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Introduction
This user guide explains how to use the OLS Licence Management Sydegred 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 WRh://www.erasmusplusols.eu

Improve your language
skills for free!

3 Steps for Online Linguistic Support

N VeESm———. .

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

To log in, enter the Login and the Password g@ai'll obtain upon activation of your account.

< Back to Home English (English) v
| gy

Welcome to Online
Linguistic Support
(oLS)!

LOG IN

| forgot my password

Erasmus+ and European Solidarity Corps Copyright 2019 FOLLOW US

Disclaimer - Privacy Statement - Cookies

EUROPEAN
SOLIDARITY
Erasmus+ CORPS
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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.

inisbiaiissdill) — click on this button to contact the Support Team for any téchl problems.

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

Home & mtben0l@m... v =»

2

LIVE COACHING

x

ome

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 Androxd mobdl app versions of the language couse
Licence Allocation To
Participants - Course

?

Licence Usage per Participant

?

Expired Projects

Expired Licences

u Muhi-Language Licence

On this page, you will find important information regarding umdatupcoming features of OLS,

system alerts and OLS communication material that can be used to infahility participants
(MPs) about OLS.

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

ﬂ OLS LIVE COACHING

Project Contact Persons

Licence Allocation To
Participants - Assessment

Licence Allocation To
Participants - Course

Licence Usage per Participant

Expired Projects

3] Multi-Language Licence
iners IMPORTANT - Ony for HIGHER EDUCATION

stion mobilly participants have the opportusity to aecess OLS language courses

would Bike fo leam with OLS.

bath thei mobility language and the official kscal language(s) of their destinalion country. They can simply express
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Click on any tab to navigate betweddome Project Contact Persond.icence Allocation to
Participants — Assessment Licence Allocation to Participants- Course Licence Usage per
Participant, Expired Projectand 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 siiitjlealogin and password. This
enables you to view the platform as if you were an MP, and explorbalfeatures 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 langssessment licence
from the 1BEN project to the same email address as the main contact esnalie secondary
contact email of the Beneficiary institution/organisation.

Once the additional role has been assigned and you log in, OL&uwithatically display the
interface that corresponds to the highest role in the following hiergirch

1. Beneficiary User
2. Mobility Participant

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

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

& mtben01@mailinator.com

OLS LIVE COACHING

2

& BENUser

a we

£

When in the role of an MP, you follow the same process that an MP wollv when connecting
to OLS for the first time. You will therefore be taken to the profile phgéore accessing thstart
assessmenbutton on the dashboard.

After accessing OLS in the role of an MP, you can easily retdine 1oMS via th&ack to BENUser
button.

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

Please note that upon completion of the first language assessment ¢irale of an MP), the
language course is not automatically allocated. You will need taualgnassign a language course
from the Licence Allocation to Participants - Coursereen. 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 forymojects

To add Secondary Contact Persons to your projects, please followstegsby-step instructions

Click onAdd Contactto add an additional Secondary Contact Person and enter thetacbamail
address.

When you click orAdd Contact the Secondary Contact Person of the project will be automatically

added to the list if the contact already exists in OLS. Their namephode number will also be
entered automatically.

If the contact doesn'yet exist in OLS, additional information will be requested.

Please noteif the contact is already the Main Contact Person for the projeegtpit’'t be possible to
also add him/her as Secondary Contact Person.

Page | 6
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3.1.3 How to remove Secondary Contact Persons from your petge
You can only remove Secondary Contact Persons if you are the Main td@aitson for a project.

The Main Contact Person of a project is the OLS contact persalefined by the National Agency
(NA) in EPlusLink.

If you are the Main Contact Person for the project and would lkeemove Secondary Contact
Persons from your projects, please follow thesep-by-step instructions

Click orRemoveto remove Secondary Contact Persons. A pop-up confirmation wigleapp



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

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

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

Click onEdit to modify the Secondary Contact Person. A pop-up will appear hétfdifferent fields
of the Secondary Contact Person, which you will be able to edit.dpliglit Contacto validate.

If the Secondary Contact Person is not editable because he/she is the bfaactCPerson, thesdit
button will be inactive and, when the mouse is over the buttoneaplanation will appear.



3.2 How to allocate assessment licences to participants
Licences are attributed to Beneficiary institutions/organisations by Natidmencies. If you need
additional licences, please contact your NA.

