ERASMUS+

Informacion practica

APasos previos antes de enviar la solicitud
AEnvio de la solicitud
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Erasmus+. Informacion practica

Pasos previos y necesarios para poder presentar una solicitud:
1. Apertura de una cuenta en ECAS
2. Alta de la institucion en el URF - Obtenciéon de PIC

ECAS = European Commission Authentication System (Sistema de
autenticacion del usuario de la Comision Europea)

ERASMUS+

URF = Unique Registration Facility (Servicio de registro unico)

PIC = Participant Identification Code (Codigo de identificacion del
participante)
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Erasmus+. Informacion practica

Apertura de una cuenta en ECAS:

V Primer paso necesario para obtener el PIC de la institucidon solicitante. Se
recomienda tener una Unica cuenta ECAS por institucion.

V Silainstitucion ya dispone de una cuenta en ECAS no es necesario crear una nueva
cuenta. Se recomienda hacer uso del correo electronico institucional intentando que
sea el mismo para la creacion de la cuenta ECAS, la gestion del PIC y de la Mobility
Tool.

V Manual de ECAS disponible en:
http://www.oapee.es/oapeel/inicio/ErasmusPlus/E-Info.html

ERASMUS+

V Enlace para abrir la cuenta: https://webgate.ec.europa.eu/cas/
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Erasmus+. Informacion practica

Apertura de una cuenta en ECAS:

Procedimiento:

V Facilitar informacion basica incluyendo una direccion de correo electrénico
(se recomienda utilizar el correo institucional)

V Recepcion de un email con el enlace para obtener la contraseia

V Si no recuerdan su usuario de la cuenta ECAS, tienen que abrir una nueva
cuenta con un correo electrénico distinto

ERASMUS+

V Si no recuerdan la contrasefa, se puede acceder a un enlace para su
modificacion

V Si no han entrado durante los ultimos meses en el Portal del Participante
haciendo uso de su cuenta ECAS, el sistema les va a pedir que cambien la
contrasefia
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Erasmus+. Informacion practica

Registro en el URF y obtencidn del PIC:
V Es necesario disponer de una cuenta ECAS
V Manuales de URF disponibles en:

Manual resumido en espafiol:

http://www.oapee.es/oapeel/inicio/ErasmusPlus/E-Info.html

Avianual completo en inglés con capturas de pantalla:

http://www.oapee.es/oapeel/inicio/ErasmusPlus/E-Info.html

ERASMUS+

Enlace para darse de alta:

http://ec.europa.eu/education/participants/portal/desktop/en/home.html

V Si la Institucidn tiene ya un codigo PIC por haber participado en otras acciones no
necesita obtener uno nuevo.

V Las instituciones de Educacion Superior tienen que comunicar el PIC a la EACEA
para poder finalizar el proceso de obtencion de la Carta Erasmus
http://ec.europa.eu.en/yourvoice/ipm7forms7dispatch?form=ErasmusCharter
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Erasmus+. Informacion practica

Registro en el URF y obtencidn del PIC:

Acceder a la aplicacion de registto en el Portal del participante:
http://ec.europa.eu/education/participants/portal/

Education, Audiovisual, Culture, Citizenship and Volunteering
Participant Portal

. P cipant Portal » Home

Welcome to the Education, Audio-visual, Culture, Citizenship and Volunteering Participant Portal

The Participant Pertal Is your entry polt for the electronic administration of EU-funded projects under the programanes;

= Creative Esrope

* Frasenuse

« Eurcpe for Cizens
« EU Ald Volunteers,

ERASMUS+

If you phan to submit a project peoposal under coe of these programmes, or wish to partidpate as an independent expert, you are requl od to register your
OIgAnisation or mxpert details heco, For informal groups of young peopde, oo mnember of the grove should register, a5 & natural perse 4 i the Ocganisation tab, oo
bebulf of the group. iIn the Organisation tab you will be able to search for registered crganisations

Registrocon lacuentaECAS
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Erasmus+. Informacion practica

Registro en el URF y obtencion del PIC:
Procedimiento:

Login con los datos de la cuenta ECAS, que lleva de nuevo al portal del participante

m EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

External

EUROPA > Authentication Service > Login

New password Sign Up Help

\ ) Log IN Not reqistered yet
SOAS-
T4 )
2 Is the selected domain correct?

