STEP-BY-STEP ERASMUS+
APPLICATION GUIDE




e Application Procedure

L-"-

Welcome! |
uniwersytet GdanSk'
You have been nominated to study at O & |

the University of Gdansk during your
Erasmus+ mobility.

Let us walk you through the
application procedure - step-by-step.
This guide will show you what
documents you need to provide, how
to prepare them and upload to our
online system called ESRS.

We are happy that you will join us! ;)

Evoguny Office




University Application Procedure

Step 1. Applicants ID and Photo

Step 2. Language Certificate - OLS
(Online Linguistic Support)

Step 3. ERASMUS+ Scholarship
Holder Form

Step 4. Health Insurance

Step 5. Timeline

Step 6. Uploading documents to ESRS




Step 1. Applicant’s Passport

Example copy of national passport
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a scanned copy in PDF format. All information must _ |
be readable and understandable.
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Photos from:: https://obywatel.gov.pl/pl/dokumenty-i-dane-
osobowe/paszport-informacje-o-dokumencie



Step 1. Applicant’s Photo

We only accept passport-style photos: Correct photos:

e Showing the face only,

Looking straight at the camera,

In colour, e

S

On a white or off-white background,

Not from Social Media profiles or Photoshoots.

Photos which do not fulfill the requirements:
Q. 5, e
&

Q: Why we ask for a passport
style photos?

A: Because we are going to use
these photos in an official

documents (e.g. Student ID).
Therefore, all applications with
improper photos are going to be
denied.

Photos from: https://www.gov.pl/web/gov/zdjecie-do-dowodu-lub-paszportu




U-

Before the mobility for the Erasmus+ program, it is
mandatory for the participant to take a language test
on the Online Linguistic Support (OLS) platform. The
OLS has to certify at least the minimum language level
agreed on in the interinstitutional agreement signed by
the home & host university.

The language test must be taken in the language in
which classes will be conducted at the partner
universities.

Here is a procedure of this test:

1. Create an account.

2. Log in to the created account.

3. Enter the language of the test you want to take (in
English) into the search engine, such as English,
Spanish, Croatian, etc.

4. From the list displayed, select the English Placement
Test or the appropriate language test.

5. After completing the test and receiving the result
(e.g., Cl1), download the certificate as a PDF file and
upload it to the ESRS system.

Please contact your home university to get access to
the OLS system.

Step 2. Language Certificate - OLS (Online
S Linguistic Support)

Example of the test result certificate

ONLlNE LANGUAGE SUPPORT |

Erasmus+ | European Solidarity Corps

Brussels

THIS IS TO CERTIFY THAT
Applicants First Name and Last Name

Date (MM, DD, Year)

HAS SUCCESSFULLY COMPLETED THE
Language Placement Test
AND HAS BEEN RECOMMENDED TO ENROL IN THE COURSE AT LEVEL:

Test result

This certificate can not be used as an official assessment and/or completion certification of a CEFR level.
The purpose of the cerificate is to propose the most suitable course on QLS for the learner.

eu | academy




EU Academia - How to create an EU Login (OLS)

EU Login is the entry gate to sign in to different European Commission services and/or other systems. EU Login verifies your identity and allows
recovering your personal settings, history and access rights in a secure way.

It's easy to create an EU Login account with your email address using the self-registration page. The tutorial below guides you on how to create an

EU Login. https://academy.europa.eu/

To create an account, you need to access the

EU Login authentication page.

1. Click on the Log in button on the top right
of the EU Academy.

\n Offic 2l websde of the European Union How dio you Know?

eu|academy 2 Lagin | En

gn up to follow

ourses on EU policy.

Explore by topic What do you want te learn today?

