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How to Export and Import Mobilities

How to export and import mobilities

In this demo you will see...

how to export the template or the list of existing mobilities
an explanation of the format of the CSV file
how to use the CSV file to update existing mobilities or add new mobilities

how to import the CSV file

This scenario is based on a KA103 project and the export and import for student mobilities. This may be different for other key actions and activities.

Text Captions

MT+

How to export and import
mobilities
In this demo you will see how to export the template or the list of existing mobilities, an explanation

of the format of the CSV file how to use the CSV file to update existing mobilities or add new
mobilities, and how to import the CSV file.
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This scenario is based on a KA103 project and the export and import for student mobilities. This may
be different for other key actions and activities.
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European Commission

M 0 bi I |ty tO 0 I ELO1 Greek State Scholarship's Foundation (IKY)
Home Project List ] Project Details ' Organisations \ Comacts ¥ | Mobilitles.  ~ | Budget Reports A
List Mobilities ‘ 3

Project Details for 2014-1-PL01-KA103-001895 meert~apet

Context information Project information History information
Programme: Erasmus+ Grant Agreement No.: 2014-1-PLO1-KA102-001895 Created by: NA Staff
Key Action: KA1 - Learning Mobility of Individusls National ID: 14004368 Created on: 18/0272015 14:47:02
Action Type: KA102 - Higher education student and staft Project Title: - Updated by: ECAS EAC_TRAINING
mobilit,

s Project Acronym: Updated on: 10/08/2015 11:54:40

Call Year: 2014
Round: 1

Start of Project: 01/06/2014
jon information
End of Project: 21/10/2015
Project Duration (months). 16
PIC: 949614875

Legal Name: Gornoslasks Wyzsza Szkola Handlowa im

Wojciechs Korfantego

National Agency Business Name: Gémoélaska Wyzsza Szkols Handlows
Full legal name (Mational Language)

Mational Agency: PLO1 - Foundation for the Development of Erasmus Code: PL KATOWICO7

the Education System
Consortium Accreditation No.:

For further details about your National Agency, please

consult the following page

60 to the Mobilities menu item and select Import - Export

http://cf9eactl.cc.cec.eu.int:6086/eac/mobility/index.cfm?fuseaction=mobilityep.importexport -

Text Captions

Go to the Mobilities menu item and select Import - Export.
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User Status: Logged in: ECAS EAC_TRAINING - beneficiary [ Log out ] | Legal notics

European Commission

M 0 bi I |ty tO 0 I ELO1 Greek State Scholarship's Foundation (IKY)

Home Project List ‘ Project Details | Organisations [ Contacts - Mobilities v Budget Reports

Import - Export for 2014-1-PL01-KA103-001895

*MM"!'&M’M Dictionary

Export Student Mobilities and the associated Organisations information Click on the Mobility Tool+ Data Dictionary button

[3 Export ExceVCSV

Please select an Import file for Student Mobilities

2. import

Export Staff Mobilities and the associated Organisations information

[# Export Exce¥CSV

Please select an Import file for Staff Mobilities

& Import

Q

In order to download the Mobility Tool+ Data Dictionary click on the button.

Text Captions
On this screen, you can perform the export and import of student mobilities and of staff mobilities.

Due to the fact that these two types of mobilities contain different fields, there are two separate
functionalities which allow the import and export of these types of mobilities.

In order to download the Mobility Tool+ Data Dictionary click on the button.
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G - beneficiary [ Log out ] [Lagal notica
European Commission
M 0 bi I 'ty tO OI ELO1 Greek State Scholarship's Foundation (IKY)
Home Project List ] Project Details ' O,WT“,"OT 7\ Cimm b gobdmfs ¥ 8qu9,! | Rnpo:u
Import - Export for 2014-1-PL01-KA103-001895
[ Opening MobilityToolDataDictionary.pdf [ & hwakiol Data Dictionary

You have chosen to open:
X MobilityToolDataDictionary.pdf
which is: Adobe Acrobat Document
from: http://cf9eactl.cc.cec.eu.int:6086

Export Student Mobilities and the associated Organisaty

B Export ExcellCSV What should Firefox do with this file?

©) Open with | Adobe Reader (defauit) / v

Please select an Import file for Student Mobilities
) Save File
& import
[”] Do this automatically for files like this from ndw on.

Export Staff Mobilities and the associated Organisatiol

|

[# Export Exce¥CSV

Please select an Import file for Staff Mobilities

& Import

Q

| in order to download the Mobility Tool+ Data Dictionary clck on the button

Text Captions

In order to download the Mobility Tool+ Data Dictionary click on the button.
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[ File Edt View Window Help M
@@[_J@E”f QEI/x‘e d) | 100% |~ ’[j@’ R4 Fill & Sign | Comment

Protected View: This file originated from a potentially unsafe location, and most features have been disabled to avoid p ial security risks. &) Enable All Features
2. Countries
| Code Description
|AD | Andorra =
AE | United Arab Emirates
AF Afghanistan
AG | Antigua and Barbuda
ar | Anguilla
AL | Albania
AM | Armenia
| AO | Angola
AR | Argentina
AT | Austria
|AU | Australia
AW | Aruba
| AZ Azerbayjan
| BA | Bosnia And Herzegovina
BB | Barbados
BD | Bangladesh
BE Belgium
BF Burkina Faso
BG | Bulgana
| BH | Bahrain
BI | Burundi
: Dt Benin . | n'|
| e — —

Text Captions

The export/import file uses dictionary codes which are unique abbreviations for the terms used in
fields and dropdown lists.
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User Status: Logged in: ECAS EAC_TRAINING - beneficiary [ Log out ] | Legal notics

European Commission

M 0 bi I ity tO 0 I ELO1 Greek State Scholarship's Foundation (IKY)

Home Project List ] Project Details Organisations [ Contacts - Mobilities v Budget Reports

Import - Export for 2014-1-PL01-KA103-001895

Export Student Mobilities and the associated Organisations information

Export Staff Mobilities and the associated Organisation:
[# Export Exce¥CSV

Please select an Import file for Staff Mobilities

& Import

~
=

| Click on Export Excel/CSV for Student Mobilities and assoclated Organisations information.

