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1 Introduction 
 

Welcome to the European Solidarity Corps Placement Administration and Support System (PASS).  

This system is designed to make it easier for the representatives of authorised organisations like you 

to search for European Solidarity Corps potential participants for their projects, make contact with 

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

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

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

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

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

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

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

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

the accreditation/quality label of the organisation and not to the project. 

The first version of PASS was launched at the beginning of March 2017. A series of upgrades have 

been made until now and other are planned during the rest of 2020 to add new features to the tool. 

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

most up to date version. 

The most up-to-date version of this manual is always available from the technical support page of the 

European Solidarity Corps website: http:// europa.eu/youth/solidarity/technical-support-public   

  

http://europa.eu/youth/solidarity/technical-support-public
http://europa.eu/youth/solidarity/technical-support-public
http://europa.eu/youth/solidarity/technical-support-public
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2 Overview of process 
 

The Placement Administration and Support System is designed to let you search for and make 

contact with European Solidarity Corps participants, send them offers for various available 

activities and finally issue certificates of participation. 

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

1. Search for participants, and make contact with them 

Use the search screen to find potential participants for your project. 

 

2. Contact individual potential participants and discuss the project (activities) with them 

For privacy protection reasons, you must first use PASS to ask the young person for permission to 

contact them. After they have given you this permission, you can email them or call them directly, 

outside of PASS, to discuss the activity that is available.  

 

3. Send an offer to a potential participant and get them to accept or decline it  

When you have finished your discussions then you must send the young person an offer via PASS. 

The young person then has to either accept or decline the offer. The offers expire 15 days after they 

have been sent. This step is very important, because once the young person has accepted the offer 

they will become eligible to access to additional online European Solidarity Corps services. The 

funding for your project may also not become available until the offer is accepted. 

 

A series of upgrades are planned during 2020 to add many new features to the tool. This user manual 

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

version of this document, available from:  

http:// europa.eu/youth/solidarity/technical-support-public   

 

  

http://europa.eu/youth/solidarity/technical-support-public
http://europa.eu/youth/solidarity/technical-support-public
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3 .ŜŦƻǊŜ ȅƻǳ ǎǘŀǊǘΧ  
 

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

in: 

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

Volunteering or Quality Label) are provided with access to PASS and not the contact 

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

mentioned in the accreditation. 

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

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

accreditation of organisation 

Å Have a good understanding about the project that you want to fill. In particular, the search 

will give you better results if you know the following information: 

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

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

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

Å The country where the activity will take place; 

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

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

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

ǿƛǘƘ άsending organisationsέΦ 

 

Å Be ready to give the potential participants that you contact information about the planned 

project, and what they will be offered, for instance for accommodation, travel, insurance 

cover, training, etc. 

Having all of this available before you start to use the system will help you to more easily find the 

potential participants that are best suited for your particular activities (your project deals with). 
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4 Logging in 
 

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

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

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

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

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

+ Volunteering accreditation).  

Å Organisations holding a Quality Label (ESC52) and the ones accredited under Erasmus+ 

Volunteering (KA110): The official email addresses are those of the two persons detailed in 

the original application for Quality Label or Erasmus+ Volunteering (former called EVS) 

accreditation ς the Legal Representative and the Contact Person. If these need to be 

updated, for instance because someone leaves and is replaced, please contact the Erasmus+ 

National Agency in your country, and ask them to update these contact details in your 

accreditation. These updates will automatically feed through to PASS. 

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

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

Solidarity Corps project, the Directorate-General overseeing the funding programme informs 

the PASS administrators that the organisation and the email addresses of its nominated 

representatives should get access to PASS. If these nominated representatives need to be 

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

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

Å Starting the login process 

Å To login in to PASS, go to the European Solidarity Corps main page: 

http:// europa.eu/youth/solidarity  

and click on "Administrator login" at the bottom of the page. 

 

  

http://europa.eu/youth/solidarity
http://europa.eu/youth/solidarity
http://europa.eu/youth/solidarity
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This opens the EU Login authentication screen, as shown. Use the email address of your existing EU 

Login (ECAS) account, or if you do not have one, then we recommend that you use the "Create an 

account" button ς you will be asked to verify your email address as part of the set up process. 

 

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

redirected back to the European Youth Portal. 

  

5 System selection 
 

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

screen, as shown below. 

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

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

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

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

  

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

the possibility to advertise opportunities via PASS. 

 

 

 

 

 

 

 

 

 

 

 

6 Welcome screen 
 

When you enter PASS for the very first time, you will be presented with the Welcome screen 

below. 

In order to continue to the rest of PASS, you must tick to confirm that you accept the Mission and 

Principles of the European Solidarity Corps, and various other statements related to the use and 

protection of your personal data and that of the young people you find through the system. 

You will only be asked to complete this page once. Press the "Continue" button displayed at the 

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

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

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

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

organisations listed here.  

From here, you can: 

1. Search for potential participants 

2. Contact them via the Search results screen 

3. Send potential participants an offer for an activity 

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

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

least one offer.) 

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

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

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

You can also: 
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9. Access the most up-to-date version of this User Guide and details for additional support. 

10. Download Quality Label visual materials ς it is available for organisations that hold a Quality 

Label 

 
  1 & 2 

9 

3 4 5 6 7 8 10 
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8 Search for potential participants   
 

 

This is where you can start to find potential participants for your activities/projects. 

There are two options: either fill in the search criteria using details of the proposed activity, or search 

for a specific registered candidate (potential participant) using their unique Participant Reference 

Number. 

Option 1: search using details of the proposed activity 

To get the best search results, before you start please check when and where the activity will take 

place, and other characteristics of the placement. Once you know this information, complete the 

search criteria as follows:  

1.  Funding Programme 

You will see a list with all the funding programmes your organisation receives funds for the projects it 
runs. You should then select the funding programme linked to the project you are searching young 
people for, e.g. European Solidarity Corps / Volunteering, or Erasmus + Volunteering, etc. 
 
2.  Activity type 
You must choose whether you are searching for registered candidates who are interested in 

volunteering or occupational activities. The activity type όΨǇƭŀŎŜƳŜƴǘ ǘȅǇŜΩ ƭŀōŜƭύ list is associated to 

each funding programme. Hence, you will have the possibility to search only for a specific strand. 

 

 3.  Earliest start date / latest end date / duration 

When young people register, they are asked to specify when they are available, in terms of the start 

date and end date of the period, and the maximum number of months that they are available during 

this time. This gives registered candidates (young people registered in European Solidarity Corps 

portal) the flexibility to say, for instance, that they are available for a maximum period of three 

months during a six-month period. 

 

To provide the best results, try to be as precise as possible with the dates and duration. However, if 

this is not certain, then enter the earliest date that the activity will start, the latest date that it will 

end, and the maximum length of the project (in months) between these dates. 

 

The search will then show all registered candidate who are available during the period of the activity, 

and who have said that they can do a project of the duration. The search results will also show 

registered candidates whose availability is just outside the activity start and end dates. 

 

Example: a registered gives a period of availability from 01/07/2019 to 31/12/2019, for a maximum 

of 4 months. If the activity is for 3 months from 01/08/2019 to 31/10/2019, then the registered 

candidate will be shown in the search results. However, if the activity is for 5 months, between 

01/08/2019 and 31/12/2019, then the registered candidate will not be shown, because their 

maximum duration is only 4 months. 

Step1 
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4.  Country ǿƘŜǊŜ ǘƘŜ ŀŎǘƛǾƛǘȅ ǿƛƭƭ ǘŀƪŜ ǇƭŀŎŜ όΨtƭŀŎŜƳŜƴǘ ŎƻǳƴǘǊȅΩ ƭŀōŜƭ)  

Enter the country where the activity will take place. Only the registered candidates who have 

selected that country will appear in the search results. 

5. Country of residence 

If you need to select registered candidates from a particular country (for instance if you have a 

particular "sending" partner organisation) then specify the country here. Only registered candidates 

from that country will be shown in the search results. 

6. Has a C.V. 
If it is important that registered candidates have a CV, than tick this box. 
 
7. Has volunteering motivation (for the occupational strand, the 'Has occupational ƳƻǘƛǾŀǘƛƻƴΩ 

label will be displayed) 

Specify if the registered candidates should have a volunteering/occupational motivation.     

 

8. Activity topics (choose up to 3) 

All activities should contribute to at least one of the themes of the European Solidarity Corps. Please 

specify which topics your activity/project covers. You can choose whether the results show 

registered candidates who have shown an interest in all of the activity topics you specify, or 

alternatively who have an interest in at least one of them. 

9. Knowledge and experience (choose up to 5) 

Specify the skills that you require registered candidates to have for your activity. Again, you can 

choose whether the results show registered candidates who have all of the knowledge and 

experience that you have specified, or alternatively who have at least one of them. 

10. Languages (choose up to 3) 

If it is important that registered candidates can speak a particular language, specify it here. Here you 

can also choose whether the results show registered candidates who have all of the languages that 

you have specified, or alternatively who have at least one of them. 

Option 2: search using the Participant Reference Number (PRN) 

11. If you know the unique reference number of the registered candidate, you can enter it here to 

directly see the details of that registered candidate. 
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Search screen: 

 

 

Search results 

After you press "Search" button you will be presented with a list of registered candidates that 

match the criteria you have specified, with the best matches shown at the top of the list. Note that 

the search results will not display the registered candidates that have done a long-term Erasmus+ 

Volunteering activity (former known as EVS). 