A @ & 3

Learn and teach smart Develop your skills Be inspired and inspiring The EU and you

Improve gnd imipart yowr Gaen and pass on new skills by Share your knowledge and Discover how EL policees affect
kravdadoes of EL poicy m A Frdlswaniy coaurses o diffarsnt EL desnover valuahlbs nsighils dieclly wolir daily work aoed e s haow
simple and accassible way palicy areas fromn EU excperis your experence can make a

1. Create an account.


https://academy.europa.eu/
https://academy.europa.eu/
https://academy.europa.eu/

EU Login

0 | English [en)
One account. many EU services L

EU Academy requires you to authenticate

Sign in to continue

Enter your e-mall address or unique Identifier

2. Click on the Create an account link.

or

SN With wour 10

n Sign in with Facebook
u Sign in with Twitier
H Sigo in with Google

Easy, fast and securne’ download the EU Login app

L] App Store

Aboul EU Legin  CoOkies  Privac atement.  Contact  Help Powered by

European

European Union [ EU institutions B Commission




EU Login q ] | English (en)

i
One account, many EU services .
Create an account

Create an account

3. Fill in the provided form with your personal details. All fields need to be filled. teio for extemal users

First name

- First name (can contain letters in any alphabet)

Last name

- Last name (can contain letters in any alphabet) g-mail

Confirm e-mail

- E-mail (an e-mail address that you have access to)

E-mail language

- Confirm e-mail (type your e-mail address again to make sure it is correct) Engish (en)

O By checking this box. you acknowiedge thal you
have read and undersiood the povacy siatemend

- E-mail language (the language used when EU Login sends you e-mails for validating _
Create an account Cancel

your identity or for notifying you about security events affecting your account)

- Check the privacy statement (click on the link) and tick the box to accept the conditions

about EU Login - Cookles  Privacy Statlement  Contact  Help

: g European
European Linion i EU instifubions [5 | & ms = . Commission

- Finally, click on the Create an account button to proceed



EU Login @ | crosnien

Onpe accounl, many EU services
Wmﬁmrﬂ

Create an account

After a couple of seconds, you should receive an email with the subject Thank you for registering, you wil receive an e-mal
Allowing you to compaiie i regisiralion process

"Your Password".

4. Access your email to complete the registration process. If you cannot

find the email, check your spam or junk folder.

About EU Login - Cookies  Privacy Statement  Contact  Help Powered by

. g European
European Union 2 EU institutions [ | 2E8 ms g Cammission



Your Password

Authentication Service <aytomated notfications@nomai ec ewropa s>

Dear Name Sumame
You have been registered in EU Login

Your emall address is email12}4igmail.com
To create yow password follow the link below

5. Click the link in the email or copy and paste it

in the address bar of your browser.

You have a maximum of 24 hr starting from the time that this message was sent 10 create your password but you are encouraged 1o do so
immediately if possible After this ime you can make another request by following the same link you will then need to re-enter your
usemname and confirm your request

If the above link does not work you can copy the following address imake sure the complete address is copsed!) and paste it into your
browser's address bar

Instead of replying to this message f you have a problem please follow the help or contact information on the ste where you were trying to
regisier

Note that @ may take up to 5 minutes after reception of thes mail before the above-mentioned site will recognize your regstration
Sent 10 you by EU Login



6. Type the password you want to use in the New password field.

It must contain at least 10 characters and a combination of:
- Uppercase letters,

- Lowercase letters,

- Numbers, and

- Special characters.
Select a password as long and as complex as you can in order to make your account more secure.
7. Type your password again in the Confirm new password field and click on Submit.

Note: the email field is prefilled with the address you provided previously and cannot be changed.
This is the email you will need to use when authenticating with the EU Login.

New password

I I8 Please choose your new password.

[ |
(External)

Mew password

Confirm new password

Passwords cannot include your username and must contain at
least & characlers chosen from at least three of the Tollowing four
character groups (white space permitted)

« Upper Case: AtoZ

# Lower Case. atoz

» NMumeric; 0 to 9

» Special Characters "#3%&'()"+ -/ <=>7@M\"*_"{}~

Examples: SENSRbaw GwOzMgom UinuCuwh

[zenerate other sample passwords)




Well donel!

You are now authenticated and can

proceed to the EU Academy.

e
beta |

eu|academy 9 Login | En -~

purses on EU policy.

