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DEADLINE FOR GRANT APPLICATION ERASMUS SMS = 15/06 

Application in Mobility online is only a part of the grant application. Do not forget to fulfill ALL 

the obligations as mentioned in the document “GRANT PROCEDURE” which you can find on 

Intranet in the file “Beursaanvraag/Grant application” of Erasmus SMS: 

https://student.ap.be/erasmus-sms-studie  

At the time of the deadline, your application in Mobility Online needs to be completed at least 

until the step “Display application form” (3.2 h).  

The following is also part of the grant application procedure and needs to be completed by 

the deadline → make sure to send the required financial documents to STUVO 

erasmus.stuvo@ap.be. More information in the document “GRANT PROCEDURE” which 

you can find on Intranet in the file “Grant application” of Erasmus SMS: 

https://student.ap.be/erasmus-sms-studie  

TO DO BEFORE DEADLINE OF GRANT APPLICATION: 
 

1 Application in Mobility online 

To start, you click on this link (use another browser than internet explorer). 

 Registration 

You will be asked to log in to the system. You can do this using your AP account. This 

means the account you use to log in to e-campus. 

Email: sxxxxxxxxx@ap.be + your personal password 

 Application form 

After you login, you will see the application form. You complete the required information. 

 

Some explanation about data you will have to fill in: 

- Privacy statement: please check this box to agree with the privacy statement 

- Student number: fill in your student number (not the “s” before and without possible 

“0” in the beginning). 

- Email address: it is obligatory to use your AP email address. We only communicate to 

that address.  

- Do you want to rent your room in Antwerp to incoming students? If you have a room 

(kot) in Antwerp and you want to rent it during your exchange abroad to incoming 

students, click “yes”. By doing this you will be able later in your workflow to print and 

upload the “rent-my-room-form”. The AP International office can pass this information 

to incoming students. Afterwards all possible communication will occur between you 

and the incoming student. It is your responsibility to check whether you are allowed to 

do this or not.  

- Faculty/Department: indicate in which department of AP you are studying 

- Field of study: your study programme at AP (between brackets you will find an 

English translation of the study programme)  

- Study subject: your study programme at AP  

https://student.ap.be/erasmus-sms-studie
mailto:erasmus.stuvo@ap.be
https://student.ap.be/erasmus-sms-studie
https://www.service4mobility.com/europe/LoginServlet?identifier=ANTWERP62&sprache=en&kz_bew_art=OUT&kz_bew_pers=S&aust_prog=SMS&trans_roll_id=8&fromApplication=1
mailto:sxxxxxxxxx@ap.be
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Number of completed higher education study years (at the start of the exchange): fill 

in the number of years completed in your current study programme at AP at the 

moment when you will start your exchange (60 ECTS completed = 1 passed year). 

Your study programme requires a certain minimum of credits. 

- Will you follow a language course in Belgium or in the host country before the start of 

your exchange period? (in the language of instruction of lessons or traineeship/in the 

language of the host country): if you follow a language course as a preparation to 

your exchange, click “yes”. Below click “yes” again if you want to apply for a financial 

contribution for taking this language course (for the conditions see Intranet: 

https://student.ap.be/tegemoetkoming-kosten-taalcursus). If you click “yes”, you will 

be able to print and upload an application form for this in your workflow later to apply 

for this contribution. 

- Do you wish to apply for an additional support grant to finance extra costs due to a 

disability? If you have a disability, and as a result of that extra costs to make your 

exchange possible, you can apply for additional financial support for the costs that 

exceed the TOP-UP of the Erasmus grant awarded. Contact international@ap.be for 

explanation and guidelines. 

- Do you receive a scholarship from the Flemish government (= studietoelage) in this 

current academic year and do you expect to receive one in the following academic 

year as well?: the answer is “yes” when you receive a Flemish scholarship from the 

Flemish government or probably will receive one (if you are not sure yet, also click 

“yes”)  

- Are you a student who is an official working student (werkstudent) (see article I.3, 78° 

in the codex of higher education)? Check the definition in the codex of higher 

education: https://data-onderwijs.vlaanderen.be/ If the answer is “yes”, the participant 

is requested to send, to the AP International office (veronique.blockhuys@ap.be), a 

proof of this official status as defined in the codex of higher education (see link 

above). 

- Did you complete an Erasmus study or traineeship abroad as a student during the 

same study cycle (at AP or elsewhere) already in the past? If yes, fill in the amount of 

months and days you already did an Erasmus before. 