Text Captions

Click on Export Excel/CSV for Student Mobilities and associated Organisations information.
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European Commission

M 0 bi I |ty tO 0 I ELO1 Greek State Scholarship's Foundation (IKY)

-

Home Project List ] Project Details ' Organisations \ Contacts Mobilities ¥ Budget Reports

Import - Export for 2014-1-PL01-KA103-001895

’ - -
Opening 2014-1-PL01-KA103-001895_Mobilities_Export students.csv (e e (A ERar

You have chosen to open:
L] 2014-1-PL01-KA103-001895_Mobilities_Export_students.csv

which is: Microsoft Excel 97-2003 Worksheet
from: http://cfeactl.cc.cec.eu.int:6086

— 4 What should Firefox do with this file?
) Open wi icrosoft Excel (default) v

Export Student Mobilities and the associated Organisatl

[3 Export ExceVCSV

Please select an Import file for Student Mobilities

| Save File

& import
[”] Do this automatically for files like thiN{rom now on.

Export Staff Mobilities and the associated Organisatiol

[# Export Exce¥CSV

Please select an Import file for Staff Mobilities

& Import

Q

 Click on Export Excel/CSV for Student Mobilities and associated

Text Captions

Click on Export Excel/CSV for Student Mobilities and associated Organisations information.
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Log out ] | Lagal 7 [l ~
[L”Opl‘dn Commission ’/
Mﬂhl'lf\l fﬂﬂ' ELO1 Creek State Scholarship's Foundation (IKY) :% .\—\\:
W Enter name of file 10 Save 1 - =)
GOVI 4. » MT Exports — v | 43 ” Search MT Exports el
— v s e
Organize v New folder =~ @
> Y Favorites 5 Name : Date modified Type Size
No items match your search, |
© Bl Desktop Y
. |
File name; 2014-1-PL01-KA103-001895_Mobilities_Export_students.csv v
——ie
Save as type: | Microsoft Excel 7-2003 Worksheet (*.csv) k. v
~ Hide Folders | say [ cancel |

Text Captions

Click the Save button

~

Select to save the file as type CSV. Never open the file directly after export.
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European Commission ”/ \ Fi
AAﬂhi"f\’ fnn' ELO] Greek State Scholarship's Foundation (1KY} '—:’/// ‘\~\\\7 1
| Enter name of file to - ) ]
@Qv' I » MT Exports v |4, ” Segrch MT Exports » !
/ il —=a— _— — e 1A
Organize v New folder E (2}
b ¥ Favorites £ Name Date modified Type Size
No items match your search, |
o Ml Desktop b
File name; 2014-1-PLO1-KA103-001895_Mobilities_Export_students.csv =
Save as type: | Microsoft Excel 97-2003 Worksheet (*.csv) -
PO (Click the Start button

Ol Wi Pl X

Text Captions

Go to Start.
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European Commission — —
oge ] \\\
AAﬂh"'f\’ fnn' ELO] Greek State Scholarship's Foundation (IKY) "'/“«/ %\\; =
—
| Enter name o o X
vl I, » MT Exports - |4, ” Segrch MT Exports pel !
= el —— —= - &= el = =
Organize v New folder = v (2}
- L
- 2
b ¥ Favorites Name Date modified Type Size
No items match your search, i v
o Ml Desktop

Documents

Computer

Control Panel

Devices and Printers

Default Programs

»  AllPrograms

Text Captions

Search for Excel.
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European Commission —
vou e — \.
Aﬂﬁhlllf\l fnﬂ' ELO] Greek State Scholarship's Foundation (JKY) —_— ==
) ; S — =
- = e -y 1=
vl J » MT Exports ~ [ 49 [ Seorch MT Exports )
= — — — T — — — = _
Organize New folder =y @
- o »,
b ¥ Favorites Name Date modified Type Size
No items match your search, | y
& Ml Desktop

Programs (1)

Click to open Excel

7 See mofe results

D | x|

Text Captions

Click to open Excel.
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™o B crosoft Exc o = S
File Home | "Insert Page Layout Formulas m Review View Developer [~} 0 o =R
i a e {l S<Inset~ X~ v
B Calibri 1l AN = *  E¢  Generl v :‘% ﬂ y e AT
"= Ga~ » = 3* Delete - | 3]~ Z m
Paste B 7/ - . . - = - HCy Conditional Format Cell ooy Sort & Find &

- ¢ u = A- EE Select the Data tab ? &3 Formatting » as Table ~ Styles ~ | 5 Format * | (2~ Fiter~ Select ~

Clipboard 7 | Font » Alfgni g [ Styles Cells Editing

Al - (& £ / v
d A ‘ ‘ . F G H (T (e K i M | N o ik

1
2 4
3 |

4]

,s,—.