__/~ External Change it
Commmsigg

P

=]

ERASMUS+

authenticates your identity on European Username or e-mail address
( Commission websites )

Password

research
requires you to authenticate

P More options...

Login! Lost your password?

Or log in with your

E Token
* ¥ x
¥ SOBER * .
DE mRE gmm.cumm * *
2 ¥ DEPORTE o4 R
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Erasmus+. Informacion practica

Registro en el URF y obtencidn del PIC:

Sel eccionar AReg@i ster organisati on

Education, Audiovisual, Culture, Citizenship and Volunteering
Participant Portal

European Commission > Education And Formation

European
Commission

Participant Portal = Register An Organisation

HOME CORGANISATIOMNS - EXPERTS SUPPORT «

Register an Organisation

To participate in proposals and projects, vou must register vour organisation first.
After registration, a unique identifier is assigned to yvour organisation

This is the 9-digit PIC (Participant Identification Code) number that will be used as a reference by the Commission in any future interactions. A
single registration is required for each organisation in the system.

Organisation Registration

ERASMUS+

Please keep the legal data of the organisation and programme related information at hand. You can check the infarmation you will need for the
registration in the documentation of the call for proposals. Please note that you have to register your organisation before submitting a project application.

You can pause the registration process at any time and continue it later. The system automatically saves yvour draft registration and will keep it until
wou complete it or for up to one year after its last edit.

RE

TER ORGAMNISA

oM

RESUME RE TRATION

How to update your organisation data?
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mMmodify registered data

If the validation Services have not started
the validation of your data yet:

To modify the data of your organisation, click
the My Organisations cption in the
Organisations menu, then click the ED button
next to the name of your organisation.

Upload supporting documents

If the validation Services have already
started the validation process:

You are able to upload additional documents
up to 10 MB. Once uploaded, these documents
may not be withdrawn or modified.

mMmodify validated data

If wour data has been validated by the
validation Services:

Only the Legal Entity Appointed

Representative (LEAR) (or a person with the

Account Administrative role for yvour

organisation) is authorised to request

organisation data modifications and prowide the
ot o ' b ra
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Erasmus+. Informacion practica

Registro en el URF y obtencién del PIC
Procedimiento:

V Hay que cumplimentar obligatoriamente todos los campos marcados con
asterisco:

A Introduccion del NIF/CIF de la institucion (VAT number)
A Introduccién del Business number:

o Universidades: codigo que figura en el RUTC (Registro de
Universidades, Centros y Titulos)
https://www.educacion.gob.es/ruct/home

ERASMUS+

o Centros docentes: Introduccion del cédigo que figura en el Registro
Estatal de Centros Docentes no Universitarios
https://www.educacion.gob.es/centros/home.do

o Instituciones privadas: N° de Registro de Sociedades

V La informacion del campo Business nameo no es obligatoria pero el omitirla
puede generar problemas con el formulario posteriormente.

o Se recomienda poner la misma informacion que en el campo fi L e gqankeoy no

traducir al inglés el nombre de la institucion
- Erasmus+
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Erasmus+. Informacion practica

Registro en el URF y obtencién del PIC
Procedimiento:

Introduccion de informacion de la institucion (naturaleza, fecha de creacion, datos de
contacto, etc.):

V Naturaleza de la Institucion: es conveniente revisar las paginas 22 y 23 de la
guia de usuario donde se incluyen aclaraciones al respecto

V En la fecha de registro se debera indicar la fecha de creacion de la
institucion de acuerdo con la disposicibn legal o reglamentaria
correspondiente.