- At the bottom you will need to fill in three choices (even if your destination is already 

known and certain). These 3 choices are mandatory fields but can be adjusted in a 

later phase. You will need to fill in the language of instruction for each destination 

(=language of the courses you will follow abroad)  

- Traineeship included: if you also do a short traineeship abroad next to the courses 

you take, click “yes” and provide the required information.  

 Once you completed the application form, click “send application”. 

 

https://student.ap.be/tegemoetkoming-kosten-taalcursus
https://data-onderwijs.vlaanderen.be/
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2 Confirmation email 

You will receive now a confirmation email of your registration. At the bottom of the email you 

can find a link to the login page where you can login to Mobility online using your AP 

account.  

KEEP THIS E-MAIL WELL. YOU WILL NEED THE LINK ANY TIME YOU WANT TO 

ACCESS THE SYSTEM.  
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3 Complete your workflow in Mobility online – 

mandatory Erasmus administration  

 General information about certain buttons in the system 
 

To go back to the workflow, if not automatically done in the system: 

- Click “back to the workflow” at the bottom if this button is available: 

 
- Click “Reload application workflow” in the left upper corner. This button is also useful when 

the workflow is not refreshing properly. 

 

 How to change information  

If you have to change entered information, you can do this yourself by clicking the step in 

your workflow in which you want to change information, f.e. the step “display/edit application 

data”. Then click the button “Click to make changes” below, make the changes and then click 

“Save” to save. 

If it is not possible to change the information yourself, because the information is locked, 

contact your international co-ordinator or AP International office immediately to make the 

changes. 

It is your responsibility to keep everything up-to-date. 

 

 First part of administration - complete workflow until the step 

“display application form” – before deadline of grant application AND 

before the start of your study 

 
Now that you are logged in, you are really in the system. What you see right now, we call 

your workflow. Your workflow is divided into different subgroups: 
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By using the + and – above (see red circle), you can open or close the subgroups. On this 

printscreen they are closed. 

To open, click the “+”. 

Then, you will see the workflow in detail:  

Proceed immediately with the following: 

 Personal data 

The next step is to complete your “personal data”.  

You click on the step “complete personal data” and you fill in the required information.  

 

Explanation : 
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- Social insurance number: see identity card (rijksregisternummer) 

- Permanent address details: your home address (where you are domiciled) 

- Current address details: when you have a room in Antwerp. If you do not have a room 

(kot), fill in your home address 

- Foreign address: your address abroad – during your exchange – if already known. If 

not known at this time, please remember to complete this at a later stage. 

- BIC: it is a unique code per bank. You can find this on the website of your bank.  

IBAN: your bank account number starting with BExx . You can find it on your bank 

card, on the website of your bank or using the tool on http://www.ibanbic.be/. Fill in 

your bank account number without interspace. 

 

 Upload passport photo 

The next step is to upload a photo. This can be any picture as long as we can recognise 

you. If the picture is too big, you can easily make it smaller in the programme “Paint”. You 

open the picture in “Paint” and you click in the menu on “Formaat wijzigen”. You reduce the 

pixels and save the picture. 

 

 

 

 Print checklist – international exchange 

You will arrive in the step “Print Checklist - international exchange”. By printing this 

checklist, you declare to have read the document and know the information.  

 

In this document you can find an overview of a lot of administration and important things to 

take care of. Read the document well. 

 

http://www.ibanbic.be/
https://www.service4mobility.com/europe/SerienbriefServlet3?match=57565b96a7a9f93ce51413f3cdf7b52ae378156a65510711e1f5692dd925f9e8f14d6c6edc13fb9126d1df689e30b7b127e6c6306afedc887b73f3d21aec2c75e78b005186c3fa47cda39a96f7a3d0fcf28eb7d884f92a1b6df5009f1ecca0b9a5381e2f40f6c5cefb63a9eeb649c88a52d39a13fe455f1b352fa1b2a329e5970b3e2dfd7835f9bf89093894da07a26fd01d038e7e0d7f6d4fa954f515a7acb0417ce47f89c23ccc9c86524d69fa0e6987ee67bea5fee57a0fb0389b0ec75bc1
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 Application form “Contribution costs Language course”   

If you have indicated in the application data that you will follow a language course in 

preparation for your exchange and you want to ask for a contribution in the registration costs, 

you will be able to print in your workflow the application form to apply for this contribution 

(under certain conditions only). If you did not indicate this in the application data, you will not 

be able to print this and you will not see this step.  

You can print this document, complete the word-file and upload the signed document with 

required attachments in your workflow in the “upload-step”. 