.6 |
7 |

8 |
9 '

10
2t

12|
13 |

14
154

16
=

Text Captions

In Excel, go to the Data tab. Do not go to File to open the exported CSV file.
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1 . a=al —
H= ] w2}

13 Home Insert P3ge4azout T Bata Review View Developer a 0 o @ R
() From Access 7" L.} [ @ L@Connemons 3l S Y & Clear E‘g 4] Data validation ~ “EU C@H [; = i
= 6 = U] & properties £ G Reapply — = [Fa Consolidate = = HES mx

From Other Existing Refresh 3 {1 Sort Filter 7, Textto Remove Group Ungroup Subtotal
Sources~  Connections | All~ %% Edit Link Y Advanced | Columns Duplicates =2 What-It Analysis ~ v v
Connections Sort & Filter Data Tools Qutline I
N
E F G H [ [T K & M | N (o 0000 I 5

18
13
20
2

|
|

22.
23
2
5
261

Text Captions

Select the option to get data from external source, using the option From Text.
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f..—-‘

Search MT Exports

»

Name Date modifiec ' ==

" b5 Favorites

E4)12014-1-R101-KA103-001895_Mobilities_Ex... | 10/06/201512
ko)

| » Bl Desktop I

Select a file to preview,

&
li

File name: - [Tec Files (*.prn;*.bxt;".csv) v]

Tools v [ Open | [ cancel |

Text Captions

Select to open the CSV file just exported.
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Home Insert Page Layout Formulas | Data | Review View Developer

:@Fvom Access ‘_E' _E]‘ Ii@ L::T]Connemons Ql Y ;:\ i.e‘ll

g8

;a] Data Validation ~

- From Web Properties & Reapp [F Consolidate
From Other Existing Refresh . il Sort Filter 7, Remove . Group Ungroup Subtotal
JjFromTet  sources~  Connections | All» % Edit Link Y advanced | Columns Duplicates 9 What-If Analysis = |~ - x
Get External Data Connediions | Sort & Filter Data Tools Qutline ]
Al -(= £ v
4 A B | ¢ | p | E | F | & | H K M | N o |3
1 =
72 4
,3,“ Text Import Wizard - Step 1 of 3
4
?‘ The Text Wizard has determined that your data is Fixed Width.
6‘ If this is correct, choose Next, or choose the data type that best describes your data.
7| || Original data type
8 J Choose the file type that best describes your data:
9
10
11 ‘
12 1 File origin: 65001 : Unicode (UTF-8)

Text Captions

Select the option Delimited.
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Home Insert Page Layout Formulas | Data | Review View Developer

E‘g ﬂ Data Validation ~

W W

@From Access ‘ LH b\ h@ L@Connemons Ql Y “,\ Clear _:_
- From Web = = (& Properties & Reappl {Fim Consolidate =
From Other Existing Refresh 3 {1 Sort Filter 7, Textto Remove . Group Ungroup Subtotal
JFromTet  Sources~  Connections | All= ® Edit Link 7 Advanced | Columns Duplicates _':} What-If Analysis ~ v v
Get External Data Connediions | Sort & Filter Data Tools Qutline ]
Al - (s £ | v
4 A Bz | e i ® i & | ®» | e | ® J & | K i M | N o &
1 =
2 4
,3,.; Text Import Wizard - Step 1 of 3
a4
?" The Text Wizard has determined that your data is Fixed Width.
6 If this is correct, choose Next, or choose the data type that best describes your data.
7| Original data type
8 | Choose the file type that best describes your data:
T‘ : OF - such as commas or tabs separate each field.
10‘1 () Fixed width - Fields are with spaces between each field,
n |
5 Startimport at row: |1 1| File grign: | 65001 : Dnicode (UTF-8) [+
13 -
14
15 Preview of file C:\Users\hieljje\Deskt...\2014-1-PL01-KA103-001895 ! [
16 i
o 1 ["Project ID";"Activity Type";"Long-term activicy™;"PDi |
17 am;=e, DICT";"*, DICT (YES/NO)";"=;"™e";mem;"s  DD-MM~ |
18 2014-1-PLO1-KA103-001895"; "HE-SMP-P"; "YES"; "000-000-0021"; "2 |
719' | 2014-1-PLO1-KA103-001895"; "HE-SMS-P"; "YES™; "000-000-002}'; ™. i
20 i X
21 ‘,
2 i
23 |
241 {
= i
26 |

Text Captions

Ensure that the File origin: is 65001 : Unicode (UTF-8)
Click on Next.
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Insert

Home Page Layout Formulas | Data Review View Developer
(4 From Access . T Ub| Connections S & Clear - =4) Data Validation ~
= @ B B2 2 Y. = 38 32
5 From Web (& Properties (» Reapply e L E- Consolidate
From Other Existing Refresh . ‘Z‘l Sort Filter 7, Textto Remove . Group Ungroup Subtotal
JjFromTet  sources~  Connections | All» % Edit Link Y advanced | Columns Duplicates 9 What-If Analysis = |~ - x
Get External Data Connections Sort & Filter Data Tools Qutline T
Al -(= £ v
4 A B | ¢ p | E | F 6 | w | v | ¥ | x | L | M | N o |3
1 ==
72 4
3 “ Text Import Wizard - Step 2 of 3
4
?‘ This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
6 | ‘
ez || Delimiters
7 | -
= J Cl1ab
o : o [7] Treat consecutive delimiters as one
|
10 Text qualifier: :'
L
(12| :
13 B
14
=]
2
16
s ;"Activicy Type";"Long-term activicy";"Participant ID";"Participd 4
17; {"*. DICT (YES/NO)";"";"4"™;"+";"+, DD-MM-YYYY";"*, DICT";"*";"+{ |
18 014-1-PLO1~ 03-001895; "HE-SMP-P"; "YES"; "000~-000-001"; "Zdzistaw"; "Jakuboy
B 1 b 014-1-PLO1- -001895; "HE-SMS-P"; "YES"; "000-000-002"; "Agnieszka"; "Bosko
20 =
21