In the example below, you can: 

1) See the total number of registered candidates that match the search criteria (this screenshot 

shows that you are viewing participants ranked 1 to 10 out of a total of 111 results). 

2) See the Participant Reference Number of the participants (PRN); the length can be 10 or 16 

digits number. 

3) See their names and click on their name (or View) to see their full user profile. 

4) Make first contact with the registered candidate. 

5) Identify the registered candidate as a "favourite"  

6) See the contact status and the date when the status has been changed  

7) See the offer status and the date when the status has been changed  

8) Change the number of registered candidates shown in one screen 

9) Move between different pages of results. 

  

5 

6 

7 

3 

4 

2 

8 

1 

9 10 

11 
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Registered candidate details 

The next page shows the registered candidate details screen. 

Here you can see most of the information that the registered candidate has submitted in their 

profile. 

To help protect the privacy of the registered candidate, this page does not show their contact details. 

If you want to contact them, you must use the "Contact" button displayed on the registered 

candidate profile page (1) or the one beside the registered candidate on the results page (This will be 

explained more in the next section.). 

If the registered candidate has uploaded their CV, you will be able to download and view it.  

Registered candidate are free to enter free text in whichever language they choose. To help you 

better understand what they have written, beside each free text field is a "Translate" button (2). 

When you click on it, it will open a Google Translate screen pre-filled with the text from the field. 

Please specify your language in the Google Translate. 

 

Note: Should you wish, you can download in a pdf file a registered candidate profile. You can do it by 

ǳǎƛƴƎ ǘƘŜ ΨtrintΩ option provided the internet browser you use.  

  

4 5 

6 

9 

2 

8 

7 

1 

3 
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9 Contact registered candidates 
 

 

When you have reviewed the results, the next step is to make first contact with the registered 

candidate. This process is necessary to protect the privacy of the registered candidate. 

To make contact, click on the "Contact" button displayed on the registered candidateΨǎ profile page 

or the button beside the registered candidate in the search results screen. The "Send contact to 

Participant [PRN]' page will be displayed, allowing you to: 

 

1. Write additional information (1) for the registered candidate (it will be sent to the registered 

candidate together with the generic information from the system). 

2. Preview (2) the contact request message. You will see how the email that will be sent to the 

registered candidate will look like (it will include the information you added, if any, and the 

generic one). 

3. Preview the message (email) in the contact language (3) that the registered candidate 

specified in his/her profile (e.g. German). 

4. Cancel (4) the sending of the contact request, in this case no email will be sent to the part 

registered candidate. 

5. Send (5) a contact request to the registered candidate by clicking on the "Send" button.  You 

will then see a pop-up button asking you to confirm that you wish to make contact with the 

registered candidate.  

5 2 
3 

4 

1 

Step2 
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Aǎ ǎƻƻƴ ŀǎ ȅƻǳ ŎƻƴŦƛǊƳ όŎƭƛŎƪ ƻƴ Ψ¸ŜǎΩ ōǳǘǘƻƴύΣ ŀƴ ŜƳŀƛƭΣ a SMS message (this only if the registered 

candidate specified a mobile phone number and if he/she wants to receive SMS notifications) and a 

notification in the European Solidarity Corps mobile app will be sent to the registered candidate 

advising them that your organisation wishes to contact them (see next page for a copy of the email 

that is sent). The contact request will be sent in the contact language the registered candidate 

specified in his/her profile. At the bottom of the contact request email will be two buttons, "Accept 

contact" and "Decline contact". The registered candidate has to click on one of the two buttons, and 

login to the European Solidarity Corps to decide to make their contact details visible to you or not. 

An exact copy of this email will also be sent to your email address, in English. 

You will then be informed by email about the registered candidateΨǎ decision. In case the registered 

candidate clicked on "Accept contact", you will receive an email with the registered candidateΨǎ 

contact details. You can then use these details to contact the registered candidate directly to discuss 

the activity and negotiate the terms of it. In case the registered candidate declined the contact 

request (he/she clicked on the "Decline contact" button), you will also receive an notification but 

without the registered ŎŀƴŘƛŘŀǘŜΨǎ contact details. 

'Contact status': After the contact request email is sent to the registered candidate, you will see that 

the status and date are updated in the registered candidateΨǎ profile (1) and in the search results (2). 

This information is updated each time you send a contact request email to the registered candidate 

via PASS and when the registered candidate answers (accept/decline). 
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Registered candidate (Participant) profile - Contact request sent  

  

Search results - Contact request sent  

 

 

 

 

 

 

 

 

 

 

1 

2 
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Contact request ς SMS notification sent to registered candidates  

The example below is in English language; the SMS will also be sent to registered candidates in their 

preferred contact language: 

 

 

Contact request ς notification in the European Solidarity Corps mobile app 

This example is for English language; ς the notification will also be sent to registered candidates in 

their preferred contact language: 
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Contact request email sent to registered candidates  

This example is for English language; the actual email will be sent to the registered candidates in 

their preferred contact language. 
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Email sent to organisations when a contact request is accepted 
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Email sent to organisations when a contact request is declined 
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10 View the list with contact requests and their status 
 

Note that the 'Contacts list' option (1) will be displayed in the table on the homepage of PASS only if 

you have sent at least one contact request to a participant. 

 

 

Click on the 'Contacts list' option to view the list with all contact requests sent so far and 

corresponding status 

The information is structured: 

- Filters section,  that allows you to search by PRN (1) and registered candidate (Participant) 

last  name (2) and filter the information based on the status (3) of contact requests (sent, 

accepted, declined); 

- Overview of the contact requests sent: Sent contacts (not answered), Accepted contacts and 

Declined contacts. 

- Detailed information about each contact request sent (5) section: Date contact sent, PRN, 

registered candidate (Participant) name, Contact status, Date contact accepted/declined. 

 

 

 

 

1 2 
3 

4 

5 

1 
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11 Send an offer for an activity 
 

 

After you have come to an agreement with the registered candidate about the activity, you must 

make an offer to them through PASS.  

This final step is very important because: 

Å It is part of the process to trigger the payment of funds for activities/projects; 

Å It may, in the future, unlock special features for the participant, such as access to special 

training 

 

The sending of the offer is split in 5 steps process (4 steps for the projects run under other funding 

programmes that support the European Solidarity Corps, and Volunteering Teams in High Priority 

Areas projects). The system guides you through each step: 

1. Registrant and funding programme: specify the PRN of the registered candidate and the 

funding programme 

ü For ESC funded projects (ESC11, ESC13, ESC21) ς choose: 

¶ European Solidarity Corps/ Volunteering, for a Volunteering project (ESC11, ESC13) 

¶ European Solidarity Corps/Traineeship, for a Traineeship project (ESC21) 

¶ European Solidarity Corps/Job, for a Job project (ESC21) 

ü For Erasmus+ Volunteering project (KA105, KA125, KA135), choose Erasmus+ Volunteering 

ü For projects funded under other funding programmes that support European Solidarity 

Corps, select the corresponding programme 

ü For ±ƻƭǳƴǘŜŜǊƛƴƎ ¢ŜŀƳǎ ƛƴ IƛƎƘ tǊƛƻǊƛǘȅ !ǊŜŀǎ ǇǊƻƧŜŎǘǎΣ ŎƘƻƻǎŜ Ψ 9ǳǊƻǇŜŀƴ {ƻƭƛŘŀǊƛǘȅ /ƻǊǇǎ κ 

Volunteering Teams in High Priority AreasΩ 

 

2. Project information: select the Action and Activity type 

3. Offer information: enter the dates of the of the activity, topics, short description of the 

activity/project 

4. Location: specify the organisation, country, city (including the address) where the activity will 

take place 

5. Review and send the offer: review the information you have filled in and send the offer to the 

potential participant 

The potential participant will receive an email in their preferred contact language with details about 

the activity they have been offered by you. A copy of the email will offer will be to you. To accept or 

decline the offer the potential participant has to click, either on the "Accept offer" in order to accept 

it or on the "Decline offer" to decline it. The confirmation of the accepting or declining the offer will 

be sent to both, potential participant and you. 

Step3 
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The offer is technically valid 15 days, after which it status is ŎƘŀƴƎŜŘ ƛƴǘƻ Ψ9ȄǇƛǊŜŘΩ ŀƴŘ ƛǘ Ŏŀƴƴƻǘ ōŜ 

accepted or declined. 

Each offer is linked to a potential participant and he/she cannot share it with anyone else. 

If the participant declines the offer, or does not respond within 15 days, you can either send them a 

new offer or send an offer to a different potential participant. 

After the offer is sent to the potential participant, the 'Offer status' and the date when the status was 

changed is updated in the search results (1) and ƛƴ ǘƘŜ ΨhŦŦŜǊǎ ƭƛǎǘΩ όǎŜŜ ŎƘŀǇǘŜǊ мн Ψ±ƛŜǿ hŦŦŜǊǎ ƭƛǎǘύ. 

The new date is the one when the registered candidate accepts/declines the offer or when the offer 

expires.  

 

 

11.1 Send offer for European Solidarity Corps funded projects (Volunteering, 

Traineeship or Jobs) ς projects ESC11, ESC13, ESC21 

 

Note: You can send offer only for an approved grant (project) and only after the project is already in 

Mobility Tool (MT+). The information about the project, such as Project code, Action, Action type are 

automatically retrieved from the Mobility Tool+, so you do not need to enter them manually.  