You can upload several documents there (= application form + attachments). By using the 

“white page icon” you can upload a new document: 

 

 Rent-my-room-form 

If you have indicated in the application data that you want to rent your room (= kot) in 

Antwerp to incoming students, you will be able to print in your workflow the “Rent-my-room-

form”. If you did not indicate this in the application data, you will not be able to print this and 

you will not see this step.  

You can print this document, complete the word-file and upload the signed document in your 

workflow in the “upload-step”. The AP International office will pass this information to 

incoming students. The incoming students will contact you afterwards. It is your own 

responsibility to check whether you are allowed to rent your room to others.  

 

 “Complete ICE-file” (= in case of emergency) and “Print Emergency card” – 

VERY IMPORTANT AND OBLIGATORY 

Another important step in between is the step “Complete ICE-file”. Here you have to fill in 

some information that might be important “in case of emergency”. If you are not able to 

complete certain information right now, you will have to do this later. Do not forget this. It is 

very important and obligatory. 

After completing you click “create” (there are two pages to complete). To return to the 

workflow you click “back to the workflow” and to change the entered information later you 

click “Click to make changes”. 

Once you have completed the ICE-file, you will be able to click the step “Print Emergency 

card”. Do this and take this document with you on exchange so that you have all information 

“in case of emergency” with you. 

 

https://www.service4mobility.com/europe/BearbQuestionServlet?match=57565b96a7a9f93ce51413f3cdf7b52a1ba1cb7329b18afdc9c4daaf897cf9c78f1b1bc32e24e6a60309cdb81c6116db96b138159160ffe620642891f948bb5a07c696914cf7d63d04ad27b733b6b341f8a23c85434c39cb8082a6dd46284aeadf0cfa8566eb0265f62ef06c16ee43ed67886718dcba59c58a89d1c84c9428fe610337ef69458273c5fbc5fb5ec94c9fe1674db8c790ee649e294d9db030e4ac41ca8221920b19c95297bd64f33916e570cd907d4831ed6f5ac23628fafd2c940d9e3bdcd0126bc94c35fa896a0c308729e836979abb296f
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 Upload optional documents (if asked by your international co-ordinator in your 

study programme) 

The step “Upload optional documents for selection” makes it possible for the student to 

upload the documents you needed for nomination or later, f.e. CV, motivation letter, other 

files like a sound file etc. Like this your exchange file is complete. 

 

 Display application form 

You arrive at the step “Display application form”. Click on this step and open the document 

in order to be able to proceed in your workflow. 

On the deadline of the Erasmus grant application (15/06), you need to have completed 

all steps MINIMUM until here. 

Pay attention: Application in Mobility online is only 1 part of the grant application.  

The following is also part of the grant application procedure and needs to be completed 

BEFORE the deadline (15/06) → make sure to send the required financial documents to 

STUVO erasmus.stuvo@ap.be. More information in the document “GRANT PROCEDURE” 

which you can find on Intranet in the file “Grant application” of Erasmus SMS: 

https://student.ap.be/erasmus-sms-studie  

 
TO DO BEFORE THE START OF THE EXCHANGE ABROAD: 

 Reconfirm Study/Traineeship information (destination, city ...) 

At the moment of Grant application you might not be sure about your destination yet. That is 

not a problem. However, as soon as you have certainty about where you will study or do a 

traineeship, you will have to complete this step immediately. As long as this information is not 

completed with CORRECT information, your international co-ordinator will not be able to 

provisionally approve your application and you will not be able to proceed in your workflow.  

So complete this step as soon as you can with the correct information about your destination. 

This is very important. 

How? 

- Click the step “Reconfirm study/traineeship information (destination, city …)” 

- Click “Click to make changes” 

- Check the entered information 

- Change and complete where necessary 

- Tick the box to confirm the entered information is correct 

- Click “Save” to save the information 

- Click “Cancel/Back to workflow” to go back to your workflow and proceed with the following 

steps 

 
 Approval (or disapproval) by your international co-ordinator in 
your study programme at AP – before the start of your study 

 

