this available befoyeu start to use the system will help you to more easily find the
potential participants that are best suited for your particular activities (your project deals with).
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4.ogging in

The Placement Administration and Support System (PASS) requires usergttienticate
GKSYaSt @Sa @Al GKS 9dz2NRBLISIHY /2YYA&aaArz2yQa aSoOdzNB

After authentication through EU Login, you can only get access to PASS if the email address linked
with your EU Login account is one bétemail address officiallyto your organisation in PASS
(emailslinkedof the Contact Person and Legal Representative linked tQtadity hbel or Erasmus

+ Volunteeringaccreditation)

A Organisations holding a Quality Label (ESC52) and the ones accredited under Erasmus+
Volunteering (KA110)The official email addresses are those of the two persons detailed in
the origind application for Quality Lab@ESC 52)r Erasmus+ VolunteeringA110,former
called EVS) accreditatigrthe Legal Representative and the Contact PerBdhese need to
be updated, for instance because someone leaves and is replaced, please contact the
Erasmus+ National Agency in your country, and ask them to upldedée contact details in
your accreditation. These updates will automatically feed through to PASS.

A Organisations thahave successfully applied to one of the funding programmes that
support the European Solidarity Corp#/hen an orgnisation is approvedtrun aEuropean
Solidarity Corps project, the Directorageneral overseeing the funding programme informs
the PASS administrators that the organisation and the email addresses of its nominated
representatives should get access to PASS. If these nomirgiegsentatives need to be
changed, the organisation should contact the Directot@eneral responsible for the
funding programme, and ask them to inform the PASS administrators of the changes.

A Startingthe login process

Access the European Solidarity Corp portal home page by using one of the option
presented below

1. Start from the European Youth Portal home palgip://europa.eu/youth/home), and
click on thebutton Read morér 4 & 2 OA I OSIINPAIS | (YK § 2YcardRHalNR G & / 21
RAALI F @SR APl NKSHag@iAQw@NRLISIY LyAldAz2y AyAl



https://europa.eu/youth/home
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/$h Volunteering

There are many ways fo volunteer at
European and international level
Read about the possibilities offered
to you

Read more

Learn about Europ

n EUROPEAN

SOLIDARITY

CoRPs

European Solidarity Corps

The European Solidarity Corps
programme creates opportunities for
young people to engage in solidarity
activities abroad or in their country in
projects that benefit communities.

Read more

= Traineeships
Discover attractive UaHVESSmpS

programmes at the EU institutions
and at international organisations.

Read more

#EuYouth

EU Youth Dialogue

EU Youth Dialogue is a dialogue
mechanism between young people
and decision makers taking place in
the framework of the EU Youth
Strategy.

Read more

£=9 Working
Fancy finding a job abroad? All you

need to know to make it happen is
collected here

Read more

ean Union initiatives for youth

#DiscoverEU

DiscoverEU

DiscoverEU is an initiative offering
18 years olds the chance to travel
around and discover Europe. Each
year the European Union awards
selected young people with a travel
pass

Read more

®

Travelling

Curious about other habits and
cultures? Preparing for your next
adventure? Check out our tips and
opportunities here

Read more

-Erasrnus+

Erasmus+

Erasmus+ is a programme to
support education, training, youth
and sport in Europe. It creates
opportunities for young people to
study, do trainings, and gain
experience abroad

Read more

Or

2. Start from the European Youth Portal home paloigps://europa.eu/youth/home), click
onthed dzii G 2 y W9 {isplaygdiinitde imaid négation and seleption
WOdzNR LISIY {2fARIFINRGE / 2N1LJAQ

- European Union

Europa >

eusopesnf vouru | poRTaL |

About Getinvolved ¥ Goabroad ¥ News Events Stories EU initiativesJ- EU Youth Strategy ~ Coronavirus =

Get informed about the different EU initiatives offering young people funded
opportunities. Explore how you can take part in youth exchanges, volunteer,
study, work, travel or participate in democratic processes in the EU.

WELCOME ABOARD

The European Youth Portal offers young people information on of
EUROPEAN .
I - SoLIDARITY #EuYouth #DiscoverEU

Explore initiatives to learn, work and volunteer.