After a registered candidate accepts the offer you sent, his/her data will be made available to be 

retrieved in the Mobility Tool (MT+) and you will have the possibility to link it to the right activity 

(you will have to click on the ΨǊŜǘǊƛŜǾŜ ƴƻǿΩ ƭƛƴƪ ǘƘŀǘ ƛǎ ŘƛǎǇƭŀȅŜŘ ƴŜȄǘ ǘƻ ǘƘŜ ΨParticipants retrieve 

from Ȩ tΩ label). Please consult the Mobility Tool (MT+) guide, so you find all the information on how 

to work with it:       

https:// webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=321987301 

Example ς Mobility Tool (MT+) ς ΨǊŜǘǊƛŜǾŜ ƴƻǿΩ ƭƛƴƪΥ 

 

 

The sending of an offer is split in five steps process and the system will guide you through each step: 

1 

https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=321987301
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=321987301
https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=321987301
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1. Registrant and funding programme 

The system will automatically display a list with all your approved projects funded under European 

Solidarity Corps. If you do not have one yet, the system will not allow you to send any offer. 

Example: the organisation holds a Quality Label for Volunteering, Traineeship and Jobs, have applied 

for a grant agreement, but the project not approved yet (granted). 

 

 

If your project has been approved (grant approved), you have the possibility to send offer to the 

potential participants: 

 

- ¢ȅǇŜ ǘƘŜ twb ƛƴ ǘƘŜ ΨtŜǊǎƻƴŀƭ ǊŜŦŜǊŜƴŎŜ ƴǳƳōŜǊΩ όмύ ōƻȄ ŀƴŘ ǇǊŜǎǎ Ψ{ŜŀǊŎƘΩ ōǳǘǘƻƴ (2) and the basic 

information of the registered candidate (such as full name, PRN, country of residence and 

nationality) will be displayed 

1 
2 

3 

5 4 
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 - Select the funding programme (3) your project:  

¶ European Solidarity Corps/ Volunteering, for a Volunteering project (ESC11, ESC13) 

¶ European Solidarity Corps/Traineeship, for a Traineeship project (ESC21) 

¶ European Solidarity Corps/Job, for a Job project (ESC21) 

Example: Potential participant data and funding programme 

 
- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ όпύ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇ όΨtǊƻƧŜŎǘ ƛƴŦƻǊƳŀǘƛƻƴΩύΣ ƻǊ ƻƴ 

- ¢ƘŜ Ψ/ŀƴŎŜƭΩ όрύ ǘƻ ŎŀƴŎŜƭ ǘƘŜ ǎŜƴŘƛƴƎ ƻŦ ǘƘŜ ƻŦŦŜǊ 

 

2. Project information: 

In this step, you have to specify the project, the action and the action type linked to the project.  

 

 

 

 

 

 

 

 

 

- {ŜƭŜŎǘ ŀ ǇǊƻƧŜŎǘ ŎƻŘŜ ŦǊƻƳ ǘƘŜ ΨtǊƻƧŜŎǘ ŎƻŘŜ ƭƛǎǘΩ όмύ όƴƻǘŜ ǘƘŀǘ ǘƘŜ ƭƛǎǘ Ŏƻƴǘŀƛƴǎ ƻƴƭȅ ǘƘŜ ŎƻŘŜǎ ƻŦ 

approved projects) 

- The system will automatically provide the associated Action (2) and Action type (3); 

 

 

2 

3 

4 5 

1 

1 

2 

3 

4 
5 6 
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Example: Project code selected and the Action and Action type fields filled in with information 

 

- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ όсύ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇ όΨhŦŦŜǊ ƛƴŦƻǊƳŀǘƛƻƴΩύΣ ƻǊ ƻƴ 

- ¢ƘŜ Ψ.ŀŎƪΩ όпύ ǘƻ Ǝƻ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴ όΨwŜƎƛǎǘǊŀƴǘ ŀƴŘ ŦǳƴŘƛƴƎ ǇǊƻƎǊŀƳƳŜΩύΣ ƻǊ ƻƴ 

- ¢ƘŜ Ψ/ŀƴŎŜƭΩ όрύ ǘƻ ŎŀƴŎŜƭ ǘƘŜ ǎŜƴŘƛƴƎ ƻŦ ǘƘŜ ƻŦŦŜǊ 

 

3. Offer information: 

In this step you should specify the activity type (e.g. Individual Volunteering), the topics, activity 

name and some more details that will help the potential participant to understand the scope of the 

activity he/she will take part. 

 

 

 

 

 

 

 

 

 

 

 

-  Activity type (1): select the type of the activity (e.g. Individual Volunteering) 

6 

8 

1 

2 

3 

4 

5 

9 7 
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- Topics (2): you have to select at least one topic (maximum 3) for the activity 

- Activity name (3): provide a title for the offer you will send 

- Description (4): we recommend you to provide more information about the project/activity the 

potential participant is will be involved 

- Start date & End date (5 & 6): specify the start date and end date for the activity 

- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ όфύ ōǳǘǘƻƴ, ǘƻ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎŜŎǘƛƻƴ όΨ[ƻŎŀǘƛƻƴΩύΣ ƻǊ ƻƴ 

- The Ψ.ŀŎƪΩ όтύ, ǘƻ Ǝƻ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴ όΨtǊƻƧŜŎǘ ƛƴŦƻǊƳŀǘƛƻƴΩύΣ ƻǊ ƻƴ 

- ¢ƘŜ Ψ/ŀƴŎŜƭΩ όуύ, to cancel the sending of the offer 

 

Example: offer information (Activity type, Topics, Activity name, Description, Start & End date) 

 

 

 
Location 
 
In this section, you have to provide the information about the place where the activity will take 
place, such as organisation name and address (country, city, country). 
 
Note: Check first if the organisation name is already in the system, so type the organisation name or 
its PIC/or OID ƛƴ ǘƘŜ Ψ{ŜŀǊŎƘ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴ ƻǊ ŎǊŜŀǘŜ ŀ ƴŜǿ ƻƴŜΩ filed. 
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If you find the organisation name, then the system will automatically filled in the address of the 
organisation (e.g. City, street, zip code, country). 
If you do not find the organisation name, then: 
- ¢ȅǇŜ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴ ƴŀƳŜ ƛƴ ǘƘŜ ΨSearch an organisation or create a new oneΩ όмύ ŦƛƭŜŘ 

- Type the details address of the organisation in the fields 

- Organisation name (2) 
- Organisation street (3) 
- Organisation city (4) 
- Organisation zip code (5) 
- Country (6) 

- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ όфύ, ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇ όΨwŜǾƛŜǿΩύΣ ƻǊ ƻƴ 

- ¢ƘŜ Ψ.ŀŎƪΩ όт,ύ ǘƻ Ǝƻ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴ όΨhŦŦŜǊ ƛƴŦƻǊƳŀǘƛƻƴΩύΣ ƻǊ ƻƴ 

- ¢ƘŜ Ψ/ŀƴŎŜƭΩ όуύ, to cancel the sending of the offer 

  

3 2 

4 

7 

1 

6 

5 

8 9 



Placement Administration and Support System (PASS) System Version 2.0 ς 7 September 2020 (v23) 

 

32 
 

Example ς create new organisation: 

 

Example ς fields filled in ς an existing organisation: 

 

 

4. Review (the information) 

In this step, you can review the information you have filled in and in case you have missed something 

and you want to update you can do it by clicking on ΨtǊŜǾƛƻǳǎΩ ōǳǘǘƻƴΦ 

- If all the information is correct (1), you can send the offer to the potential participant by clicking on 

ǘƘŜ ΨSendΩ όпύ ōǳǘǘƻƴΦ  

- Click ƻƴ ǘƘŜ Ψ/ŀƴŎŜƭΩ όоύ ōǳǘǘƻƴ to close the current page and no offer will be sent 

- Click ƻƴ ǘƘŜ ΨtǊŜǾƛƻǳǎΩ όнύ ōǳǘǘƻƴ to ŎƭƻǎŜ ǘƻ Ǝƻ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴ όΨ[ƻŎŀǘƛƻƴΩύ 
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11.2 Send offer for Erasmus+ Volunteering funded projects 

 

The sending of the offer is split in 5 steps process. The system will guide you through each step: 

 

1. Registrant and funding programme 

- ¢ȅǇŜ ǘƘŜ twb ƛƴ ǘƘŜ ΨtŜǊǎƻƴŀƭ ǊŜŦŜǊŜƴŎŜ ƴǳƳōŜǊΩ όмύ ōƻȄ ŀƴŘ ǇǊŜǎǎ Ψ{ŜŀǊŎƘΩ όнύ ōǳǘǘƻƴ ŀƴŘ ǘƘŜ ōŀǎƛŎ 

information of the registered candidate (such as full name, PRN, country of residence and 

nationality) is displayed 

 - CƻǊ ΨCǳƴŘƛƴƎ ǇǊƻƎǊŀƳƳŜΩ όоύΣ ǎŜƭŜŎǘ Ψ9ǊŀǎƳǳǎҌ ±ƻƭǳƴǘŜŜǊƛƴƎΩ ƻǇǘƛƻƴ 

- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ όрύ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇ όΨtǊƻƧŜŎǘ ƛƴŦƻǊƳŀǘƛƻƴΩύΣ ƻǊ ƻƴ 

- Click on the Ψ/ŀƴŎŜƭΩ όпύ button to cancel the sending of the offer 

 

 

 

 

 

 

 

 

Example: Potential participant data and funding programme 

 

1 
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2. Project information: 

In this step, ȅƻǳ ƘŀǾŜ ǘƻ ǎǇŜŎƛŦȅ ǘƘŜ ǇǊƻƧŜŎǘ ŎƻŘŜ όΨtǊƻƧŜŎǘ ŎƻŘŜΩ ŦƛŜƭŘύ ŦƻǊ ǿƘƛŎƘ ȅƻǳ ǿŀƴǘ ǘƻ ǎŜƴŘ ǘƘŜ 

offer. The format of the project code should be YYYY-R-AANN-KANNN-NNNNNN (1) 

Please note that the system will validate if the format of the project code is correct or not. 