https://www.service4mobility.com/europe/SOPUploadController?match=57565b96a7a9f93c5630c4ed504f4956cc4b006393afd37a646adb099737b6d835ef68025c9adb66bd94b189f4b555c0f829fdb33c1d8fa7b2138ee89a2d782909970239686144899be43545d17f75e3e8ef96f98dd80317cd2c34f07bd95936a67ae0e5d1cd0ff16dc170ae50c5f4719e2368f346848d039a2a911db8bf441e840d73ba6ead68618587eda8f1cbf7470b65dceb74fdfdfadea1c48a2968c0e44d50e482a8e0883ab121d68b69f346fec17aafeafe2c725a3bd274a1da07929c2c73854fcf77d8108b288acbfe2f7ee52c73854fcf77d810deedef53939c7b333f7d7d052d527b384001be6b5c9cf9b2
https://www.service4mobility.com/europe/SOPUploadController?match=57565b96a7a9f93c5630c4ed504f4956cc4b006393afd37a646adb099737b6d835ef68025c9adb66bd94b189f4b555c0f829fdb33c1d8fa7b2138ee89a2d782909970239686144899be43545d17f75e3e8ef96f98dd80317cd2c34f07bd95936a67ae0e5d1cd0ff16dc170ae50c5f4719e2368f346848d039a2a911db8bf441e840d73ba6ead68618587eda8f1cbf7470b65dceb74fdfdfadea1c48a2968c0e44d50e482a8e0883ab121d68b69f346fec17aafeafe2c725a3bd274a1da07929c2c73854fcf77d8108b288acbfe2f7ee52c73854fcf77d810deedef53939c7b333f7d7d052d527b384001be6b5c9cf9b2
https://www.service4mobility.com/europe/SerienbriefServlet1?match=57565b96a7a9f93ce51413f3cdf7b52ae378156a65510711e1f5692dd925f9e8f14d6c6edc13fb9126c37c53ca4651f1318962409078a3fcd6bd1d4fc992527b4552d40452ffa5037146df591af76bb98cd4fb7e40f42dc8972c8e273ba902c983b62d4cdde07f0ee611b1c0e7981ae65b52969384daec7c771dcca8fece7ab901256d6f9554010d2565e0829214d6e4b357348dcb6a9809dd630bc03c21b97919dcaafc9c0521ae4f68ae35911ee76768498e9661569a989a4db58e6994a58f8698eca943cd435f
mailto:erasmus.stuvo@ap.be
https://student.ap.be/erasmus-sms-studie
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After you have “Reconfirmed the study/traineeship information”, before continuing your 

workflow, your application will first have to be approved by the international co-ordinator, 

after internal decision of which student can go to which destination. The co-ordinator will 

approve your application to confirm this. Feel free to contact your co-ordinator about the 

exact timing: https://student.ap.be/internationale-coordinator-opleiding  

IMPORTANT: this is a provisional approval. This approval means that your co-ordinator 

allows you to proceed with your application for the destination entered in the system. The 

official approval to go abroad depends on your results at the end of the academic year. 

 

 Administration BEFORE start – Reconfirm dates/OLS 
language test/Learning Agreement/Grant agreement – before the 
start of your study 

 

 Reconfirm study/traineeship dates and travel dates 

Before having access to proceed with the following administration BEFORE start (such as 

Learning agreement and Grant agreement) you have to complete the step “Reconfirm 

study/traineeship AND travel dates” AS SOON AS possible. In this step you confirm your 

start and end date of your study/traineeship + your travel dates. 

This is very important for our financial department to arrange the “travel and assistance 

insurance” for your exchange abroad. And we also need these dates to be able to proceed 

with your Learning and Grant agreement. 

Make sure to complete this step WELL in advance so that the insurance and your 

administration can be arranged in time = BEFORE START. 

How to do this? 

- You click on the step “Reconfirm study/traineeship AND travel dates”  

- Click “Click to make changes” 

- Adjust the entered start and end dates if necessary + fill in your travel dates  

- Tick the box to confirm the entered information is correct and complete 

- Click “Save” to save 

- Click “back to the workflow” to proceed with the following steps. 

For more information about “insurances”, read the information on Intranet: 

https://student.ap.be/verzekering  

 Mandatory OLS-language assessment before departure   

This part of the procedure is handled outside Mobility online.  

All students going on Erasmus (including Erasmus zero grant students = students who do not 

receive a grant), are obliged to perform a language assessment BEFORE the start of their 

exchange abroad. You will need to perform the assessment in the language of instruction 

during your study (this means the language in which you will take the courses), on condition 

that this is one of the following languages: Czech, Danish, Greek, English, French, German, 

Italian, Spanish, Dutch, Polish, Portuguese or Swedish (or additional languages once they 

become available on the Online Linguistic Support (OLS) platform), with the exception of 

native speakers.  

https://student.ap.be/internationale-coordinator-opleiding
https://student.ap.be/verzekering


 

12/18 
Guideline Mobility online – Erasmus SMS 
Version May 2022 

In order to be able to send you an invitation for the language assessment, we will base 

ourselves on the instruction language entered by you for your approved destination in the 

application data in Mobility online. You will receive an invitation for a language assessment 

for that particular language (if any of the above mentioned) from the OLS-platform. 

The same instruction language will be mentioned on the Learning agreement. 