Text Captions

Select the Delimiters as Semicolon.
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Home Insert Page Layout Formulas Data Review View Developer
A From Access ™ Connections S Clear == =] Data validation ~ ANE s 3
‘v I‘@ ) 2 (777 ' ® = E‘% 0%_ .l%-, a
5 From Web s — (& (% Properties % Reapply L {Fia Consolidate = = BIES
From Other Existing Refresh . 11\1 Sort Filter 7, Textto Remove Group Ungroup Subtotal
JFromTet  sources~  Connections | All= = Edit Links Y advanced | Columns Duplicates 9 What-If Analysis = |~ - x
Get External Data Connections Sort & Filter Data Tools Qutline T
Al - (= £ v
4 A B | ¢ | o | E | F 6 | W T o T oww Of e ] i i [T INE T o g
1 =
2
,3,“ Text Import Wizard - Step 2 of 3
4
?‘ This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
S below.
5 : :
T Delimiters
74| e
= Fmb
5 Treat consecutive delimiters as one
|
{ 7] comma T
= ot | ~ap 7]
i e
i ] other:
12 :
13 =
14 Data preview
=
2
16
s roject ID tivity Type ng-term activit articipant ID
}7; , DICT , DICT (YES/NO)
18 014-1-PLO1-KA103-001898 -SMP-P ES
E’j 014-1-PLO1-KA103-001895 HE-SMS-P S
o

Text Captions

The text qualifier as a " quotation mark.

Click on Next.
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Home Insert Page Layout Formulas Data Review View Developer a 0 o @ R
(3] From Access o) 5] (& Connections o | [RTZ] r ¢ :_;_J a 8 24 Data validation ~ S'I'\' @rr £ #3
] z | X P = o £ e B l o4
= From Web = = Q S Propertis Lz|A] %3 Rzapp === {Fm Consolidate L L= e ==
From Other Existing Refresh /L\ Sort Filter 7 Textto Remove Group Ungroup Subtotal
L2 From Text Sources~  Connections Allr = t 7 Advanced | Columns Duplicates :'.) What-If Analysis ~ v v
Get External Data Connections Sort & Filter Data Tools Qutline )
Al - 5| v
[ | B = D E F G H I J K & M N o R
1 l
2
-
3 Text Import Wizard - Step 3 of 3 ?
4
5 This screen lets you select each column and set the Data Format.
6 Column data format
7 9 General .
‘General' converts numeric values to numbers, date values to dates, and all
8 _ Text remaining values to text.
9  Date:  DMY 3
10 _ Do not import column (skip)
11
12 >
13 Click the Advanced... button 4
14 Data preview
15
16 enszal LY Gensral G
pctivity Type [Long-term [Participant ID 4 4
17 , DICT |, DICT (YE§/NO) dF
18 E-SMP-P [ES P00-000-001 g
19 E-SMS-P ES P00-000-002 Fq
20 < | »
21
2 [ cone ] [ <oosx |
23
24
25
26
‘ A
Click on Advanced and ensure that the Decimal separator is set as a point and the Thousands separator is set as a comma.
i .
‘[ neauy | [oaa By awie () v ) |
_

Text Captions

Click on Advanced and ensure that the Decimal separator is set as a point and the Thousands
separator is set as a comma.
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Home Insert Page Layout Formulas | Data Review View Developer a 0 o @ R
From Access ! ~  [b] Connections : W Clear == =4 Data validation ~ ®[F @ =
Ly B y B% R a4 En e IR
- From Web : : (& Properties & Reapply e —  [F Consolidate = |
From Other Existing Refresh il Sort Filter 7, Textto Remove . Group Ungroup Subtotal
(BiFromTet  Sources~  Connections | All= 5@ Edit Link 9 Advanced | Columns Duplicates =9 What-If Analysis ~ v v
Get External Data Connections Sort & Filter Data Tools Qutline I
Al v (= %| v
A B C D E F G H I J K 5 M N (o] ;
g N
Text Import Wizard - Step 3 of 3 P xR
This screen lets you select each column and set the Data Format.
Column data format
© General

) Text weflcfal cOnvers NUMG to dates, and all
=7 Advanced Text inc
 Date: OMY Inc Import Settings
*) Do not import colun] | Settings used to recognize numeric data
Decimal separator: | | b
Thousands separator: , -
Note: Numbers will be displayed using the numeric settings =
Data preview specified in the Regional Settings control panel.
[¥] Traiing minus for negative numbers

Cox ) e J[F AT

RBRRBEELEREBREE Y@ Nowslwnie

L
|

Text Captions

Click on Advanced and ensure that the Decimal separator is set as a point and the Thousands
separator is set as a comma.
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Home Insert Page Layout Formulas | Data | Review
) FromAccess T B u (3] connections 3l E’g 4] Data validation ~ "LEH ‘%H
- From Web =1 s e Properties L2 ; [F Consolidate - z
From Other Existing Re'resh 3 {l Sort Filter 7, Textto Remove Group Ungroup Subtotal
JFromTet  Sources~  Connections | All~ = Edit Link Y Advanced | Columns Duplicates =2 What-It Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Qutline a
Al - %| v
4 A | 8 | e | ® | e 0| m ] e | WOy w8 oaw i e | e ) i |7 BNE | er i
1 3
2 4
{ A
3 | Text Import Wizard - Step 3 of 3 (2l &
4
5 | This screen lets you select each column and set the Data Format.
6 | Column data format
7 | © General .
8 ot Adva edTemeportSetb = ? =
2| B — nct S
9 ) Date: | DMY g "
10: ) Do not import colun{ | Settings used to recognize numeric data
1 Decimal separator:
12| Thousands separator: |, |
13 Note: Numbers will be displayed using therunerkmthgs |=
14 Data preview svedﬂedhthekegondmm ol panel.
15 4
16 — ==
T Eicipant
17
18 ;
19
m 4
2z,
22 1
=3l \
24
25 .
26|