 

 

 

 

 

Example: project code filled in 

 
- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ όпύ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇ όΨhŦŦŜǊ ƛƴŦƻǊƳŀǘƛƻƴΩύΣ ƻǊ ƻƴ 

- Click on the Ψ.ŀŎƪΩ (2) button ǘƻ Ǝƻ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴ όΨwŜƎƛǎǘǊŀƴǘ ŀƴŘ ŦǳƴŘƛƴƎ ǇǊƻƎǊŀƳƳŜΩύ or 

on 

- Click on the Ψ/ŀƴŎŜƭΩ όо) Click on the to cancel the sending of the offer 

 

3. Offer information: 

In this step you should specify information about offer such as the activity type ( it will be always 

Ψ±ƻƭǳƴǘŜŜǊƛƴƎΩύΣ ǘƘŜ ǘƻǇƛŎǎ ŀƴŘ ǘƘŜ ǘȅǇŜ ǎƻƳŜ ƳƻǊŜ ŘŜǘŀƛƭǎ ǘƘŀǘ ǿƛƭƭ ƘŜƭǇ ǘƘŜ ǇƻǘŜƴǘƛŀƭ ǇŀǊǘƛŎƛǇŀƴǘ ǘƻ 

understand the scope of the activity he/she is offered. 

-  Activity type (1): select the type of the activity (e.g. Individual Volunteering) 

- Topics (2): you have to select at least one topic (maximum 3) for the activity 

- Activity name (3): provide a title for the offer you will send 

- Description (4): we recommend you to provide more information about the project/activity the 

potential participant will be involved 

- Start date & End date (5 & 6): select the start date and end date for the activity the participant will 

take part 

1 2 
3 

4 
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- Activity type (1): select the type of the activity (e.g. Individual Volunteering) 

- Topics (2): you have to select at least one topic (maximum 3) for the activity  

- Activity name (3): provide a title for the offer you will send 

- Description (4): we recommend you to provide more information about the project/activity the 

potential participant will be involved 

- Start date & End date (5 & 6): select the start date and end date for the activity the participant will 

take part 

 

Example: offer information (Activity type, Topics, Activity name) Description, Start/End date 

 

1 

2 

3 

4 
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- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ όфύ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎŜŎǘƛƻƴ όΨ[ƻŎŀǘƛƻƴΩύΣ ƻǊ ƻƴ 

- Click on the Ψ.ŀŎƪΩ όуύ button ǘƻ Ǝƻ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴ όΨtǊƻƧŜŎǘ ƛƴŦƻǊƳŀǘƛƻƴΩύΣ ƻǊ ƻƴ 

- Click on the Ψ/ŀƴŎŜƭΩ (7) button to cancel the sending of the offer 

 

4. Location 

In this section, you have to provide the information about the place where the activity will take 

place, such as organisation name and address (country, city, country). 

Note: Check first if the organisation name is already in the system. So, type the organisation name or 

ƛǘǎ tL/ ƴǳƳōŜǊ ƛƴ ǘƘŜ Ψ{ŜŀǊŎƘ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴ ƻǊ ŎǊŜŀǘŜ ŀ ƴŜǿ ƻƴŜΩ filed. 

 

 

 

 

 

 

 

 

 

If you find the organisation name, then the system will automatically filled in the address of the 

organisation (e.g. City, street, zip code, country). 

If you do not find the organisation name, then: 

- ¢ȅǇŜ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴ ƴŀƳŜ ƛƴ ǘƘŜ Ψ{ŜŀǊŎƘ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴ ƻǊ ŎǊŜŀǘŜ ŀ ƴŜǿ ƻƴŜΩ (1) filed 

- Type the details address of the organisation in the fields 

- Organisation name (2) 

- Organisation street (3) 

- Organisation city (4) 

- Organisation zip code (5) 

- Country (6) 

- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ όфύ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇ όΨwŜǾƛŜǿΩύΣ ƻǊ ƻƴ 

- Click on the Ψ.ŀŎƪΩ όтύ button ǘƻ Ǝƻ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴ όΨ[ƻŎŀǘƛƻƴΩύΣ ƻǊ ƻƴ 

- Click on the Ψ/ŀƴŎŜƭΩ όуύ button to cancel the sending of the offer 

 

 

 

1 
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Example ς create new organisation: 

 

Example ς fields filled in ς an existing organisation: 

 

 

4. Review (the information) 

This step you can review the information you have filled in and in case you have missed something 

ŀƴŘ ȅƻǳ ǿŀƴǘ ǘƻ ǳǇŘŀǘŜ ȅƻǳ Ŏŀƴ Řƻ ƛǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ΨtǊŜǾƛƻǳǎΩ ōǳǘǘƻƴΦ 

- If all the information is correct (1), you can send the offer to the potential participant by clicking on 

ǘƘŜ ΨSendΩ ōǳǘǘƻƴ όпύΦ  

- Click ƻƴ ǘƘŜ Ψ/ŀƴŎŜƭΩ όоύ ōǳǘǘƻƴ to close the current page, and no offer is sent 

- Click ƻƴ ǘƘŜ ΨtǊŜǾƛƻǳǎΩ όпύ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴ όΨ[ƻŎŀǘƛƻƴΩύ 
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Example ς create new organisation: 

 

Example ς fields filled in ς an existing organisation: 

 

 

4. Review (the information) 

This step you can review the information you have filled in and in case you have missed something 

ŀƴŘ ȅƻǳ ǿŀƴǘ ǘƻ ǳǇŘŀǘŜ ȅƻǳ Ŏŀƴ Řƻ ƛǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ΨtǊŜǾƛƻǳǎΩ ōǳǘǘƻƴΦ 

- If all the information is correct (1), you can send the offer to the potential participant by clicking on 

ǘƘŜ ΨSendΩ ōǳǘǘƻƴ όпύΦ  

- Click ƻƴ ǘƘŜ Ψ/ŀƴŎŜƭΩ όоύ ōǳǘǘƻƴ to close the current page, and no offer is sent 

- Click ƻƴ ǘƘŜ ΨtǊŜǾƛƻǳǎΩ όпύ ōǳǘǘƻƴ to ŎƭƻǎŜ ǘƻ Ǝƻ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴ όΨ[ƻŎŀǘƛƻƴΩύ 
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11.3 Send offer for projects funded by the programmes that support the European 

Solidarity Corps and Volunteering Teams in High Priority Areas 

 

The organisations are already linked to the Funding Programme under they run the project: 

a) For projects funded by the programmes that support the European Solidarity Corps:  

¶ EU programme for Employment and Social Innovation (EaSI) 

¶ LIFE programme 

¶ European Agricultural Fund for Rural Development 

¶ Europe for Citizens programme 

¶ Asylum, Migration and Integration Fund (AMIF) 

¶ Interreg Volunteer Youth 

¶ EU Health programme 

 

b) For Volunteering Teams in High Priority Areas projects:   

¶ European Solidarity Corps / Volunteering Teams in High Priority Areas 

 

The sending of the offer is split in four steps process. You will be guided by the system through each 

step: 

 

1. Registrant and funding programme: specify the PRN of the potential participant and the 

funding programme 

2. Offer information: specify the dates of the of the activity, topics, short description of the 

activity/project 

3. Location: specify the organisation, country, city (including the address)where the activity will 

take place 

4. Review and send the offer: review the information you have filled in and send the offer to the 

potential participant 

 

 

 

 

 

 

 

 

1 
2 

3 
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http://ec.europa.eu/social/main.jsp?catId=1081
http://ec.europa.eu/social/main.jsp?catId=1081
http://ec.europa.eu/social/main.jsp?catId=1081
http://ec.europa.eu/environment/life/
https://ec.europa.eu/agriculture/rural-development-2014-2020_en
https://eacea.ec.europa.eu/europe-for-citizens_en
https://ec.europa.eu/home-affairs/financing/fundings/migration-asylum-borders/asylum-migration-integration-fund_en
https://www.interregyouth.com/
https://www.interregyouth.com/
http://ec.europa.eu/health/programme/policy_en
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  - ¢ȅǇŜ ǘƘŜ twb ƛƴ ǘƘŜ ΨtŜǊǎƻƴŀƭ ǊŜŦŜǊŜƴŎŜ ƴǳƳōŜǊΩ όмύ ōƻȄ ŀƴŘ ǇǊŜǎǎ Ψ{ŜŀǊŎƘΩ ōǳǘǘƻƴ όнύ ŀƴŘ ǘƘŜ 

basic information of the registered candidate (such as full name, PRN, country of residence and 

nationality) will be displayed 

  - Select the funding programme (3) under which the project runs (e.g. LIFE programme) 

 

 