It is very important that this assessment is completed BEFORE the start, if not your grant 

application is subject to cancellation. 

Every student not reaching level C2 (highest level), will receive afterwards an invitation for an 

online course, to improve the language knowledge. 

At the end of the mobility period, you can complete a second assessment to measure if your 

language level has improved (see end administration) (if the student obtained a level lower 

than C2 with the first assessment). There are no further consequences linked to the result of 

the assessments. 

 

 Complete questionnaire Learning agreement - Learning agreement for studies 

After you have confirmed your dates, you will have access to a questionnaire LA where you 

will be asked to answer questions necessary for completion of the learning agreement. 

Once you completed this questionnaire you will have access to the 4 steps to arrange your 

Learning agreement.  

You need to follow the deadlines as set by your study programme at AP. In any case the 

learning agreement has to be completed, signed and uploaded BEFORE the start of your 

study. 

How to make the Original Learning agreement (LA) for studies? 

STEP 1/4: To start, enter the courses you will follow in the host institution by clicking on the 

button “Create courses of HOST institution” in your workflow. You will need to do this 

course by course. A course can be added by clicking on the ‘white page’ icon:  

 Enter further courses… 

 

Click on this icon.  

Then fill in under “Course unit title at the host institution” the name of course 1 that you will follow in 

the host institution.  

https://www.service4mobility.com/europe/BearbLearnAgreeServlet?match=57565b96a7a9f93ce51413f3cdf7b52a7a25fb4e658e424f247a9b70392dce9389ee89caf69ecefaa602954ab0b1e669b14915e1eb25225e23d933d023c115e3bddb7f044db46ffaeaa2a2b0b70e886641de26c4b03a5eb7445b1b2fdbc9613a7938d576c160ab509804c54c9347006de672eeab27436fe288237564181da6e4abbc4b6d4481755f31f481075970b7e9ea3f34ed48c5addf653e7d8bc72f69eb025c3a178ec7d4e6484d976f11fe6c738828dafc6616f3f0065fc02b1d7ffa43b21a40ba403a423e67dc86d622d0bacfa8aee177b353a7278a6e067e2dd31d355e7beb7ffee58b3f45b49867c0e1cbd9
https://www.service4mobility.com/europe/BearbLearnAgreeServlet?match=57565b96a7a9f93c3f8c64b767fb50cd3fefc8022039066c12c87826ddba15eb0c003cd567013745c47a9701cc94156f0d77c68f39345d5e4482e224c2ad4a185ac23628fafd2c94f45e082a670f924afcff2acec0a806f440621cdaeb64e6f3ac730fbe8b5135b692284fd2eab8f9e403519793a99eca861da9dea14335a3e0abbc4b6d4481755f9f51625c30be38019fce428cd9bafb36535dffe638b09b8e185a8529ff61451fc04ab153c2e746df8459b0130532cd84686bdf66ba062c63329d34ef5b20e215fae6084d54dd773cc7aa5f5e437ae430e7dffeaad6daf2ef5ad8849ae5b13057b5fe147e2e3b7249
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Under “Number of ECTS Credits at the host institution” fill in the number of credits for that course at the 

host institution.  

Under “Information about/Link to course at the host institution” fill in a link referring to the course 

catalogue of the host institution (= link to the website of host institution where you can find 

information about that course). 

Click on “create”, continue the same way for each course you will follow abroad. 

STEP 2/4: Once all courses at the host institution have been added, go back to your 

workflow and click on the next step “Create courses of AP” underneath. You will now have 

to fill in all courses you would be taking up at AP if not going abroad. So you need to fill in the 

courses you will be skipping by going on exchange. You will be earning the amount of credits 

for these home courses when successfully completing all courses abroad. The courses are 

entered the same way as described above. 

If you are uncertain about the courses to add, you can check with your international co-

ordinator in your study programme at AP.  

STEP 3/4: Once this has been completed, you can print the document in WORD by clicking 

the corresponding step “Print learning agreement” in your workflow. The document will 

almost be completely filled in. Check whether everything mentioned is correct.  

 

Make sure to check whether information is missing, complete it were necessary and do not 

forget to fill in Annex I (you can find this at the end of the document) in the LA for studies. 

Your AP co-ordinator in your study programme can help you with this. In the Annex I is 

determined which course to redo at AP if you do not succeed for a certain course at the host 

institution. The courses will have to be linked to each other.  

The amount of credits in table B (right side of Annex I) has to be equal or lower than the 

amount of credits in table A (left side of Annex I). 