To access théicence Allocation to Participants Assessmensection, go to your homepage and
click on the 3 tab (Licence Allocation to Participants Assessment

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

By selecting a project, you can access the corresponding “LicAtceation to Participants-
Assessment” page related to this proje&emember that if you select the 1BEN project and then
assign a licence from this project to your Beneficiary main contact emaitesgldyou will
automatically create a second role in your Licence Management System. @ggang in, the system

will automatically provide you with the possibility of accegsLS as an MP or as a BEN User. If you
select the role “MP”, you will be able to access the platform follgwime same process as MPs. If
you want to access the language course platform, for example, you eeitl to allocate a course
licence to yourself after having taken the first language assessment.















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

3.3.1

Important information for Higher Education Institutions: Womatic allocation of course
licences

Automatic language course allocation is exclusively availableifireHEducation participants and,
depending on the mobility language chosen for the language assessmendtepas follows:

For German, English, Spanish, French, Italian, Dutch and Portugugber Hducation
participants who have obtained eesult between CEFR levels A1l and Bl in their first
language assessmerare automatically allocated a language course licence. As an HEI, you
do not need to take any further action in the OLS LMS. Cdiaeseces are automatically
deducted from the total course licences available. Therefore, participaitisa level of B1

or below will not appear in youricence Allocation to participant Coursesection, but you

are able to find these participants under th& &b (Licence Usage per Participgnt

For Bulgarian, Czech, Danish, Estonian, Greek, Croatian, Latvian, iaithudangarian,
Polish, Portuguese, Romanian, Slovak, Slovenian, Finnish and Swedsr: Etigcation
participants who have obtained &esult below CEFR level A2 in their first language
assessmentare automatically allocated a language course licence. As an HEI, yoot do
need to take any further action in the OLS LMS. Course licences areadigtiy deducted
from the total course licences available. Therefore, participants with a kEvAll will not
appear in yourLicence Allocation to participant Coursesection, but you are able to find
these participants under the'Stab (Licence Usage per Participgnt

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



3.3.1.1 Licences checks
If the system tries to allocate a language course (LC) while there are nieft@sthe mobility
language assessment (LA) project, the automated LC allocation fails. W bapens:

- The MP becomes eligible for manual allocation and appears on then@ecallocation to
Participant-course” screen of the BENuser, for the relative project

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

3.3.1.2 Language availability on course platform check

If the system tries to allocate a LC to an MP who scored higher tlealevkl of the course available
on the OLS platform, the automated LC allocation fails. Wherh#gpens, the MP becomes eligible
for manual allocation and appears on the “Licence allocation to Raatiti—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 cquntr

MPs who have not been automatically assigned a language course licamée invited to follow a
language course in the OLS LMS. The language course can be offehed imain language of
instruction/work, OR in the local language of the country, if thagluage is available on OLS.

Under the 4 tab (Licence Allocation to Participants Coursg, you can manually select the course
language for these participants. All mobility participants except foYand VET also have the
possibility to select the local language(s) themselves. Pleasehmattenanual allocation will only be
possible if participants have not selected the local language(s) themselves.

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 Hi¢paants.

To allocate course licences to your participants, please follow thiegeby-step instructions

To access theicence Allocation to Participants - Coursection, go to your homepage and click on
the 4" tab (Licence Allocation to Participants - Couyse

If you have several projects, all available projects will appear and, foragabkem, you will be able
to see how many licences are left (for both assessments and courses). Selewj#ut you want to
use.

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

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

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












3.3.4 Select the language of the course

You can invite participants listed on this screen to follow a langgagrse in their main language of
instruction/work, OR in the local language of the country, providet the language is available in
OoLS.

In the columnSelect Course Language(®) drop-down menu gives you the option to select the
language(s) to be allocated to the mobility participant. For paréints who have obtained a result of
C2, no language is selected by default. The mobility language (@masaigned 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 assessmengcisdsaboth
assessments and the course will be in the same language.

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

To allocate a course licence to a participant, first, select theulageg you want to assign and then
click onAllocate on the righthand side of the participant's row. A messagil then appear,
confirming that the course licence has been successfully allocated.



3.4 How to allocate course licences to trainers
In order to assign licences to Trainers of your Beneficiary Institution,nged 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

Once you click on the Trainers tab, you are taken to the page displggingvalidated Trainer
Project. Select the Project to create your Trainers’ access to the auinee.

Enter your Trainer’s email address and the language they will teach, ibkronlCreate Trainér

As is the case for any other OLS user, the Trainer will receive an autoawiteation email including
a button inviting them to create their password and profile.



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

To access thkicence Usage per Participasection, go to your homepage and click on tietab
(Licence Usage per Participgnt

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

You can also sort the information alphabetically, chronologicailynumerically, by clicking on a
column title.






