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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 potential participants for their projects, make contact with 

them, send offer to them and issue certificates of participations. 

Representatives of organisations that have been awarded with a Quality Label (ESC52), accredited 

under Erasmus+ Volunteering (KA110) have access to this system to search for potential 

participants, contact potential participants and send offers to them and issue certificates of 

participations. In addition, representatives of organisations that have successfully applied to one of 

the funding programmes that support the European Solidarity Corps will be given access to PASS. 

NOTE: Representatives of organisations that have been awarded with a Quality Label or accredited 

under Erasmus+ Volunteering (KA110) are the Contact Person and Legal Representative linked to 

the accreditation/Quality label of the organisation and not 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 of 2021 to add new features to the tool. 

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

most up to date version. 

The most up-to-date version of this manual is always available from the IT tool ς Organisation Portal 

page of the European Solidarity Corps website: http:// europa.eu/youth/solidarity/organisations/it-

tool-organisation-portal  and also in the dashboard of the organisation (PASS): 

 

 

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 Solidarity Corps participants, send them offers for various available 

activities and finally issue certificates of participation. 

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

1. Search for participants, 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) 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 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 offer. The offers expire 15 days after 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 not become available until the offer is accepted. 

 

4. Generate a certificate of participation 

After the participant has finished the activity he/she has been involved you can generate a certificate 

ƻŦ ǇŀǊǘƛŎƛǇŀǘƛƻƴΦ tƭŜŀǎŜ Ŏƻƴǎǳƭǘ ǘƘŜ ΨDŜƴŜǊŀǘŜ ŀ ŎŜǊǘƛŦƛŎŀǘŜ ƻŦ ǇŀǊǘƛŎƛǇŀǘƛƻƴΩ ǎŜŎǘƛƻƴΣ ǎƻ ȅƻǳ Ŏŀƴ ŦƛƴŘ 

out all the business rules for each type of activity. 

 

A series of upgrades are planned during 2021 to add many new features to the tool. This user manual 

will be kept up to date with these changes, so please make sure you are using the most up to date 

version of this document, available from: http:// europa.eu/youth/solidarity/organisations/it-tool-

organisation-portal   

 

 

 

 

 

 

 

http://europa.eu/youth/solidarity/organisations/it-tool-organisation-portal
http://europa.eu/youth/solidarity/organisations/it-tool-organisation-portal
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3 .ŜŦƻǊŜ ȅƻǳ ǎǘŀǊǘΧ  
 

To help make the most out of using PASS, it would be useful to do the following before you first log 

in: 

Å The Contact Person and Legal Representative that are linked to the Erasmus+ Volunteering 

accreditation (KA110) or Quality Label (ESC52) are provided with access to PASS and not the 

contact person(s)/project managers of the project. To access PASS you have to use the email 

address mentioned in the accreditation. 

Å If you will access PASS for the first time, please note that you have to create an EU Login 

account (formally known as ECAS) for the email address mentioned in the Quality Label 

(ESC52) or Erasmus+ Volunteering accreditation (KA110) of organisation 

Å 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: 

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

Å How long the activity will last (between 2 and 12 months); 

Å The knowledge and experience that you want participants to have; 

Å The country where the activity will take place; 

Å Countries you are specifically searching for potential participants from. This is 

particularly relevant if you are trying to find a potential participant for an activity, 

and need to ensure they come from countries where you already have a relationship 

ǿƛǘƘ άsending organisationsέΦ 

 

Å 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 before you 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 Logging in 
 

The Placement Administration and Support System (PASS) requires users to authenticate 

ǘƘŜƳǎŜƭǾŜǎ Ǿƛŀ ǘƘŜ 9ǳǊƻǇŜŀƴ /ƻƳƳƛǎǎƛƻƴΩǎ ǎŜŎǳǊŜ 9¦ [ƻƎƛƴ ǎȅǎǘŜƳ όŦƻǊƳŜǊƭȅ ŎŀƭƭŜŘ 9/!{ύΦ 

After authentication through EU Login, you can only get access to PASS if the email address linked 

with your EU Login account is one of the email addresses officially to your organisation in PASS 

(emails linked of the Contact Person and Legal Representative linked to the Quality label or Erasmus 

+ Volunteering accreditation).  

Å 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 original application for Quality Label (ESC 52) or Erasmus+ Volunteering (KA110, former 

called EVS) accreditation ς the Legal Representative and the Contact Person. If these 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 update these contact details in 

your accreditation. These updates will automatically feed through to PASS. 