Example ς fields filled in with Personal Reference Number (PRN) and a funding programme (in this 

case LIFE programme) 

 

- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ ōǳǘǘƻƴ όрύ ǘƻ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇ όΨhŦŦŜǊ ƛƴŦƻǊƳŀǘƛƻƴΩύ, or on 

- ¢ƘŜ Ψ/ŀƴŎŜƭΩ όпύ ǘƻ ŎŀƴŎŜƭ ǘƘŜ ǎŜƴŘƛƴƎ ƻŦ ǘƘŜ ƻŦŦŜǊ 

 

 

 

 

 

 

 

 

 

3 
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2 
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  - ¢ȅǇŜ ǘƘŜ twb ƛƴ ǘƘŜ ΨtŜǊǎƻƴŀƭ ǊŜŦŜǊŜƴŎŜ ƴǳƳōŜǊΩ όмύ ōƻȄ ŀƴŘ ǇǊŜǎǎ Ψ{ŜŀǊŎƘΩ ōǳǘǘƻƴ όнύ ŀƴŘ ǘƘŜ 

basic information of the registered candidate (such as full name, PRN, country of residence and 

nationality) will be displayed 

  - Select the funding programme (3) under which the project runs (e.g. LIFE programme) 

 

 

 

Example ς fields filled in with Personal Reference Number (PRN) and a funding programme (in this 

case LIFE programme) 

 

- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ ōǳǘǘƻƴ όрύ ǘƻ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇ όΨhŦŦŜǊ ƛƴŦƻǊƳŀǘƛƻƴΩ), or 

- Click on the Ψ/ŀƴŎŜƭΩ όпύ ǘƻ ŎŀƴŎŜƭ ǘƘŜ ǎŜƴŘƛƴƎ ƻŦ ǘƘŜ ƻŦŦŜǊ 

 

2. Offer information 

In this step you should specify information about offer such as the activity type ( such as 

Ψ±ƻƭǳƴǘŜŜǊƛƴƎΩ ƻǊ Ψ ¢ǊŀƛƴŜŜǎƘƛǇΩ ƻǊ ΨWƻōǎΩύΣ ǘƘŜ ǘƻǇƛŎǎ ŀƴŘ ǘƘŜ ǘȅǇŜ ǎƻƳŜ ƳƻǊŜ ŘŜǘŀƛƭǎ ǘƘŀǘ ǿƛƭƭ ƘŜƭǇ ǘƘŜ 

potential participant to understand the scope of the activity he/she is offered. 

 

 

 

 

1 

2 
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-  !ŎǘƛǾƛǘȅ ǘȅǇŜ όмύΥ ǎŜƭŜŎǘ ǘƘŜ ǘȅǇŜ ƻŦ ǘƘŜ ŀŎǘƛǾƛǘȅ όŜΦƎΦ Ψ±ƻƭǳƴǘŜŜǊƛƴƎΩύ 

- Topics (2): you have to select at least one topic (maximum 3) for the activity you send the offer 

 

- Activity name (3): provide a title for the offer you will send 

- Description (4): we recommend you to provide more information about the project/activity 

- Start date & End date (5 & 6): select the start date and end date for the activity the participant will 

take part 

- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ ōǳǘǘƻƴ όтύ ǘƻ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎŜŎǘƛƻƴ όΨ[ƻŎŀǘƛƻƴΩύΣ ƻǊ  

- Click on the Ψ.ŀŎƪΩ (8) to go to the previous sectioƴ όΨtǊƻƧŜŎǘ ƛƴŦƻǊƳŀǘƛƻƴΩύΣ ƻǊ 

- Click on the Ψ/ŀƴŎŜƭΩ όфύ ǘƻ ŎŀƴŎŜƭ ǘƘŜ ǎŜƴŘƛƴƎ ƻŦ ǘƘŜ ƻŦŦŜǊ 

 

Example: offer information (Activity type, Topics, Activity name, Description, Start/End date) 

 

3. Location 

4 

5 
6 

7 8 9 
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In this section, you have to provide the information about the place where the activity will take 

place, such as organisation name and address (country, city, country). 

Note: Check first if the organisation name is already in the system. So, type the organisation name or 

ƛǘǎ tL/ ƴǳƳōŜǊ ƛƴ ǘƘŜ Ψ{ŜŀǊŎƘ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴ ƻǊ ŎǊŜŀǘŜ ŀ ƴŜǿ ƻƴŜΩ (1) filed. 
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If you find the organisation name, then the system will automatically filled in the address of the 

organisation (e.g. City, street, zip code, country). 

If you do not find the organisation name, then: 

- ¢ȅǇŜ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴ ƴŀƳŜ ƛƴ ǘƘŜ Ψ{ŜŀǊŎƘ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴ ƻǊ ŎǊŜŀǘŜ ŀ ƴŜǿ ƻƴŜΩ όмύ filed 

- Type the details address of the organisation in the fields 

o Organisation name (2) 

o Organisation street (3) 

o Organisation city (4) 

o Organisation zip code (5) 

o Country (6) 

- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ (9) button to gƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇ όΨwŜǾƛŜǿΩύΣ ƻǊ ƻƴ 

- Click on the Ψ.ŀŎƪΩ όтύ button ǘƻ Ǝƻ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴ όΨhŦŦŜǊ ƛƴŦƻǊƳŀǘƛƻƴΩύΣ ƻǊ ƻƴ 

- Click on the Ψ/ŀƴŎŜƭΩ όуύ button to cancel the sending of the offer 

 

 

 

 

 

 

1 
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Example ς create new organisation: 

 

Example ς fields filled in ς an existing organisation: 

 

 

4. Review (the information) 

This step you can review the information you have filled in and in case you have missed something 

ŀƴŘ ȅƻǳ ǿŀƴǘ ǘƻ ǳǇŘŀǘŜ ȅƻǳ Ŏŀƴ Řƻ ƛǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ΨtǊŜǾƛƻǳǎΩ ōǳǘǘƻƴΦ 

- If all the information is correct (1), you can send the offer to the potential participant by clicking on 

ǘƘŜ ΨSendΩ ōǳǘǘƻƴ όпύΦ  

- Click on ǘƘŜ Ψ/ŀƴŎŜƭΩ όоύ ōǳǘǘƻƴ, to close the current page, and no offer is sent 

- Click on the ΨtǊŜǾƛƻǳǎΩ όнύ ōǳǘǘƻƴ, to go to ǘƘŜ ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴ όΨ[ƻŎŀǘƛƻƴΩύ 
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2 3 4 

1 



Placement Administration and Support System (PASS) System Version 2.0 ς 7 September 2020 (v23) 

 

49 
 

Offer email sent to participants 
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Email sent to the organisation when an offer is accepted 
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Email sent to the organisation when an offer is declined 
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12 View the list with offers sent and their status 
 

Note that the 'Offers' option (1) will be displayed in the table on the homepage of PASS only if you 

have sent at least one contact request to a participant. 

 

Click on the 'Offers' option to view the list with all offers sent so far and corresponding status. 

The information is structured in: 

- Filter section, that allows you to search by PRN (1) and Participant last name (2) and filter the 

information based on the status of offers ( sent, accepted, declined) section (3); 

- Detailed information about each offer sent(4) section: Placement name, Participant (name), PRN, 

Offer sent date, offer expiration date, offer status, Offer accepted/declined date, available 

Ψ!ŎǘƛƻƴǎΩόрύΦ ¢ƘŜ ƻǇǘƛƻƴǎ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ Ψ!ŎǘƛƻƴǎΩ ŎƻƭǳƳƴ depend on the offer status: 

o 'Generate certificate' option is available for each accepted offer, so you can issue a European 

Solidarity Corps certificate from this section too.  

o  ΨwŜǎŜƴŘΩ option is availaōƭŜ ŦƻǊ ƻŦŦŜǊǎ ǿƛǘƘ ǘƘŜ ǎǘŀǘǳǎ Ψ{ŜƴǘΩ, Ψ{Ŝƴǘ όŜȄǇƛǊŜŘύΩΣ ŀƴŘ ΨwŜǎŜƴŘΩ 

o Ψ²ƛǘƘŘǊŀǿ ƻŦŦŜǊΩ option ƛǎ ŀǾŀƛƭŀōƭŜ ŦƻǊ ƻŦŦŜǊǎ ǿƛǘƘ ǘƘŜ ǎǘŀǘǳǎΥ Ψ{ŜƴǘΩ, Ψ!ŎŎŜǇǘŜŘΩΣ ŀƴŘ ΨwŜǎŜƴŘΩ 
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13 Resend an offer  
 

You can Resend an offer that has the status ΨSentΩ, Ψ{Ŝƴǘ όExpired)Σ ΨwŜǎŜƴǘΩ. The offer will contain the 

same information as the initial one and it will be sent to the same registered candidate.  