3.5.1 How to resend an assessment invitation to a participant

If you would like to resend an assessment invitation to a participelitk on theResend invitation
button in the first column.

When clicking on th®esend invitationbutton, a pop-up message will appear, asking you to specify a
new deadline to take the assessment. Pleasterhat this is only possible if the participant hasn’t

yet started the assessment (if the participant has already startedResend invitationbutton will
not be visible).

The participant will receive another invitation with the new deadlto take the assessment.

By default, the language to be tested will remain the same as the one speunitieel first invitation.
If you would like to modify this language, you will hagedtlete the participant and then re-invite
her/him to take the assessment in a new language in ltieence Allocation to Participants
Assessmentab (3.2).

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



3.5.2 How to modify/cancel an invitation and re-invite particgnts
Once invitations have been sent, they can no longer be edited oifireddIf you need to cancel an
invitation, please follow thesstep-by-step instructions

Invitations can be cancelledgrovided that the participants haven'yet started the language
assessment. Licences that have been cancelled will automatically be retusngaolut remaining
assessment licences.

Select thelLicence Usage per Participamab. Once on the page, search for the participant whose
invitation you would liketo cancel. If they haven't started their first assessment yet, the cancel
button should be available in the first column:



3.6 How to monitor the expired projects

The Expired Projectdab facilitates the monitoring of projects and MPs. This allgasr current
projects to be kept separate from expired projects. When projects have exfiesthed their
contractual end date), their content is moved to this screen.

For projects that have expired, it is no longer possible to inMtes to take the % language
assessment. However, MPs that have been invited to take thiardiguage assessment before the
project end date will still be able to take thé& and 29 language assessment, and you will also be
able to invite them to follow a language course (in ttieence Allocation to Participants Course
screen, under the tab of your expired projecsee section 3.3).



3.7 How to monitor the expired licences

To access thd&xpired Licencesection, go to your homepage and click on tH& tab Expired
Licencekl

The Expired Licencetab facilitates the monitoring of MPs who have missed the deadlinale t
their 1 language assessment, or the deadline to start following their languagse=oFrom this tab
you can also re-invite these MPs to th& language assessment or the language course. Expired
licences are returned to your remaining licences.

Please note, participants whose language assessment or courseelisestill active (deadline not yet
reached) are not shown on this screen. Equally, participghtsstarted the I assessment without
completing it are not shown on this screen (in this case, teade is lost). These participants are
shown on thd.icence Usage per Participastreen.



3.7.1 How to reallocate a language assessment to a participanos licence has expired
If you would like to resend an invitation for the language assessmeatparticipant, click on the
Reallocate Invitationbutton in the first column.

Please note that when resending an invitation for the language assessmeop-appmessage will
appear asking you to specify a new deadline to take the assessment.






3.7.2 How to reallocate a language course to a participant wiadience has expired
First, click on th&xpired Licences LC (Courtsd).

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

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

Please note, theeallocate feature on theExpired Licencepage is a shortcut to redistribute a new
licence to a selected MP with the same language to test and from the sameciprohisExpired
Licencegage does not allow you to change the language of an invitation.



3.8 How to access your OLS Institutional profile
If you need to edit your profile, click on tiRrofile button in the top-right corner of your screen.

The profile page is divided into 2 sections:

User Profile includes your Login, Email, Name, First Name, Password, Timd@zabeghone
Number and notification settings. You can only modify the passward notification
settings.

BEN information includes your BEN PIC, BEN Name and Country. You caodify this
information.



3.8.1 How to edit your profile

You can edit your password in théser Profilesection. The contact name and contact number are
not editable as they are automatically imported from EPIlusLink. Oogengive made the necessary
changes, click o®ave Changesat the bottom-left of the section. A message will then appear to
confirm that the changes have been successfully saved.

3.8.2 How to receive a notification each time a mobility pariant has completed the ¥
language assessment

If you would like to receive an email notification each timeMi has completed thesllanguage

assessment, you can tick thevant to receive a notification by email each time a parfieint has

finished the first assessmenbox. Once you have made the necessary changes, clicRaoa

Changesin the bottom-left side of the section. A message will then appeacdnfirm that the

changes have been successfully saved.

If you tick this box, you will receive an email notification whenevparicipant has completed the
first language assessment. These notifications are not sent instantly, betesrery hour.

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

Please note, this notification is sent to the Main Contact Perasiwell 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 adoe®4.S will be deactivated
and their licences will automatically be returned to your reniragnassessment licences.



4 Support

If you encounter any problems or issues when following the instructdms/e, please contact the
Support Team by clicking on tReport a Problenbutton in the header.