Explore by topic What do you want to learn today?
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Learn and teach smart Develop your skills Be inspired and inspiring The EU and you
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simple and accessible way peOCY areas from ELU experis YOUI xXpefence Can make a

2. Log in to the created account.



OLS language test instruction

1. Selection of the language test
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Explore by topic

Suggested courses and events: f Suggested tags:

Lesson 0 English &P english language

(&P engiish

"
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English Placement Tast J

Learn English with OLS _—
prosze wybraé jezyk

My English Course A1 testu/please enter fest language
My English Course A2

My English Course B1

My English Course B2

English Learning Community and Resources

Discover the English language with Online Language Support

LICPM - Intreduction to the Union Civil Protection Mechanism

New on our platform

Media channel

More media >

)
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Enter the language of the test you want to take (in English) into the search engine, such as English, Spanish, Croatian, etc.

From the list displayed, select the English Placement Test or the appropriate language test.



2. Entry the test
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English Placement Test
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Knowing your language level is a great starting point to reach your learning goals faster! Take a few
minutes o complele the placement lest below and let us recommend the course thal suits you best

-

Target audience Enrol

Erasmus+ European Solidarity Corps

Offered by

This content i1s offered by the European Commission. The European Commission is the European
Union's poliically independent executive arm. It 1s alone responsible for drawing up proposats for new
European legisiation, and it implements the decisions of the European Pariament and the Council of
the Eurcpean Linion

Fryar




3. Start the test

You're a Woman - Bad Boys = 41 X ﬂ Course: Croatian Placement Test X ==

«c =2 o # academy.europa.eu/cc [ ; H
@ Mowa karta @ Login to my accoun... 6 pawlowska e @ BWZE @ @ BWZE @ BWZE e @ 6 BWZE e BWZE @ Logowanie - Elektr...

An official website of the European Union  How do you know? s

European Union

eu | academy Explore by topic w What would you like to learn today? maxlengt E Q D .,Q‘ Magdalena ... v En v

Site Home : Dashboard > Croatian Placement Test

You are enrolled in the course.

Start your Croatian Placement Test now!

To do: View To do: Receive a grade

The test takes between 10 - 45 minutes depending on your level
During the placement test, you can end the test at any time and your results will be taken into account.

To end the test, simply click the "Finish attempt” button

55 questions

Grading method: Highest grade

Attempt quiz now

Jur 0
< General feedback npio i

0%07
11.07.2023

@ T4

B



4. End of the test

Take My Breath - The Weeknd | X Start your Croatian Placement Te X +

&« => C # academy.suropa.eu/

@ MNowa karta @ Login to my accour... @ pawltowska 9 @ BWZE @ @ BWZE '@ BWZE @' @ e BWZE @ BWZE 9 Logowanie - Elektr...

An official website of the European Union = HOw do you Know? s

Oko polovice mandata postalo je bjelodano da viada nije
Not yet izazovima. Bivai premijer, koji se vrlo obilno ogla3avao tijekom izbornoga
razdoblja, sada jedva moZe napustiti svoje prebivaliste a da pritom ne izazove

answerad

bujicu dobacivanja | poruge duboko razocarane javnosti. Ono &to bi moglo biti
Marked out of zabrinjavajuce za biviega predsjednika viade jest injenica da pitanje hoce li
1.00 ogorcenje splasnuti ili ne, uvelike ovisi o napretku nacionalnoga gospodarstva
& FloaEain u ovim burnim vremenima.

Autor sugerira da ¢e gospodarsko stanje u zemlji...

Select one:
(O tesko ici na bolje
O ovisiti 0 javnome mnijenju.
O procvasti.
(® biti u nadleZnosti biviega premijera

Clear my choice

A FINISH ATTEMPT ...