ERASMUS+

V Para cumplimentar el dato i N A Cdédeo seleccionar fEducationo de las
opciones que aparecen en el desplegable.
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Erasmus+. Informacion practica

Registro en el URF y obtencién del PIC

Antes de pulsar sobre fFinish your registrationd es obligatorio pulsar primero
sobre Select a programme from the listd y seleccionar Erasmus +.

English(en) E] '

ORGANISATION ADDRESS CONTACT PROGRAMME SUBMIT DONE
@ O @ L o
Programme-specific dataliike ramme-Specific Information

Thank you for completing the first
step in registering your organisation.

You can finish the first step of the registration and get a PIC or you can come back later if you
saved your draft.
Now you can either:

- finish your registration and receive Finish your registration

the Participant Identification Code, or

- provide additional information relating
to a Specific Programme: select a You can also continue your registration with filling in program specific information. Aftgr filling-in,
Specific Programme from the list on you will return here and you can finish your registration.
the right-hand side and follow the o
instructions in the submission form Programme
pages that will open for the specific
programme (you will return to the

ERASMUS+

Select a Programme from the [isE

current page when done).
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Erasmus+. Informacion practica

Registro en el URF y obtencion del PIC:

V Es obligatorio cumplimentar el campo fOrganisation typeo a pesar de no
llevar asterisco. Si no, no se podra cumplimentar el formulario de solicitud.

V Después pulsar sobre iSave and Returna

I 5
DONE

+ .ﬂ.ﬂm ORGANISATION ADDRESS CONTALCT PROGRAMME SUBMIT
. . I T - .
U) EAC
D) Please sel EAC
ease select from the lists the type
and scope of your organisation, If
2 none of the options is relevant for your
U) arganisation, select 'OTHER' and add [IIataateilaath 1o Youth associations [=]
a shon descrption of your
< arganisation. Is your organisation a @ es Ha
small/medium-sized enterprise
m Small or medium-sized enterprise [SME)?
(SME) is an enterprise with:
m & Less than 250 emplyyees. Organisatien description 2 persons business with
& A balance shesl lwer than SOWE outsourced manufactunng elc
& A year turncver of less than 430 €
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Erasmus+. Informacion practica

Registro en el URF y obtencidn del PIC:

Se vuelve a la pantalla anterior donde hay que pulsar sobre fFinish your
registrationo

— —

ADDRESS CONTACT PROGRAMME SUBMIT DONE

Thank you for completing the first
step in registering your organisation.

You can finish the first step of the registration and get a PIC or you can come back later if you

saved your draft.
Mow you can either:

- finish your registration and receive
the Participant Identification Code, or

Finish your registration

- provide additional information relating

to a Specific Programme: select a You can also continue your registration with filling in program specific information. After filling-in,
Specific Programme from the list on you will return here and you can finish your registration.

the right-hand side and follow the

instructions in the submission form Programme : Select a Programme from the ”S_

pages that will open for the specific

programme (you will return to the

current page when done).

ERASMUS+
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Erasmus+. Informacion practica

Registro en el URF y obtencién del PIC

Podra entonces revisar la informacion proporcionada:

English{en) F i

ADDRESS CONTALT PROGRAMME SUBMIT DONE
5ummary: Review the organisation information you entered
arganisation dats, cick "Confimy (o submi it
+ Organisation information =
U) S Establishment/Registration Country * Belgium
SiEpparting documants.
D Legal Name B-CO =
2 Orfficial Language * Dutch
U) Business Name B-CO
< Business Registration Number 963852741
m VAT number
LIJ MACE code
Registration Date 2011-01-01
Registration Authonty BE

Legal Form

Legal Address information
Street Name and Mumber * 1 Mother Lane
P.O. Bax -

Save Draft | Delete Draft 0 | Confirm l

i e :APEE
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Erasmus+. Informacion practica

Obtencioén del PIC:

ERASMUS+

Se ha de tener en cuenta que el registro sera eliminado si no se accede al
mismo a lo largo de los 12 meses siguientes.
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