The language of instruction in which you will follow courses at the host institution is 

automatically filled in based on what you completed in Mobility online. Make sure to change if 

not correct OR if it is still blank in the document. This is the language in which you will have 

to do the online OLS language assessment. If not correct ALWAYS inform the AP 

International office: https://student.ap.be/ap-international-office.  

 

Once the document is completed, the document needs to be signed by all 3 parties. You 

have to co-ordinate this. This means that the following persons have to sign the LA: first the 

host institution, then yourself, and finally the international co-ordinator in your study 

programme (or the person assigned by your co-ordinator) at AP.   

STEP 4/4: Scanned signatures are allowed. Once your learning agreement is completely 

approved and signed, upload a scan in your workflow in mobility online in the step “Upload 

completed and signed Learning agreement with all 3 signatures”. Inform your co-

ordinator about this, so that he or she can digitally sign (=approve) the uploaded learning 

agreement in Mobility online. 

The LA has to be uploaded and digitally signed in Mobility online by the deadline as 

asked by your international co-ordinator AND in any case BEFORE THE START OF 

https://www.service4mobility.com/europe/BearbLearnAgreeServlet?match=57565b96a7a9f93ce51413f3cdf7b52a7a25fb4e658e424f247a9b70392dce9389ee89caf69ecefaa602954ab0b1e669b14915e1eb25225e23d933d023c115e3bddb7f044db46ffaeaa2a2b0b70e886641de26c4b03a5eb7445b1b2fdbc9613a7938d576c160ab509804c54c9347006de672eeab27436fe288237564181da6e4abbc4b6d4481755f31f481075970b7e9ea3f34ed48c5addf653e7d8bc72f69eb025c3a178ec7d4e6484d976f11fe6c738828dafc6616f3f0065fc02b1d7ffa43b21a40ba403a423e67dc86d622d0bacfa8aee177b353a7278a6e067e2dd31d355e7beb7ffee58b3f45b49867c0e1cbd9
https://student.ap.be/ap-international-office
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YOUR STUDY – ask your international co-ordinator for the correct deadline of your 

study programme.  

 Result ranking grant / Complete questionnaire Grant agreement – Erasmus 

Grant agreement 

 

Approximately half of July AP International office will send you the result of the ranking and 

will let you know whether you receive a grant or will be on the waiting list (Erasmus zero 

grant). You will receive a message of this automatically from Mobility online.  

Later, once your application is approved by your international co-ordinator, AP International 

office will give you access to the step “Complete questionnaire Grant agreement (GA)”. In 

this very short questionnaire you confirm that all information entered in the system MO is 

final, correct and complete. This information will be used to complete your Grant 

agreement. 

Once the AP International office completed the document afterwards with missing data and 

the director has signed the GA, you will receive an email with the Grant agreement attached.  

You now have to confirm in the workflow step “Approve and sign Erasmus Grant agreement 

digitally” that you approve and sign the sent Grant agreement and that you agree with 

everything mentioned in it. You do this by executing this workflow step. 

You will be asked to fill in the date, place of signature (f.e. Antwerp; location where you are at 

that time) and tick a checkbox which counts as your signature. 

After that, AP International office has to approve you again and then you will be able to 

download the Grant agreement from your workflow at any time. 

 

 Application checked by AP International office (central office) 
 

AP International office will check your application once your learning agreement is arranged 

completely (=signed version uploaded AND digitally signed by your international co-

ordinator) and once your Grant agreement is completely arranged. 

 

TO DO DURING THE EXCHANGE ABROAD: 
 

 Changes to the original LA/Changes to the Grant agreement 
– during the study 

 Changes to the original LA for studies = changed LA 

These steps only become visible once the previous steps have been done properly. 

Once your study period abroad has started, and in case you need to make changes to your 

original LA, you will have until 5 weeks after the start of your exchange to process the 

changes and have them approved. 

In your workflow you will see the step “Do you have to make changes to your original 

Learning Agreement for studies (click this step to answer "yes" or "no")?” 

Click this step and answer the question. 