 

To resend and offerΣ ȅƻǳ ƘŀǾŜ Ƨǳǎǘ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨwŜǎŜƴŘΩ (1) link and then in the next page to 

ŎƻƴŦƛǊƳ ǘƘŜ ǊŜǎŜƴŘƛƴƎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨwŜǎŜƴŘΩ όнύ ōǳǘǘƻƴ  

1 
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- Click on ΨwŜǎŜƴŘΩ (2) button to confirm the resending of the offer. An email with the offer is sent to 

ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘ ŀƴŘ ŀ ŎƻǇȅ ƻŦ ƛǘ ƛǎ ǎŜƴǘ ǘƻ ȅƻǳǊ ŜƳŀƛƭ ƛƴōƻȄΦ ¢ƘŜ ΨhŦŦŜǊ ǎŜƴǘκǊŜǎŜƴǘ ŘŀǘŜΩ ǿƛƭƭ ǎƘƻǿ 

the date and time when tƘŜ ƻŦŦŜǊ Ƙŀǎ ōŜŜƴ ǊŜǎŜƴǘΣ ǘƘŜ ΨhŦŦŜǊ ŜȄǇƛǊŀǘƛƻƴ ŘŀǘŜΩ ǿƛƭƭ ōŜ ǘƘŜ wŜǎŜƴǘ 

ŘŀǘŜ ΨҌΩ мр ŘŀȅǎΣ ŀƴŘ ǘƘŜ ΨƻŦŦŜǊ ǎǘŀǘǳǎΩ ǿƛƭƭ ōŜ ΨwŜǎŜƴǘΩ όоύΦ 

 

You can resend an offer as many times as you need. 

 

 
 

 

 

 

3 
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14 Withdraw an offer  
 

14.1 Erasmus + Volunteering projects, Volunteering Teams in High Priority Areas projects, 

and projects funded under programmes that supports European Solidarity Corps 

 

You can withdraw an offer you send to a participant, only if the Certificate of participation is not 

ƎŜƴŜǊŀǘŜ ȅŜǘΦ Ψ²ƛǘƘŘǊŀǿ ƻŦŦŜǊΩ ƻǇǘƛƻƴ ƛǎ ŀǾŀƛƭŀōƭŜ ŦƻǊ ǘƘŜ ƻŦŦŜǊǎ ǿƛǘƘ ǎǘŀǘǳǎ Ψ!ŎŎŜǇǘŜŘΩΣ Ψ{ŜƴǘΩΣ or 

ΨwŜǎŜƴǘΩ. 

To withdraw an offer you have to access the ΨhfferǎΩ list and: 

1. /ƭƛŎƪ ƻƴ ǘƘŜ Ψ²ƛǘƘŘǊŀǿ ƻŦŦŜǊΩ ƭƛƴƪ ŀǎǎƻŎƛŀǘŜŘ ǘƻ ŀƴ ƻŦŦŜǊ όǎŜŜ Ψ!ŎǘƛƻƴǎΩ ŎƻƭǳƳƴύ 

 
2. In the next page, you specify the reason for withdrawing the offer. Please note that this text 

will be sent by email to the registered candidate (young person) 

3. Confirm the withdrawn ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ψ²ƛǘƘŘǊŀǿ ƻŦŦŜǊΩ ōǳǘǘƻƴ όмύΣ ƻǊ cancel the action by 

ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ψ/ŀƴŎŜƭΩ ōǳǘǘƻƴ όƛƴ ǘƘƛǎ ŎŀǎŜ ǘƘŜ ǿƛǘƘŘǊŀǿn will not take place). 

 

After confirming the withdrawing, an email is be sent to the young person (registered candidate) and 

to you. A confirmation message (1) is displayed at the top of the page, the Offer status is changed 

ƛƴǘƻ Ψ²ƛǘƘŘǊŀǿƴΩ όнύ ŀƴŘ no other actions will be available for the offer just withdrawn (3). 

1 
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Example ς email sent to the registered candidate and organisation: 

 

1 

2 
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14.2 European Solidarity Corps projects (ESC11, ESC13, ESC21) 

 

If you sent an offer with wrong details, or the young person accepted the offer and could not join the 

project because of various reasons, or you sent more than one offer for the same activity and to the 

same participant - you can withdraw the offer (1).  

In the case of the offers sent for the project funded under European Solidarity Corps progamme (ESC 

11, ESC13, ESC21), the withdrawing of the offers involves also the participant data is retrieved in 

Mobility Tool (MT+). The checking is automatically made by the both systems, PASS and MT+ . 

¢ƻ ǿƛǘƘŘǊŀǿ ŀƴ ƻŦŦŜǊΣ ŀŎŎŜǎǎ ǘƘŜ ΨhŦŦŜǊǎΩ ƭƛǎǘ ŀƴŘ ƭƻŎŀǘŜ ǘƘŜ ƻŦŦŜǊ ȅƻǳ ǿŀƴǘ ǘƻ ǿƛǘƘŘǊŀǿΦ tƭŜŀǎŜ ƴƻǘŜ 

ǘƘŀǘ Ψ²ƛǘƘŘǊŀǿ ƻŦŦŜǊΩ ƻǇǘƛƻƴ ƛǎ ŀǾŀƛƭŀōƭŜ ŦƻǊ ǘƘŜ ƻŦŦŜǊǎ ǿƛǘƘ ǎǘŀǘǳǎ Ψ{ŜƴǘΩΣ ΨwŜǎŜƴǘΩΣ ƻǊ Ψ!ŎŎŜǇǘŜŘΩΦ 

 

a) Offer ǎǘŀǘǳǎΥ Ψ{entΩ ƻǊ ΨwŜǎŜƴǘΩ 

If thŜ ƻŦŦŜǊ Ƙŀǎ ǘƘŜ ǎǘŀǘǳǎ Ψ{ŜƴǘΩ ƻǊ ΨwŜǎŜƴǘΩ: the system will ask you to provide a reason for 

withdrawing the offer and then you just need to confirm the withdrawing.  

 

An email is be sent to the young person (registered candidate) and to you. A confirmation message is 

displayed at the top of the page, the hŦŦŜǊ ǎǘŀǘǳǎ ƛǎ ŎƘŀƴƎŜŘ ƛƴǘƻ Ψ²ƛǘƘŘǊŀǿƴΩ όнύ hŦŦŜǊ ǎǘŀǘǳǎ ƛǎ 

ŎƘŀƴƎŜŘ ƛƴǘƻ Ψ²ƛǘƘŘǊŀǿƴΩ όнύ ŀƴŘ ƴƻ more ΨactionsΩ will be available for the offer just withdrawn. 
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Example ς email sent to the registered candidate and organisation: 

 

b) hŦŦŜǊ ǎǘŀǘǳǎΥ Ψ!cceptedΩ 

If the offer status is accepted, then several checks will be done by both system, PASS and 

Mobility Too (MT+) this because for projects funded under European Solidarity Corps 

programme, PASS communicates with Mobility Tool (MT+): 
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Scenarios:  

b.1 Offer stŀǘǳǎ ƛǎ ΨacceptedΩ, and the participant is not retrieved in MT+ yet: you can withdraw 

the offer. The steps for withdraw are similar to the ones described at the point a) Offer status: 

Ψ{ŜƴǘΩ ƻǊ ΨwŜǎŜƴǘΩΦ 

b.2 hŦŦŜǊ ǎǘŀǘǳǎ ƛǎ ΨŀŎŎŜǇǘŜŘΩ, and participant retrieved in MT+ , but not linked to an activity/ it is 

added to a participation. You will be able to withdraw the offer in PASS (please note that the 

systems check if the participant is linked or not to an activity/it is added to a participation). 

The steps ŦƻǊ ǿƛǘƘŘǊŀǿ ŀǊŜ ǎƛƳƛƭŀǊ ǘƻ ǘƘŜ ƻƴŜǎ ŘŜǎŎǊƛōŜŘ ŀǘ ǘƘŜ Ǉƻƛƴǘ ŀύ hŦŦŜǊ ǎǘŀǘǳǎΥ Ψ{ŜƴǘΩ ƻǊ 

ΨwŜǎŜƴǘΩΦ 

 After withdrawing the offer in PASS, you have to access Mobility Tool (MT+) and click again on 

ǘƘŜ ΨǊŜǘǊƛŜǾŜ ƴƻǿΩ ƭƛƴƪ ŘƛǎǇƭŀȅŜŘ ƴŜȄǘ ǘƻ ǘƘŜ ΨwŜǘǊƛŜǾŜ ǇŀǊǘƛŎƛǇŀƴǘǎ ŦǊƻƳ 9¸tΩΦ !ƭǎƻ ƛƴ a¢ҌΣ ȅƻǳ 

ƘŀǾŜ ǘƘŜ Ǉƻǎǎƛōƛƭƛǘȅ ǘƻ ŘŜƭŜǘŜ ǘƘŜ ΨǇŀǊǘƛŎƛǇŀƴǘΩ ŦƻǊ ǿƘƛŎƘ ȅƻǳ ǿƛǘƘŘǊŀǿ ǘƘŜ ƻŦŦŜǊ ƛƴ t!{{Φ Lƴ ŎŀǎŜ 

there are more than one offers for the same participant, please pay attention which participant 

data you delete (offer). In MT+, you should not be able to link to an activity/add participation, a 

participant for which you withdraw the offer. For more details, please consult the MT+ user guide. 

b.3 Offer ǎǘŀǘǳǎ ƛǎ ΨacceptedΩΣ ǘƘŜ participant is retrieved in MT+ and link to an activity/added to a 

participation. 