« General feedback iy Y
(c) 2023, eu | academy
Follow us: W Twitter  in Linkedin € Facebook Help Centre  Privacy notice
Contact the EU EU institutions

016
11.07.2023 16

@ 4




5. Download the language certificate

- European Union

eu|ar.:ademy Explore by topic w What would you like to learn today? maxlengt H [:] D R Magdalena ... v Pl v

Swona Gldwna » Education & Capacity Building

English Placement Test

endglish-pElacomunt 4as]
= e
Congratulations, —w|  English Plarsment Tast | =
¥ o Certificy  Download 3
Your result: B1 =~ -
J - Doanload schievernent: English Flacement Test Certificate ]
You already have access o the necessary courses and learning i Yois can d S caniiicts o your

plans. dashboard in the seclion "My achievements”
[ |

o to dashboard

(c) 2023, eu | academy
Foliow us. W Twitter  m Linkedin €} Facebook

5. After completing the test and receiving the result (e.g., Cl), download the certificate as a PDF file and upload it to the ESRS system.



5. The language certificate
Example of the test result certificate

ONLINE LANGUAGE SUPPORT m| o

Erasmus+ | European Solidarity Corps
Date (MM, DD, Year)

Brussels

THIS IS TO CERTIFY THAT

Applicants First Name and Last Name

HAS SUCCESSFULLY COMPLETED THE
Language Placement Test
AND HAS BEEN RECOMMENDED TO ENROL IN THE COURSE AT LEVEL:

Test result

This certificate can not be used as an official assessment and/or completion certification of a CEFR level.
The purpose of the certificate is to propose the most suitable course on OLS for the learner.



Step 3. ERASMUS+ Scholarship Holder Form

FORMULARZ STYPENDYSTY ERASMUS+ STUDIA 2024/2025
ERASMUS+SCHOLARSHIP HOLDER FORM STUDIES 2024/2025

Wypetniaja wytacznie osoby wytypowane na wyjazdy w ramach Programu Erasmus+ (z listy glownej i rezerwowej). Formularz naleZy
wypefnic czytelnie DRUKOWANYMI LITERAMLI. / To be completed in CAPITAL LETTERS and only by persons selected for mobility in
Erasmus+ Programme (from the main and the reserve list).

IMIE / FIRST NAME ANNA

NAZWISKO / SURNAME NOWAK 1. 1. Applicant should fill the
“Personal Data field” with

DR - oo (RSN opaws [ foformation as cated in oia

OBYWATELSTWO / CITIZENSHIP POLISH

E- MAIL address example(@mail.com gﬁgﬁé iFS,\':gE/R +1234567890

IMPORTANT this form is supposed to be filled in ALL
CAPITALS.



Step 3.ERASMUS+ Scholarship Holder Form

2. You should write information

about YOUR Institution.

UCZELNIA MACIERZYSTA (nazwa, miasto, | ODESA [.I.MECHNIKOV NATIONAL UNIVERSITY,
kraj) / HOME INSTITUTION (name, city,

3. Applicant should write Faculty and
2. ODESA, UKRAINE, E10212488
country, ERASMUS code) field of study at HOME Institution
WYDZIAL, KIERUNEK /

FACULTY, FIELD OF STUDY at the Home; | FACULTY OF LAW AND ECONOMICS, ECONOMICS

4. Expected year of your studies and

INSTITUTION
: , , i degree for which you are going to study
Eﬁg é'%gxpflg\l\'lcﬂ%g%?;z g:-ln?g?l ;ggﬁit?)ahzaql et iR 4. 2nd YEAR, BACHELOR DURING ERASMUS+ mobility (Bachelor,
Master or Doctoral)
FIELD OF STUDY at UG 3 ECONOMICS 5. In “field of study :fxt UG“ you should write one of the
fields the below:
¢ Biology; . Applied Linguistics and . Psyc.hology;
. Biotechnology; Translation; y Sociology;
. Chemistry; o Scandinavian Studies; ’ Political Sciences;
. Economics; . Foreign Languages; e Socio-Economic Geography
° English Philology; . History; and Spatial Management
. German Philology; o Archeology; ’ Geography;
. Polish Philology; . Ethnology; . Oceanography;
o East Slavonic Philology; History of Art; * . '—?W .
. Roman Philology; . Physics; . Administration;
° Iberian Studies; « Computer Science/Informatics ° Management
. . . Classical Studies; . Mathematics;
IMPORTANT this form is supposed to be . Cultural Studies; . Education:
filled with ALL CAPITALS. . Logopaedics; . Philosophy:

o Slavistics; 0 Journalism;



Step 3. ERASMUS+ Scholarship Holder Form

PLANOWANY CZAS POBYTU ZA GRANICA / SEMESTR ZIMOWY / WINTER SEMESTER g, |t is important to write your mobility semester

PLANNED TIME OF MOBILITY 6. [0 SEMESTR LETNI / SUMMER SEMESTER properly. You should put an X only for one option
(winter or summer semester).