https://www.service4mobility.com/europe/BearbQuestionServlet?match=4706c47546d98498ccdf69082b17fe823632993c2101262ad263cb5ffa2ac3e2af7631be44c341dd65194834c6a872b90cd37b1f1b078391d4c3aad71672fbf61ee2240cff06fecef81c2695671aec02d802720e75ae246a2f608b151043a881dcfa6fcb301fcb73412509b1ac2558d8f8ce8c2f60dda956579e865876d8e2399e588ff648b6ad3a2a5c3fbdebcca6099426b9fc6f447e548ffff1f6a4ac3cd60734dab9b1fbd398215f7d775ee50eaf449ef3c312f530ea2862569fbd5c0871ffd7c724485d0986631011340503e1721b6f9ba09ad9bbf008dd10823db84c312d11d506e1a633ea
https://www.service4mobility.com/europe/BearbQuestionServlet?match=4706c47546d98498ccdf69082b17fe823632993c2101262ad263cb5ffa2ac3e2af7631be44c341dd65194834c6a872b90cd37b1f1b078391d4c3aad71672fbf61ee2240cff06fecef81c2695671aec02d802720e75ae246a2f608b151043a881dcfa6fcb301fcb73412509b1ac2558d8f8ce8c2f60dda956579e865876d8e2399e588ff648b6ad3a2a5c3fbdebcca6099426b9fc6f447e548ffff1f6a4ac3cd60734dab9b1fbd398215f7d775ee50eaf449ef3c312f530ea2862569fbd5c0871ffd7c724485d0986631011340503e1721b6f9ba09ad9bbf008dd10823db84c312d11d506e1a633ea
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Click “yes” if you have to make changes to the learning agreement you uploaded before the 

start. Click “no” if nothing has to change and the uploaded LA is completely correct and 

corresponds with the courses you actually take. 

If you clicked “yes” the steps to make the changes will appear in your workflow. 

If you clicked “no” the steps to make changes will stay invisible. 

If you have changes: 

The changed LA has to be filled in COMPLETELY once there is any change to the original 

LA and its content.  

 

The tables on the changed LA (overview of deleted, added and unchanged courses, possible 

for both courses abroad (table A) as courses at AP (table B)) will replace the tables on the 

original LA. That is why both tables on the changed LA always have to be completed. This 

document also needs to be approved again by all parties that have signed the original LA. 

Scanned signatures are allowed. 

How to do make a changed LA? 

You will see the steps “Make changes to courses at HOST institution (only in case of 

changes)” and the step “Make changes to courses at AP (only in case of changes)” in 

your workflow. 

By clicking on these steps, you will get an overview of the courses originally filled in.  

You can now: 

• delete courses by clicking on the dust bin in front of the course 

• add courses by clicking on “enter further courses”. 

o when deleting or adding a course a “reason for change must be filled in” 

 

 

Do this for the courses at the HOST institution and/or for the courses at AP for which 

changes are required.  

 

Then print your changed LA through the step “Print changed Learning agreement (only in case of 

changes)”. You need to complete the word-document where required. Both tables (A and B) 

have to be completed with the “added”, “deleted” and/or “unchanged courses”. Check 

whether everything which is mentioned there is correct. If a table is not changed, it still has to 

be completed with ALL unchanged courses.  

Make sure to check the amount of the credits of both tables (= sum of added and unchanged 

courses) and have all parties signing the document. Afterwards you upload a scan in Mobility 

online under the step “Upload completed and signed changed Learning agreement (only 

https://www.service4mobility.com/europe/SOPUploadController?match=
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in case of changes)”. Inform your international co-ordinator that you uploaded the 

document, so that he or she can digitally sign (=approve) the changed LA. 

 Changes to the Grant agreement  

 

In case your period (start and end date) mentioned on the grant agreement or other 

information needs to change at a later moment (f.e. during the exchange), this always has to 

be approved by the AP International office and the international co-ordinator at AP. You have 

to send a formal request for this change per email to Véronique Blockhuys (AP International 

office) – responsible for outgoing students (veronique.blockhuys@ap.be). Your question will 

be discussed and you will receive an answer as soon as possible. No changes to the period 

are allowed later than 1 month before the initially mentioned end date on the grant 

agreement. 

If the change is approved, an amendment to the Grant agreement will be made, if necessary. 

 

TO DO AT THE END OF THE EXCHANGE ABROAD: 
 

 Obligations and necessary end administration - at the end of 
your study 

 
At the end of your study period abroad your will need to arrange some end administration.   

 Reconfirm study dates 

Through a step in Mobility online “Link to reconfirm start and end date”, you will have to enter 

your correct start and end date of your study abroad  (=first day (introduction or lesson day) 

AND last day (lesson or exam day)) (not your travelling dates). Do this in your last week of 

the study abroad. 

Click the step in your workflow (you will see your initially entered dates) – then click “Click to 

make changes”, also if the initial entered dates are still correct. 

Then change the dates or do not change if not necessary – then click “Save” to save. 

The start date = the first day a student needs to be present = the first introduction/lesson day. 

The end date = the last day a student needs to be present = the last lesson/exam day. 

You need to do this when you know your exact first day and your exact last day. Fill in the 

correct period. These dates have to correspond with the dates mentioned on your Transcript 

of records. 