When you click ƻƴ Ψ²ƛǘƘŘǊŀǿ ƻŦŦŜǊΩ ƭƛƴƪΣ ǘƘŜ Ω¢ƘŜ offer cannot be withdrawn because the 

ǇŀǊǘƛŎƛǇŀƴǘ Ƙŀǎ ōŜŜƴ ŀƭǊŜŀŘȅ ŀŘŘŜŘ ǘƻ ŀƴ ŀŎǘƛǾƛǘȅΩ ƳŜǎǎŀƎŜ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΦ ¢Ƙƛǎ ōecause the 

system checks if the participant is linked to an activity/ added to a participation, and if it finds that 

ƛǘ ƛǎ ǘǊǳŜ ǘƘŜƴ ǿŀǊƴǎ ȅƻǳ ŀƴŘ ǿƛƭƭ ƴƻǘ ŀƭƭƻǿ ȅƻǳ ǘƻ ǿƛǘƘŘǊŀǿ ǘƘŜ ƻŦŦŜǊ ǳƴǘƛƭ ȅƻǳ ŘƻƴΩǘ ŘŜƭŜǘŜ ǘƘŜ 

participation/unlink the participant from an activity. Those steps can be made only in Mobility 

Tool (MT+). In case more than one offer have been sent to the participant and all are accepted 

and retrieved in MT+, please check which offer is linked to an activity/participation and which are 

the ones you want to withdraw. For more details about the features available in MT+ , please 

consult the MT+ user guide. 

       Example : Message displayed when you cannot withdraw an offer 

 

 

b.4 Offer accepted, participant retrieved in MT+ and linked to an activity, and Certificate of 

participation issued: thŜ ΨǿƛǘƘŘǊŀǿ ƻŦŦŜǊΩ ŦŜŀǘǳǊŜ ƛǎ ƴƻǘ ŀǾŀƛƭŀōƭŜΦ ¢ƘŜ ΨǿƛǘƘŘǊŀǿ ƻŦŦŜǊΩ ƻǇǘƛƻƴ ƛǎ 

not available, because the activity is considered as finalised. Please note, that in order to issue a 

ŎŜǊǘƛŦƛŎŀǘŜ ƻŦ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ǘƘŜ ΨtŀǊǘƛŎƛǇŀƴǘ ǊŜǇƻǊǘΩ Ƙŀǎ ǘƻ ōŜ ǎǳōƳƛǘǘŜŘΦ   

c. Offer statusΥ Ω{Ŝƴǘ όŜȄǇƛǊŜŘύΩ 
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 ¢ƘŜ ΨǿƛǘƘŘǊŀǿ ƻŦŦŜǊΩ ƻǇǘƛƻƴ ƛǎ ƴƻǘ ŀǾŀƛƭŀōƭŜΣ ǎƛƴŎŜ ǘƘŜ ƻŦŦŜǊ ƛǎ ŜȄǇƛǊŜŘ ŦǊƻƳ ǘƘŜ ǘŜŎƘƴƛŎŀƭ Ǉƻƛƴǘ ƻŦ 

ǾƛŜǿ ŀƴŘ ƛǘ ŘƻŜǎƴΩǘ ƘŀǾŜ ŀƴȅ ŦƛƴŀƴŎƛŀƭ ƛƳǇŀŎǘ ƻƴ ǘƘŜ ǇǊƻƧŜŎǘ ŀƴŘ - prevent the registered candidate to 

perform other actions in the European Solidarity Corps portal.  

 

ŘΦ hŦŦŜǊ ǎǘŀǘǳǎΥ Ω5ŜŎƭƛƴŜŘΩ 

¢ƘŜ ΨǿƛǘƘŘǊŀǿ ƻŦŦŜǊΩ ƻǇǘƛƻƴ ƛǎ ƴƻǘ ŀǾŀƛƭŀōƭŜΣ ǎƛƴŎŜ ǘƘŜ ƻŦŦŜǊ Ƙŀǎ ōŜŜƴ ŘŜŎƭƛƴŜŘ ŀƴŘ ƛǘ ŘƻŜǎƴΩǘ ƘŀǾŜ ŀƴȅ 

financial impact on the project and - prevent the registered candidate to perform other actions in the 

European Solidarity Corps portal. 

 

 

 

15 Receive ȅƻǳƴƎ ǇŜǊǎƻƴΩǎ interest for an opportunity 
 

The young people registered in European Solidarity Corps portal have the possibility to search and 

express their interest for a European Solidarity Corps opportunity advertised by your organisation 

όΨaŀƴŀƎŜ ƻǇǇƻǊǘǳƴƛǘȅΩ ƭƛƴƪ ƻƴǘƻ ƻǊƎŀƴƛǎŀǘƛƻƴ ŘŀǎƘōƻŀǊŘύ. 

Whenever a young person expresses his/her interest for an opportunity, you will receive an email (in 

English) (1) and you will see the information in the 'Applications' list (2). 

Email sent to the organisation when a participant applies for a European Solidarity Corps 

placement opportunity 

The email contains the participant's name (linked to his/her profile) (1), his/her Participant Reference 

Number, opportunity name, and (if it is the case) the motivation statement. 

Should you wish to ask the registered candidate for a Motivation Statement (min 500 characters and 

maximum 1000 characters) or/and CV, then you have to tick one or both options (checkboxes) 

ŀǾŀƛƭŀōƭŜ ƻƴ ǘƘŜ Ψ!ŘǾŜǊǘƛǎŜ ƻǇǇƻǊǘǳƴƛǘȅΩ form (ǎŜŜ ΨaŀƴŀƎŜ ƻǇǇƻǊǘǳƴƛǘƛŜǎΩ option). 

 

By clicking on the link associated to the participant's name, you will see the young person profile, 

including his/her email address. 

 

 

 

 

Example ς email application for an opportunity for which is not requested a motivation statement. 

Please note that if you reply directly to the email you received, the message will not reach the young 

person's mailbox, but instead it will be sent to the European Solidarity Corps functional mailbox.  
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Example ς email application for an opportunity for which is requested a motivation statement. 

 

 

 

 

 

View the list with applications 

Note that the 'Applications' option (1) will be displayed in the table on the homepage of PASS only if 

at least one participant has expressed his/her interest for a placement you advertised.  

1 
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Click on the 'Applications' (1) option to view the list with all participants (2) that expressed their 

interest for the placements you advertised.  

Filter the information by 'PRN' (3) and 'Placement name' (4), view the participant's profile and 

directly contact him/her by send an email. Please note that the email address is visible at this stage, 

thus you can email him/her without sending a contact request. 

 

List of applications received 

 

  

3 4 

2 

1 
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16 Generate a certificate of participation 
 

You can issue a European Solidarity Corps certificate of participation for a participant that finalises 

his/her activity. 

Project funded under European Solidarity Corps programme 

 

Please note that for of the projects funded under European Solidarity Corps programme (ESC11, 

ESC13, and ESC21), the issuing of the certificate of participation is possible only if the young person 

has submitted the ΨtŀǊǘƛŎƛǇŀƴǘ ǊŜǇƻǊǘΩ. This also mean that in Mobility Tool(MT+), the participant 

Řŀǘŀ ƛǎ ǊŜǘǊƛŜǾŜŘ ŦǊƻƳ 9ǳǊƻǇŜŀƴ ¸ƻǳǘƘ tƻǊǘŀƭ όǎŜŜ ΨwŜǘǊƛŜǾŜ ŦǊƻƳ 9¸tΩ link), linked to and activity 

όǎŜŜ Ψ!ŎǘƛǾƛǘƛŜǎΩ ǘŀōύ ŀƴŘ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ΨtŀǊǘƛŎƛǇŀƴǘ ǊŜǇƻǊǘΩ ƛǎ ΨǎǳōƳƛǘǘŜŘΩ όΨ!ŎǘƛǾƛǘƛŜǎΩ ǘŀōΣ ǎŜƭŜŎǘ ƻƴ 

ŀ ǇŀǊǘƛŎƛǇŀƴǘ ŀƴŘ ŎƘŜŎƪ ǘƘŜ Ψ tŀǊǘƛŎƛǇŀƴǘ ǊŜǇƻǊǘΩ ǎŜŎǘƛƻƴύ. 

In PASS and in Mobility Tool (MT+), it is checked only if the Participant report has been submitted 

and not its quality. 

For those projects, the information about participation data (Start date and End date of the activity, 

Location where the activity took place), will be automatically retrieved from Mobility Tool and it 

cannot be changed (the accurate data is available in Mobility Tool). 

Steps to issue a certificate - Projects funded under European Solidarity Corps programme: 

Click on 
ΨCertificatesΩ

Click on ΨGenerate 
certificateΩ

Search for an 
accepted offer

Click on ΨGenerate 
certificateΩ

Is participant in 
MT+ and added 
to an ΨActivityΩ?

Is Participant 
Report 

submitted?

Click on ΨGenerate 
certificateΩYes Yes Preview certificate

Generate & notify 
participant

Message displayed:
You cannot issue 

certificate of 
participation + 

Reason

Message displayed:
You cannot issue 

certificate of 
participation + 

Reason

NO

No

The system 
checks

The system checks

  

Projects funded under Erasmus +, projects funded by other programmes that 

support European Solidarity Corps, and projects in high priority area 

 

Steps to issue a certificate - Projects funded under Erasmus +, projects funded by other programmes 

that support European Solidarity Corps, and projects in high priority area: 

Click on 
ΨCertificatesΩ

Click on ΨGenerate 
certificateΩ

Search for an 
accepted offer

Click on ΨGenerate 
certificateΩ

Click on ΨGenerate 
certificateΩ

Preview certificate
Generate & notify 

participant
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Steps ς for all projects types 

Note: Before generation a certificate, please read the introduction above (including the diagrams). 

Step 1 ς Access the 'Certificates' list, by clicking on the 'Certificates' option (1). 