Text Captions

Click on OK.
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Home Insert Page Layout Formulas Data Review View Developer a o @ R
From Access D ub| Connections [— 4 " [ =4 Data validation +  ®.[f @t hEE] 3
8 u @ AER g da B8 gomne | W 88
= From Web B Propertie & Reapp e {Fm Consolidate = |
From Other Existing Refresh ‘l\ Sort Filter v Textto Remove Group Ungroup Subtotal
L2 From Text Sources~  Connections All> & t Link 7 Advanced | Columns Duplicates =D What-If Analysis * v v
Get External Data Connections Sort & Filter Data Tools Qutline
Al - £ ¥
C A | B c D E F G H I J K & M N o R
1 l
2
-
3 Text Import Wizard - Step 3 of 3 ?
4
5 This screen lets you select each column and set the Data Format.
6 Column data format
7 9 General .
‘General' converts numeric values to numbers, date values to dates, and all
8 _ Text remaining values to text.
9 ) Date: | DMY 3
10 _) Do not import column (skip)
11
12
13 Select the first column 4
14 Data preview
15
16 nexal Gensral G
Long-term activity [Participant ID [P{ 4
17 l, pIcT (¥Es/No) Ll
18 [KES P00-000-001 g
19 ES P00-000-002 Fq
20 »
21
22 [ concel | [ <gak | | Ensh
23
24
25
26
| Do this by selecting the first column, scroling to the right and while holding down the shift key, select the last column.
lw-.'-(-; 1 Blaaalts 8= B C = z'rr—-l-
_

Text Captions
In the Data preview, select all columns.

Do this by selecting the first column, scrolling to the right and while holding down the shift key,
select the last column.
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Page Layout Formulas | Data | Review View Developer [~ o o R
) FromAccess T I@ (3] connections 3l {r & Clear Eﬁg 4] Data validation ~ QLEH ‘%‘H [{j. #3
- From Web = U= properties — % reapply s = [F Consolidate = 2SS =
jFrom Text F;om Oth'et Existing e're’sh o £kt Lik {l Sort Filter Y/Aavamed Textto Remove _—':}Whal-ll PR Gvo'up Ung:oup Subtotal
ources Connections I Columns Duplicates
Get External Data Connections Sort & Filter Data Tools Qutline
AL -G & Y ¥
i A B‘C'D‘ ] D A I TN N O] L | . S I T O IO O+ I >
1 M
2| ‘
3 Text Import Wizard - Step 30f 3\
: | This screen lets you select each column ad set the Data Format.
6 | Column data format
7 i ‘Generdy converts numeric values to numbers, date vakies to dates, and all
8 O Text inig values to text.
5 -
£ ) Do not import column (skip)
n 1
12
13 =
1 Data preview '
15 4
16 nexal
=z On Participant Report Received On -
171 D-MM-YYYY |
18 1
19
m 4
2z,
22 1
B
241
25 .
| =

Text Captions

Do this by selecting the first column, scrolling to the right and while holding down the shift key,
select the last column.
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Microsoft Excel

Formulas Data Review View Developer o 0 o R
‘1 1 o) (%] connections 3 2 z ( s 3 J 5"" =4 Data validation ~ .'53 H./Jr_j 5: ]

| 3 A < e o | z =4

19 —1s XJ ‘) o % a E== = Consolidate L -

n From Other Existing Refresh ;"1 Sort Filter ( % Textto Remove W Group Ungroup Subtotal
] From Text Sources~  Connections All~ ~7 Advanced | Columns Duplicates =2 What-If Analysis ~ v v

File Home Insert Page Layout
4] From Access

9 From Web

Sort & Filter Qutline

Get External Data

Al v s v

>
w
(a]
o
m
-
@
e
5
=
| ot
=
-
o
3

|

e Data Format.

‘General' converts numeric values to numbers, date values to dates, and all
remaining values to text.

-

W NOW» B WN -

-t 3 il [ =S
0 s W -0

NOR e
=S bk o

~N
N

N
w

&R

26

Only select the Text radio button once all columns are selected.

| remoy | B Byt (= ) r

Text Captions

Only select the Text radio button once all columns are selected.
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File Home Insert Page Layout Formulas Data Review View Developer a 0 o R

C‘ ’1J g] __)_J Connections ?1 ﬁ' ( { e = 5-’- =4 Data Validation ~ vg H-/Jr_j g : ,.7
- = Ty e == > Rea S== . i Consolidate . —

n From Other Existing Refresh ;"1 Sort Filter T & Textto Remove W Group Ungroup Subtotal
] From Text Sources~  Connections All~ ~7 Advanced | Columns Duplicates =2 What-If Analysis ~ v v

4] From Access

9 From Web

Qutline

Get External Data Sort & Filter

Al v s v
A B C D £ F G H I J K L M N [6) =

1

7 - N
Text Import Wizard - Step 3 of 3 m

This screen lets you select each column and set the Data Format.
Column data format
General

‘General' converts numeric values to numbers, date values to dates, and all
remaining values to text.