Å Organisations that have successfully applied to one of the funding programmes that 

support the European Solidarity Corps: When an organisation is approved to run a European 

Solidarity Corps project, the Directorate-General 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 nominated representatives need to be 

changed, the organisation should contact the Directorate-General responsible for the 

funding programme, and ask them to inform the PASS administrators of the changes. 

Å Starting the 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 page (https://europa.eu/youth/home ), and 

click on the button ΨRead moreΩ ŀǎǎƻŎƛŀǘŜŘ ǘƻ ǘƘŜ Ψ9ǳǊƻǇŜŀƴ {ƻƭƛŘŀǊƛǘȅ /ƻǊǇǎΩ card that is 

ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ Ψ[ŜŀǊƴ ŀōƻǳǘ 9ǳǊƻǇŜŀƴ ¦ƴƛǘƛƻƴ ƛƴƛǘƛŀǘƛǾŜǎ ŦƻǊ ȅƻǳǘƘΩ: 

https://europa.eu/youth/home
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           Or  

2. Start from the European Youth Portal home page (https://europa.eu/youth/home), click 

on the ōǳǘǘƻƴ Ψ9¦ ƛƴƛǘƛŀǘƛǾŜǎΩ displayed in the main navigation and select option 

Ψ9ǳǊƻǇŜŀƴ {ƻƭƛŘŀǊƛǘȅ /ƻǊǇǎΩ: 

 
Or  

3. Access directly the European 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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To login to PASS you either 

a. ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ[ƻƎ ƛƴΩ button in the ΨL ŀƳ ŦǊƻƳ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴΩ box,  

 
 

b. ƻǊ ŎƭƛŎƪ ƻƴ ΨMore informationΩ ōǳǘǘƻƴ in ǘƘŜ ΨL ŀƳ ŦǊƻƳ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴΩ box and then 

click ƻƴ ǘƘŜ Ψ[ƻƎ ƛƴΩ button  
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The the EU Login authentication screen ƛǎ ŘƛǎǇƭŀȅŜŘ όǘƛǘƭŜ ƻŦ ǘƘŜ ǇƎŜ Ψ {ƛƎƴ ƛƴ ǘƻ ŎƻƴǘƛƴǳŜΩύ. Use the 

email address of your existing EU Login (ECAS) account, or if you do not have one, then we 

recommend that you use the "Create an account" button ς you will be asked to verify your 

emailaddress as part of the set up process.  

  

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

back to the Ψ{ȅǎǘŜƳ {ŜƭŜŎǘƛƻƴΩ ǇŀƎŜ 

 

5 System selection 
 

After you have authenticated via EU Login, you will be presented with the "System selection" 

screen, as shown below. 

If you represent an organisation that holds a Quality Label or one that runs projects funding by 

programmes that support the European Solidarity Corps, or represent an organisation that is 

ƻǊΧ 



Placement Administration and Support System (PASS) System Version 2.0 - October 2021 (v25) 

 

11 
 

accredited under Erasmus+ Volunteering (KA110), then you will see only the option to go to the 

European Solidarity Corps ς Placemen Administration and Support System (PASS). 

Note: The Ψ±ƻƭǳƴǘŜŜǊƛƴƎ 5ŀǘŀōŀǎŜΩ Ǌƛōōƻƴ Ƙŀǎ ōŜŜƴ ǊŜƳƻǾŜŘΣ ǘƘƛǎ ōŜŎŀǳǎŜ ŀƭƭ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴs have 

the possibility to advertise opportunities via PASS. 

 

 

 

 

 

 

 

 

 

 

 

6 Welcome screen 
 

When you enter PASS for the very first time, you will be presented 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. Press the "Continue" button displayed at the 

bottom of the screen to move to the next page. 
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7 Organisation selection 
 

After completing the authentication process, and the Welcome screen (for first-users only) you 

come to the screen where you can start to use the system. 

If you are authorised to administer more than one organisation, then you will see all of the 

organisations listed here.  

From here, you can: 

1. Search for potential participants 

2. Contact them via the Search results screen 

3. Send potential participants an offer for an activity 

4. Access the list with offers you have sent  and corresponding status 

5. Issue certificates of participation (Note that you will see this option only if you have sent at 

least one offer.) 

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

7. Access the list with the applications received for the opportunities advertised by you 

8. Access the list with Contact requests you have sent and corresponding status 

You can also: 












































































































































































