Note that the 'Certificates' option (1) will be displayed in the table on the homepage of PASS only if 

you have sent via PASS at least one offer.  

 

Step 2 ς In the 'Certificates' list (1), you will see the information about the certificates issued so far: 

Å List with certificates: displays the 'Placement name', 'Participant', 'PRN', 'Placement start 

date', 'Placement end date', 'Placement city', 'Placement country', 'Actions'.  

     'No results' message is displayed when no certificate has been issued so far. 

Å 'Back' button (2): opens the homepage of PASS. 

Å 'Generate certificate' button (3): allows you to effectively start the creation of the certificate 

and opens the 'offers' list. Click on this button! 

 

Step 3 ς The 'Offers' list provides you with information about all offers you have sent to 

participants. From there you can: 

Å Search for the participant you want to issue the certificate for: 'By PRN' (1) or 'By participant 

last name' (2) 

Step 3 ς The 'Offers' list provides you with information about all offers you have sent to 

participants. From there you can: 

Å Search for the participant you want to issue the certificate for: 'By PRN' (1) or 'By participant 

last name' (2) 

Å Filter the information by 'Offer status' (3, 4) 

Å See the information about offers (5): 'Activity name', 'Participant', 'PRN', 'Offer sent date', 

'Offer expiration date', 'Offer status' (6), 'Offer accepted/declined date', 'Actions' (7) 

 

 The 'Generate certificate' option is displayed in the 'Actions' column only for accepted offers. 

Å Once you found the participant and if he/she has an accepted offer, then click on the 

'Generate certificate' (7) option displayed in the 'Actions' column.  

1 

2 
3 
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NOTE: Please note that in the case of the projects funded under European Solidarity Corps 

programme (ESC11, ESC13, and ESC21), the issuing of the certificate of participation is possible only 

if the ȅƻǳƴƎ ǇŜǊǎƻƴ Ƙŀǎ ǎǳōƳƛǘǘŜŘ ǘƘŜ ΨtŀǊǘƛŎƛǇŀƴǘ ǊŜǇƻǊǘΩ. This also mean that in Mobility Tool, the 

participant data is retrieǾŜŘ ŦǊƻƳ 9ǳǊƻǇŜŀƴ ¸ƻǳǘƘ tƻǊǘŀƭ όǎŜŜ ΨwŜǘǊƛŜǾŜ ŦǊƻƳ 9¸tΩ ƭƛƴƪύ ŀƴŘ ƭƛƴƪŜŘ ǘƻ 

ŀƴŘ ŀŎǘƛǾƛǘȅ όǎŜŜ Ψ!ŎǘƛǾƛǘƛŜǎΩ ǘŀōύ ŀƴŘ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ΨtŀǊǘƛŎƛǇŀƴǘ ǊŜǇƻǊǘΩ ƛǎ ΨǎǳōƳƛǘǘŜŘΩ όΨ!ŎǘƛǾƛǘƛŜǎΩ 

ǘŀōΣ ǎŜƭŜŎǘ ƻƴ ŀ ǇŀǊǘƛŎƛǇŀƴǘ ŀƴŘ ŎƘŜŎƪ ǘƘŜ Ψ tŀǊǘƛŎƛǇŀƴǘ ǊŜǇƻǊǘΩ ǎŜŎǘƛƻƴ). 

The following message is displayed in case participant is not encoded in Mobility Tool (please note 

that after you retrieve participants in Mobility Tool -Ҕ ƛƴ ǘƘŜ ΨtŀǊǘƛŎƛǇŀƴǘǎΩ ǘŀōΣ ǘƘŜ ΨǊŜǘǊƛŜǾŜ ƴƻǿΩ ƭƛƴƪΣ 

ȅƻǳ ƘŀǾŜ ǘƻ ŀŎŎŜǎǎ Ψ!ŎǘƛǾƛǘƛŜǎΩ ǘŀō ŀƴŘ ƭƛƴƪ them to the corresponding activity: Ψ¸ƻǳ Ŏŀƴƴƻǘ ǎǘŀǊǘ ǘƘƛǎ 

process because either the participant [Participant name (PRN)] has not been added in the Mobility 

Tool to the project [project code] or his/her participation data is not complete. In case all the criteria 

are complete, please contact the Helpdesk (email address eu-solidarity-corps@ec.europa.euύ Ψ. 

 

The following message is displayed in case participant has been encoded in Mobility Tool and linked 

ǘƻ ŀƴ ŀŎǘƛǾƛǘȅ όΨ!ŎǘƛǾƛǘƛŜǎΩ ǘŀōύΣ ōǳǘ ǘƘŜ ΨtŀǊǘƛŎƛǇŀƴǘ ǊŜǇƻǊǘΩ ƛǎ ƴƻǘ ǊŜŎŜƛǾŜŘ ȅŜǘΥ ΨYou cannot start this 

process because the Participant Report of [Participant name (PRN)], that took part in the project 

ώǇǊƻƧŜŎǘ ŎƻŘŜϐ Ƙŀǎ ƴƻǘ ōŜŜƴ ǊŜŎŜƛǾŜŘΦΩ 

 

Step 4 ς The ΨCertificate creationΩ form is displayed  

On this page, you have the possibility to review the information already provided by the system, but 

you also have the option to change some of it: 

1 

2 
3 4 

5 

6 

7 

mailto:eu-solidarity-corps@ec.europa.eu
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Å 'Participant' section (1): 'Name' and 'PRN' cannot be modified 

Å 'Placement' section:  

             - 'Placement dates' (2), the 'Start date' and 'End date' are mandatory and they can be 

modified for the E+ volunteering projects, projects in high priority area and projects funded by 

other programmes that support European Solidarity Corps; they cannot be modified for the 

ESC11, ESC13, and ESC21 projects (the information is retrieved from the Mobility Tool) 

    - 'City' (3) is mandatory and it can be modified for the E+ volunteering projects, projects in 

high priority area and projects funded by other programmes that support European 

Solidarity Corps; they cannot be modified for the ESC11, ESC13, and ESC21 projects (the 

information is retrieved from the Mobility Tool) 

    - 'Country' (4) it cannot be modified 

                  - 'Strand' (5) and 'Activity type' (6) cannot be modified; (it can be modified only for 

occupational activities e.g. traineeship, work experience or apprenticeship); Please note that the filed 

is linked to the funding programme you selected when sent the offer to the participant. 

Å 'Organisation(s)' section: 

    - 'Organisation in the place of the activity' (7) is mandatory and can be modified (the 

system helps you to find the right organisations' name (by using the search system) 

     - 'Organisation issuing the certificate' (8): it cannot be modified 

     - 'Type of the organisation issuing the certificate' (9), please select the right option from 

the list (Receiving organisation, Sending organisation, Coordinating organisation: 

V Receiving organisation: in charge of hosting the volunteer(s), developing a 

programme of activities, providing support to participants during all the 

phases of the project. 

V Sending organisation: In charge of sending volunteer(s), (this includes 

organising practical arrangements; preparing participants before departure; 

providing support to participants during all the phases of the project. 

V Coordinating organisation: applying for the whole project on behalf of all the 

partner organisations and responsible for the overall management of the 

project. 

   - 'City of Organisation issuing the certificate' (10) is mandatory and it can be modified 

   - 'Name of the person issuing the certificate' (11) is mandatory and it can be modified 

                 - 'Role in the organisation' (12), please select the appropriate role 

  - 'Signing date' (13) is mandatory and it can be modified (by default it is the current date 

that will be displayed) 

Å 'Cancel' button (14) closes the current page and displays back the 'Offers list'. No certificate 

will be created 

Å 'Preview' button (15), gives you the possibility to see how the certificate will look like. Please 

note that clicking on 'Preview' will not issue the certificate. You can preview the certificate, 

review and modify the information until you consider that the certificate is ready to be 

issued (this is the last step in the process). Click on 'Preview' button! 
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Create certificate of participation form 
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Step 5 ς Preview the certificate, verify and modify the information until you consider that it is the 

final version  

A 'Draft' watermark is displayed in the background to warn you that this is the draft version 

Å 'Cancel' button (1) opens back the certificate creation page. Use this button whenever you 

need to modify the information. 

Å 'Generate and notify participant' button (2), creates/generates the certificate and in the 

same time sends a notification to the participant informing him/her that a European 

Solidarity Corps certificate of participation has been issued for him/her. 

           

Please click on the 'Generate and notify participant' button only once you have double checked that 

the information displayed on the certificate is correct.  

 

 

Step 6 ς Final generation of the certificate and notification to the participant 

Once the information is correct, the certificate can be issued by clicking on the 'Generate and notify 

participant' button. 

This is the final step in the European Solidarity Corps certificate of participation generation process. 

The participant will get a notification via email ς in his/her preferred contact language ς with details 

about how he/she can access the certificate. The certificate will be displayed in the European 

1 2 
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Solidarity Corps participant's dashboard and the participant will be able to download it from there in 

the language of his/her choice. 

Example of email notification the participant receives:  

 

Information about the certificate will be displayed in the 'Certificates' list.  

  

рс 
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You can also print the certificate at any time. For this you can download (1) it from the certificates' 

list (please see 'Actions' column) in the language you want (2).  

 

To download certificate, you have just cu click on desired language label and the certificate of 

participation translated in the corresponding language will be downloaded on your PC local drive. 

 

 

 

 

 

 

 

2 

1 
















