Podpis studenta
Student’s signature

llllllllllllllllllllllllllllllllllll

7. The signature should be handwritten.
IMPORTANT the signature can not a pasted photo.
The signature cannot be on a separate page,
woree .29.Q202Y.,. ﬂ Ab k... it must be joined with the rest of the document.
(o’ata oraz podpfs Uczesmfka programu Erasmu5+/ date, Erasmus+ Pamcrpants srgnature

Potwierdzam zapoznanie sie /I have read the clause



Step 4. Health Insurance

Ukrainian students are required to obtain commercial health insurance valid for the whole period of their

stay at the UG.
It must be valid on territory of Poland and provide coverage for medical expenses, treatment and

assistance in transportation which might be required in emergencies.

Therefore, your health insurance must cover:

e Medical and other expenses/Meaun4Hi Ta iHLI
ButTpatun (MB);

e Public liability/UuBinbHa BianosiganbHicTb (LLB);

e Accidents coverage/HelwacHui Bunagok(HB).

Please note the health insurance will be verified upon arrival.

Failing to present a valid health insurance will result in REJECTION from the Erasmus+ programme at the
University of Gdansk.



Step 5. Timeline
Academic year 2024/2025

@l

31/05 01/10/24 29/11 25/02/25
End of Start of winter End of Start of summer

. . semester nominations semester
nominations .

01/04

L L] ° ° o O.I 10 o ° o
Start of nominations Application deadline for /. . Application deadline for
. . Start of nominations for
for winter semester & winter semester & full R summer semester
full academic year academic year nominees nominees
(last day for students to (last day for students to

upload documents to ESRS) upload documents to ESRS)



Step 6. Uploading documents to ESRS

Imie / Name Anna In this system student should upload all
Nazwisko [ Lastname Mowak prepared documents: passport and photo,
e SERIG (IR et _ filled application form, OLS certificate,
Eligne | o Lol X [wyberz pik | Nie wybrano pii [ suomt | health insurance.

Obywatelstwo / Cibizenship [:.ll-'g.itn&m kraj _ ) '

Formularz stypendysty / Grantee form X | Wybierz ik | Nie wybrano plku | [Submit | The applicant needs to fill in the personal
Numer paszportu [ Passport number | | data field in the ESRS as well.

Siean paszporti [ Paesport scan [pdf) ¥ | Wybierz plik | Nie wybrano pliku [ Submit |

Plet | Gende wybierz pled / choose gender IMPORTANT If you have uploaded
Data urodzenia /| Date of birth (rrrr-mm-dd) documents, you DO NOT need to pay
Miejsce urodzenia | Place of birth 2 I attention to “no file selected” phrase. You
Ukca, numer mieszkania/domu / Street, house number | need to watch for ./ and X .

Kod pocrtowy, miasto [ ZIP code, city

Telefon | Phone number +1234567840

\/ — Document uploaded

Dane kontakliowe w razie wyp<
Imie | nazwisko [ Name & Lastname Andrzej Mowak

| Telefon kontaktowy / Phone number +1934 56784 x — Document not uploaded



Step 6. Uploading documents to ESRS

U-

n the fields of year and
level of studies, you should

Deldarowany jezyk studiowania / Declared language of study o= ; write the expected year of
Wezesniejszy udziat w Erasmusie | Previous partiapation in Erasmus | i ! your studies and degree for
e [ Bachelr v] which you are going to
Rak studidw / Which year of study: [ 2ndyear * study DURING ERASMUS+

mobility (Bachelors, Masters
or Doctoral)



Step 6. Uploading documents to ESRS

| B) Dane konta bankowego:
Hazwa banku™® [/ Bank name™ - |

Numer IBAN* | IBAN number* - |

Wiasnost konta® | Account ownership® Jestem [/ I am the whascicielem [ owner [ wepdhstadciciglem | co-owner powwyzszege konta [ of the above
SCCOUNT.