Date:  DMY 3
Do not import column (skip)

KRB wo vo s whN e

b
& ow

Data preview

=
o

el
0 N o

ick the Finish button

[
-]

NN
=S

]

< Back

N
w
=

&R

26

Click on Finish.

| remoy | B Byt (= ) r

Text Captions

Click on Finish.
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&) From Ac ‘\ ‘1 = ’u.] Connections 3‘ 7“:/“ 4 & Clear 3 | - - )ata Validation d;J #2] s :" L
_,} From Web *‘J —13 =] jr Properties Lis - .(‘o Reapply === g onsolidate L = o ‘E
* From Text F:?m ties ?~::t|nq . pe"f-“m &% Edit Link I" abe s '_(/ Advanced T’:“ (F- fe"iﬁ.ve. 5D What-If Analysis Sraup; tngroug, Shitoml
£ Sources Connections All d Columns Duplicates =
Get External Data Connections Sort & Filter Data Tools Qutline
Al -(= £ v
A A B | C | D [ E ' F G | H I ‘. K | 5 M | N o] | ;
1 ==
72 4
3|
2
s |
5
7]
8
9 |
10 Import Data
e .
1 Where do you want to put the data?
112 | @ Existing worksheet:
13 = =
i (Z) New worksheet
15|
15
17|
18
|
20
21
2
5
2
25
ui =

Text Captions

Select to Import Data to existing worksheet and click on OK.
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({3 From Access ‘_E’ _'E]l I.@ @?oAnnmfrjms 3l s {r ‘f\ ear - E 5 24| Data validation ~ IOLEH ‘%‘B g2
- From Web (& Properties ¢ Reapply [F Consolidate :
jFrom Text F;om Other Existing Re're.sh o £kt Lik {l Sort Filter Y/Aavamed Textto Remove "?What 1t Analysis + Gvo'up Ung:oup Subtotal
ources~  Connections Al Columns Duplicates =,
Get External Data Connections Sort & Filter Data Tools Qutline
A3l ~(= %] v
Al A B C D E w F G R
1 [ProjectID Activity Type Long-term activity Participant ID Pamdpant First Name Panlclpant Last Name Participant Date of Birth Particip| |
2 I |*, DICT *, DICT (YES/NO) | |*, DD-MM-YYYY 1=, DICT
3 12014-1-PLO1-KA103-001895 HE-SMP-P YES 000-000-001  Zdzistaw Jakubowski 19-04-1990 ‘M
4 4
bzl
7 |
(8 |
9 {
10/
n y
12|
13 =
14 '
15 {
16
17|
1
13
m i
2
22 1
3
2
25 .
| =

Text Captions

In this example, there is already one mobility added. The first row details the names of the fields.

The second row indicates if the field is mandatory, by the presence of an asterisk. It also indicates if
a dictionary value is required or whether special formatting, such as the format for dates or decimal
places, is required.

Each mobility will be listed per row.
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Home Insert Page Layout Formulas Data Review View Developer o 0 o @ R

b C 5 - = \ v r r [ 3
\] ‘} :] [&) connections Al A Z) ( { - ;'*] = N 24| Data validation ‘VEJ "{‘] ﬁ i

= — L ¢ S== ¥ Consolidate ; . ey

g From Other Existing Refresh : Filter T 2 Textto Remove Wi Group Ungroup Subtotal

JFfromTet  sources~  Connections  All~ 7 Advanced | Columns Duplicates =2 What-If Analysis ~ v v

Get External Data Connections Sort & Filter Data Tools Qutline
A3l - 5 v
A B C D E F G T
1 ProjectID Activity Type |Long-term activity 'Participant ID| Participant First Name | Participant Last Name | Participant Date of Birth | Participi |
2 *, DICT *, DICT (YES/NO) * ¥ *, DD-MM-YYYY *, DICT
3 12014-1-PLO1-KA103-001895 HE-SMP-P YES 000-000-001 | Zdzistaw Jakubowski 19-04-1990 ™M

4] From Access

9 From Web

Let's move on to the Mobility ID in column N.

T 7T e ey = T

Text Captions

The first column shown is the Project ID. You can note that this is a mandatory field by the presence
of an asterisk in the 2nd row.

The second column, Activity Type, is also mandatory and must contain a valid dictionary value.

In this case, it indicates HE-SMP-P for Student mobility for studies between Programme
Countries.

The Long-term activity column uses the dictionary value (YES/NO).
Only YES or NO can be used in this cell to indicate if the mobility is a long term activity or not.

The Participant ID column is neither mandatory and no dictionary value or special formatting is
required.

The next columns deal with the participant details, First Name, Last Name and Date of Birth.