 

 Proof of stay 

The Proof of stay is a document which you can print from mobility online IN THE LAST 

WEEK OF YOUR ERASMUS PERIOD, after reconfirming your effective erasmus dates in 

your workflow (see step above “Reconfirm dates”). This document proofs your start date (first 

lesson/introduction day) and your end date (last lesson/exam day).  

 

YOU need to sign this document. 

https://www.service4mobility.com/europe/SOPUploadController?match=
mailto:veronique.blockhuys@ap.be
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THE HOST INSTITUTION needs to sign and stamp the document and fill in the 

responsible persons name. They can only sign this at the earliest a couple of days before 

your end date. The signed scan of this document needs to be uploaded in Mobility online in 

the step “Upload Proof of stay”.  

This document is an annex to the Grant agreement (erasmusbeurscontract). At the end of 

your Erasmus exchange the actual grant amount will be recalculated (in case you have been 

awarded a grant) according to the following rules: 

The proof of stay at the end of the mobility period will always be attached to the grant 

agreement and will also count as an amendment to the agreement if the mobility period has 

changed to a shorter period. Shorter means if the dates on the proof of stay lie between the 

dates on the grant agreement. In that case the financial support will be reduced according to 

that shorter period. That shorter period still has to be a minimum period of 3 months (=90 

days) for SMS in order to be valid for Erasmus. If the period of stay mentioned on the Proof 

of stay is longer than the period mentioned in the grant agreement, no extra grant will be paid 

to the participant. Longer means if the start date on the proof of stay is earlier and/or the end 

date is later than the dates on the grant agreement. In that case the start date and/or end 

date mentioned on the grant agreement are/is used for calculation of the financial support. 

If possible, try to have the dates on your proof of stay match with the dates on your 

Transcript of records.  

 

 Erasmus online participant report 

You will receive an e-mail from the EPOS system, the government, to complete an online 

questionnaire (Erasmus online participant report) about your Erasmus experience. This 

questionnaire is MANDATORY. We will check if you have completed it. You will receive an 

invitation at the end of your stay abroad. 

 

 Second language assessment (OLS-platform) 

You can complete a second language assessment (if you had to do a first test before 

departure AND if the level obtained after the first assessment was lower than C2) at the end 

of your exchange: you will automatically receive an email from the OLS-platform. The date of 

invitation for the second language assessment is based on the end month you entered in the 

OLS platform before making the first language assessment. Make sure to adjust this end 

date (month) in the OLS platform, once you know your exact Erasmus period. If you keep 

this up-to-date you will receive the invitation on time. Normally the invitation for the 

assessment is sent on the 15th or 16th of the end month of your mobility you entered in the 

OLS-platform.  

 

If you do not receive the invitation automatically – just login to the OLS platform and you will 

have access to the second language test if you have passed the 15th or 16th of the end month 

you entered in the OLS platform. 

For problems regarding the assessment, contact: support@erasmusplusols.eu. 

 Financial questionnaire  

As last step in your workflow we want to ask you to complete a short financial questionnaire 

concerning your exchange. This questionnaire contains questions about the financial side of 

your exchange, useful for future students going abroad to the same 

mailto:support@erasmusplusols.eu
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country/destination/institution.  

We also ask you to upload a picture there about your exchange, which we can use for 

communication.  

 
This end administration is obligatory for ALL Erasmus students (with or without a grant) and 
needs to be DONE within 2 weeks after your end date of your Erasmus period (with 
exception of the Transcript of records, which needs to be available within 5 weeks after your 
end date).  
 

 Transcript of records 

The Transcript of records is a document which the host institution is obliged to deliver to you 
(make sure to ask for it) and which mentions your results of the courses abroad. The host 
institution usually sends the document to AP, but it is best to inform about their procedure 
before departure. Make sure that the courses mentioned on the Transcript of records 
correspond with the courses taken abroad as mentioned on your final Learning agreement 
(original and changed if applicable). The host institution normally has about 5 weeks to send 
this document. The international co-ordinator at AP needs to receive the original and a scan 
of the document needs to be uploaded in the step “Upload Transcript of records (after the 
mobility)” in your workflow in Mobility online. 
 
 

4 Helpdesk 

Please, always keep an eye on your workflow and complete all the steps in time.  

For questions, do not hesitate to contact the AP International office – responsible for 

outgoing students – veronique.blockhuys@ap.be/ +32 3 220 57 37. 

For questions about the content of your exchange – contact your international co-ordinator at 

AP - https://student.ap.be/internationale-coordinator-opleiding. 

 

mailto:veronique.blockhuys@ap.be/
https://student.ap.be/internationale-coordinator-opleiding