Numer SWIFT* [ SWIFT number®
MNazwa banku posredniczacego™ [/ Intermediary bank name™ : B |
Numer SWIFT banku posredniczacego” [/ SWIFT number of intermediary bank™*

1. The bank information section should be filled with information about your bank account, e.g. bank name, swift number
and etc.

C) OLS - Ondine Linguistic Suppe

Nadarmie testu OLS [ QLS test

Jeryk testu [ Language

Whnik testu / Result

D) Oswiadcrenia | Shatements®

K5E - KEarta Studenta Erasmusa (Erasmus Student Charter) - zat, IH umowey styvpendiaing) [/ Annex [ of | ; - ; .

b Bainniish ocromriat \ / yaypendiaing} / ; pobierz [ download KSE 2. [ zapomalamy/-em sie z treéoia KSE [ 1 have read the conbents of the KSE
OLS weynik testu [pdf] 3. X | Wybierz plik | Nie wybrano pliku | Weyslij

Oswiadczenie Green Travel | Green Travel Statement [ pdf] 4. x WybDerz plik : Mie wybrano pliku | Submit

2. Read ANEX Ill and confirm that you've read it,
3. Uload OLS Certificate in pdf format,
4. If applicable, upload the Green Travel Form. More information on the next page.



G_

Step 6. Uploading documents to ESRS

Travel from Lv'\/,Ukv’ﬂiM1 (city, country) to Gdansk, Poland, related to Erasmus+ mobility in summer/winter
semester 2023-2024

| will implement using low-emission means of transport:

[1 by coach

X by train

[ by car together with: 2.

1. NG B0 STV ossssssnsawnsssmssansnssossssmssssss e msmss sy s G s
Zx PATTE EFE SUTTVATTIE susrmmnmssioumismm s o in Gomsmo i GO RS (YRR AR ST AT
2 NATTE 26 ST TN sz sns st e i s s s S v i e R SRR S

Within 14 days from the end of the mobility, | undertake to provide the required travel confirmations (tickets/bills
for fuel for BOTH ways).

tttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttt

Date and signature of the Mobility Participant

1. You should write the city of

your departure. Not your home

city, a city from which you are
going to depart to Gdansk.

IMPORTANT Green travel
programme does not work if

your city of departure is in
Poland!

2. Mark this field if you travel
by car with at lest two other
mobility students.

Once you have filled the Green
Travel form, you will need
upload it to ESRS (see previous

page).



Koszty Leczenia

Ubezpieczenie komercyjne [pdf]

nazwa firmy
nr polisy

daty waznosci polisy

NNW [pdf]

nazwa firmy
nr polisy

daty waznosci polisy

OC [pdf]

nazwa firmy

nr polisy

daty waznosci polisy

Step 6. Uploading documents to ESRS

Choose File

PZU
123456
2025-02-07

" Choose File
1374 1)
123456
2025-02-07

\ Choose File
PZU
123456
2025-02-07

no file selected 2.

no file selected 2.

no file selected 2

Ubezpieczenie

The Insurance section
(Ubezpieczenie in polish)

1. Write information about

covers.

2. In the second field upload your

insurance in pdf form.

IMPORTANT you should repeat this
procedure three times as shown on the

picture.

insurance,
such as: insurance company hame,
insurance number, and the time period it



Step 6. Uploading documents to ESRS

IMPORTANT — Document uploaded
These documents should be in format:
o ID/Passport; x — Document not uploaded
. OLS
° Application Form; When you see all green marks
. Health Insurance;

e Green Travel Statemment (if applicable) ID/Passport;

Application Form;

The photo should be in format. Health Insurance;
Language Certificate/OLS

Photo

it means that you have successfully uploaded all needed documents!
Well done!:)

inform us about it via email:



T University
of Gdansk

GOOD LUCK!