The Date of Birth field indicates that the value must be entered in the format DD-MM-YYYY.
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(3] From Access 2 5 i |Lb] Connections Al Azl [ " ,_r] 8 24 Data validation ~ ‘vl‘l'\ @E' ‘g‘f o3
& 4 E== B - = |5 . 2
_:stom Web —U g L Propertie ZlA ‘r » Reapp = 5 - E- Consolidate L LJ ﬂJ ==
From Other Existing Refresh ‘l\l Sort Filter v Textto Remove Group Ungroup Subtotal
L2 From Text Sources~  Connections Al * t Link 7 Advanced | Columns Duplicates =D What-If Analysis * v v
Get External Data Connections Sort & Filter Data Tools Qutline
A3l - i3 b
| N o P [ Q | R s =
1 Mobility ID |Studies Combined with Traineeship Zero Grant ‘Flg!q of Education |Level of Study / Teaching Recent Graduate
7 g 1=, DICT (YES/NO), Students for Studies =, DICT (YES/NO) | *, DICT =, DICT *, DICT (YES/NO), Students for Trai
3 01895-MOB-00001 INO NO 0688 ISCED-6 NO
4
5
6
7
8 MobilityToa ‘
9 File Edit View Window Help
10 | = _ : — :
a IZEeR|®® (5] | @[ wx]-]][f = Fill & Sign =~ Comme
12 . .
& S. Fields of Education 4
14 Code | Description
15 01 Education
16 | 011 | Education
2 | 0110 | Education, not further defined
18 ; :
5 ! | 0111 | Education science
20 0112 | Traming for pre-school teachers "
= » » A |
27 0113 | Teacher traming without subject specialization
2 0114 | Teacher tramning with subject specialization
23 0119 | Education. not elsewhere classified
2 | 0188 | Education, inter-disciplinary programmes
25 7 2
% 02 | Arts and humanities J
These values can be found in the Mobility Tool+ Data Dictionary.
ey T e > )
o

Text Captions

This field is mandatory and must be unique for each mobility entered in the Excel file and for the
project.

Changing the Mobility ID slightly, for example replacing the dash with a dot, will create a new
mobility.

Changing all other details of the mobility: participant's name, address, etc., but keeping the Mobility
ID the same, will overwrite all previous details for that Mobility.

The Field of Education in column Q, is mandatory, and only accepts the dictionary value.

These values can be found in the Mobility Tool+ Data Dictionary.
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File Home Insert Page Layout Formulas Data Review View Developer @ 0 = B

A ﬂ [&) connections ] vl ( { V«'—J N | 24 Data validation ~ -vgi "EJ g ‘ 3
[ ~ - 5 LE LE HES ==

'l:l From Access A
ZIA -
=1 =i (ZA] ¥ Consolidate

From Other Existing Refresh 1 Sort Filter ( . ] Textto Remove . Group Ungroup Subtotal 3
JFromText  sources~  Connections | Al % Advanced | Columns Duplicates =9 What-If Analysis » v -

Get External Data Connections Sort & Filter Data Tools Qutline
A3l M I
U \' w X
1 Sending Organisation ID | Sending Organisation PIC Sending Organisation Erasmus Code Sending Organisation Legal Name
20" "9999999999" *ifnoPIC
3 1001895-ORG-00001 949614675 PL KATOWICO7 Gornoslaska Wyzsza Szkola Handlowa im. Wojciecha Korfantego

PN N>

9 From Web

<

[

Let’s skip to column CK.

T T TTCr T ey Ty

Text Captions
All organisations that have been created in MT+ will have an Organisation ID.

If the Organisation ID is not changed or updated in the project in MT+, then the system will
automatically generate the Organisation ID.

It will be composed of the Project ID, the letters ORG and a sequential number. The Organisation ID
must be unique for each organisation in the project.

The Organisation ID is linked with both the Erasmus Code and the PIC.

When the Organisation ID, and either the PIC or Erasmus Code are entered, the organisation's
remaining details are not required to be completed

in the Import file. This is true for both the sending and receiving organisations details.

Let’s skip to column CK.
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, 7 s K Clez = : v ®FE ®CEm  fEE e3 i
() From Access ‘ B L Ii@ L@Connemons 3l Y .q,\ Clear < = E<g 24| Data validation ‘EH {Q % o2 2
3 From Web = s (3 Properties (‘o Reapply e ; [F Consolidate ==
From Other Existing Refresh . ‘Z‘l Sort Filter 7, Textto Remove . Group Ungroup Subtotal
JFromTet  sources~  Connections | All+ = Edit Link Y advanced | Columns Duplicates 9 What-If Analysis = |~ - x
Get External Data Connediions | Sort & Filter Data Tools Qutline Fa
A3l - 5| v
4 cH ; cl } a K cL [ am | cN =
J_j Other Used Language 1 Other Used Language 2 Other Used Language 3 | Start Date End Date Travel Days Interruption or Zero-Grant Duration ( !
Z2 ‘\DICT DICT DICT *, DD-MM-YYYY | *, DD-MM-YYYY *,9 *,999
3 DE 06-04-2015 20-04-2015 0

Text Captions

The Start Date of the mobility must have the format DD-MM-YYYY, using a dash as separator.

Finally let’s look at how the mobility grant amounts are entered.
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Home Insert Review

Pagelayout  Formulas | Data View  Developer

) FromAccess T 5 L M (3] connections Al - s & Clear = E<g 4] Data validation ~ ‘,rB .rB
-9 From Web s = U oo perties E Y T reapply — = [Fa Consolidate f = lf = =
From Other Existing Refresh . ‘Z‘l Sort Filter 7, Textto Remove . Group Ungroup Subtotal
JFromTet  Sources~  Connections | Al Edit Link Y Advanced | Columns Duplicates =2 What-It Analysis ~ v -
Get External Data Connediions | Sort & Filter Data Tools Qutline ]
A3l - 5| v
4 cL | am | N . co cp ca =
J,_.‘ End Date Travel Days Interruption or Zero-Grant Duration (days) Effective Duration (days) |Monthly Grant | Traineeship monthly top-up [
Z2 }‘, DD-MM-YYYY *,9 *,999 "999" "999999999.99" 1 999999999.99, Students for Traineeships |
'3 20-04-2015 0 0 15 500) 10¢