Find ways to make your voice heard as a European citizen European Solidarity Corps EUYouth Diclogue DiscoverEl

Read more about the Portal E res
| [—— rasmus+
Erasmus+ Erasmus+ Virtual Exchange Eures

Or
3. Access directly th&uropean Solidarity Corps main page
http:// europa.eu/youth/solidarity



https://europa.eu/youth/home
http://europa.eu/youth/solidarity
http://europa.eu/youth/solidarity
http://europa.eu/youth/solidarity
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Europa > M > European Solidarity Corps

About Getinvolved v Go abroad v News Events Stories EU initiatives v EU Youth Strategy Coronavirus v

EUROPEAN
SOLIDARITY
CORPS

' EUROPEAY
SOLIDARIY

)RPS
European Solidarity Corps

Helping communities around Europe r ; ‘
& »L
b I

| am a young person | am from an organisation
Find more information about how to Find more information about how to
take part, register, and access your . take part and access the Organisation .
personal account ab Portal a

Register / Log in Log in

To login to PASS you either
a. Of AO 1 [ 2@bultdf®thdWL 'Y FTNRBY Ibgx, 2NBFYyAal A2y Q

Europa > ® > European Solidarity Corps

Rt Brioll] Rl [ = ) e 7

About Getinvolved v Go abroad v News Events Stories EU initiatives v EU Youth Strategy Coronavirus v

EUROPEAY
- [ SOLIDARIY

IRPS
European Solidarity Corps

Helping communities around Europe r i 1 \

| am a young person | am from an organisation

Find more information about how to Find more information about how to

take part, register, and access your . take part and access the Organisation .

personal account - Portal -
Register / Log in Login

b. 2 NJ Of Mof@infortngttion® o dmliliik2Sy WL Y F NP Wox andthehNHB | y A & |
click2 y {i 8 S butoyi Q
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Europa > f > European Solidarity Corps > Organisations

v o [ |

About Get involved v Go abroad v News Events Stories EU initiatives v EU Youth Strategy Coronavirus v

European Solidarity Corps

Helping communities around Europe

General information  Young people section  Organisations section

Thethe EU Logirauthentication screed & RA &L F @ SR 6 0GA(Gf S 2UBethe KS LJAS
email addess of your existing EU Login (EG&8unt, or if you do not have one, then we

recommend that you use the "Create an account" buttoyou wil be asked to verify your

emailddress as part of the set up process.

Sign in to continue

Enter your EU Login username or e-mail address

2 N 1 % Create an account
Jm— Next )

Or

Sign in with your electronic ID Card

Sign in with Facebook

Sign in with Twitter

Sign in with Google

o[ - |8

After you have completed the EU Login authentication process, you will be automatically redirected

backtotheW{ @ aGSY {StSOGA2yQ LI} 3AS

5 System selection

After you have authenticated via EU Login, you will be presented with the "System selection”
screen,as shown below.

If yourepresent an organisation thdiolds aQuality Labelor one that runs projectfunding by
programmes that support the European Solidarity Corps represent arorganisation thais

10
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accredited undeErasmus+ Volunteering (KA11@)en youwill see only the option to go to the
European Solidarity CorpsPlacemen Administration and Support System (PASS)

Note:The¥ 2 f dzy i SSNA Y3 51 Gl 61 aSQ NARO6GO2Y Kl a sh&€y NBY2
the possibility to advertise opptunities via PASS.

System selection

e You are logged in.

Thank you for logging in. Please choose which system you would like to use from the following options:

R EUROPEAN
S SOLIDARITY
Gl CORPS

© Placement Administration and Support System (PASS)

Search for participants for your European Solidarity Corps
projects, contact them and offer them placements.

6 Welcome screen

When you enter PASS fohé very first time, you will bepresented with the Welcome screen
below.

In order to continue to the rest of PASS, you must tick to confirm that you accept the Mission and
Principles of the European Solidarity Corps, and various other statements related to the use and
protection of your personal data and that of the young people you find through the system.

You will only be asked to complete this page once. Rhes%Contirue" button displayedat the
bottom of the screen to move to the next page.

11
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7 Organisation selection

After completing the authentication process, and the Welcome screen (for firsérs only) you
come to the screen where you can start to use the system.

If you are authorised to administer more than one organigatiben you will see all of the
organisations listed here.

Fromhere,you can:

akrowhpRE

o

7.
8.
You ca

Search for potential participants

Contact them via the Search results screen

Send potential participants an offésr an activity

Access the list with offers you have sent and corresponding status

Issue certificates of participatioMNfte that you will see this option only if you have sent at
least one offel).

Manage opportunities, e.g. Advertise, Update, or Remove

Access the list with the applications received for the opportunities advertised by you
Access the list with Contact requests you have sent and corresponding status

n also:

12


















































































































































































































































































