Text Captions

The Monthly Grant in column CP is entered. The full stop must be used as the decimal separator.
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Home Insert Page Layout Formulas

a

(3 From Access 5 B (3] connections C & Clear i‘Tl’f’ 4] Data validation ~ '.ru *"H ,"U #3

=i T ‘:@ o A0 Y e =5 E’g : - P W EEE
-9 From Web (& Properties £ Reapply [F Consolidate z

From Other Existing Refresh il Sort Filter 7, Textto Remove . Group Ungroup Subtotal
JFromTet  Sources  Connections | All~ = Edit Link Y Advanced | Columns Duplicates =2 What-It Analysis ~ - v
Get External Data Connections Sort & Filter Data Tools Qutline i J‘II
A31 - (® % v

A | 8 ] c D | £ ‘ F G
1 ProjectID Activity Type Long-term activity ParticipantID Participant First Name Participant Last Name Participant Date of Birth Participi
23> *, DICT *, DICT (YES/NO) * * *, DD-MM-YYYY *, DICT

[, 2014-1-PL01-KA103-001895 HE-SMP-P YES 000-000-001  Zdzistaw Jakubowski 19-04-1990 'M ]

Select the entire row of the mobility

REEREEREREAE

EL

Text Captions

In order to explain how to add new mobilities, we will look at a simple scenario where 5 new
mobilities are added.

Each mobility will have a different participant coming from the same organisation and going to the
same location.

The mobility budget is also the same for each mobility.

Copy the existing mobility from line 3 of the Excel file.
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File Home  Insert  Page Layout Formulas | Data Review  View Developer a o @ R
) From Ac 5 N i L@Connemons - 5 & Clear = E‘ j] Data Validation ~ ‘rB .rB O] #3
=) From Web —J — II@ (& Properties o E Y G reapply — g {Fa Consolidate i lf = % = ==
N =;7n| Other .=~'~.tm? Rdre.sh i £ Tink {1 Sort Filter \9 Adwncd Textto Remove _? What.If Analysis * Gvo'up Ung:oup Subtotal
£y | Sources Connection All Columns Duplicates =,
Get External Data Connediions | Sort & Filter Data Tools Qutline ]
A3 -(= fe | 2014-1-PL01-KA103-001895 v
A A [ B [ c [ D [ E [ F | G R
1 Project 1D Activity Type Long-term activity Participant D Participant First Name Participant Last Name Participant Date of Birth Participd
2 *, DICT *, DICT (YEi/NO) * * *, DD-MM-YYYY *, DICT
3 |2014-1-PLO1-KA103-001895 HE-SMP-P___ YES 000-000-001 _ Zdzistaw Jakubowski 19-04-1990 M
S
7]
8 |
9 '
(10
2t
2
13 =
14
15 4 |
16 i
o l
18 |
25| |
x |
2 |
2 i
23 |
2% {
L i
26 |

Text Captions

Copy the existing mobility from line 3 of the Excel file.

Page 36 of 62



Monday, January 04, 2016

Slide 38 - Slide 38

53 =
Home Insert Page Layout Formulas Data Review View Developer
) al [T (3] connections e & Clear — 24| Data validation ~  #[E
£ i 'i@ . 2 E : g i ‘ﬂ =
o — [5F Properties % Reapply - = [Fa Consolidate
. - From Other Existing Refresh 3 11\1 Sort Filter v, Textto Remove Group Ungroup Subtotal
BFromTet  sources Connections | All~ ®® Edit Links Y9 Advanced | Columns Duplicates =2 What-If Analysis ~ - p
Get External Data Connedtions | Sort & Filter Data Tools Outline T

A3 -(= S« | 2014-1-PL01-KA103-001895
A A [ B c I D [ E [ F | G
1 ProjectID Activity Type Long-term activity Participant ID Participant First Name Participant Last Name Participant Date of Birth Particip:
2 |* *, DICT *, DICT (YES/NO) * * =, DD-MM-YYYY *, DICT.
3 12014-1-PLO1-KA103-001895 HE-SMP-P___ YES 000-000-001 _ Zdzistaw Jakubowski 19-04-1990 M

ess

&) From Ac
=9 From Web

Al

i

Text Captions

Copy the existing mobility from line 3 of the Excel file.
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(2]l e T crosoft Exc o e S
File Home Insert Page Layout Formulas | Data Review View Developer a 0 o @ R
) From Access 3 ) I (3] connections 3l Y K Clear E‘g 4] Data validation ~ Q%LI C@Q [; T 93
=) From Web —J — = & properties = G reapply = [Fa Consolidate s = W "z
TR =;7n| Other ?:‘:tm? Refre'sh i £ Tink {1 Sort Filter \9 Adwncd Textto Remove _? What.it Analysis + Gu:un Ung:oup Subtotal
i Sources Connection All Columns Duplicates =,
Get External Data Connediions | Sort & Filter Data Tools Qutline ]
A3 -(= fe | 2014-1-PL01-KA103-001895 v
A A [ B [ c [ D [ E [ F | G R
1 ProjectID Activity Type Long-term activity Participant ID Participant First Name Participant Last Name Participant Date of Birth Particip
" kd *, DICT *, DICT (YES/NO) £ 52 *, DD-MM-YYYY *, DICT
014-1-PL01-KAIO3-001895 HE-SMP-P  YES 000-000-001 _ Zdzistaw Jakubowski 19-04-1990 M
§
6 |
7]
8 | Select the rows and press Ctrl + V (Paste)
9 |
10
2t
12|
13 =
141
15 |
15 i
17| l
18 i
25| |
20 |
2 i
23 |
2% {
2 ;
26

Text Captions

Paste into the 5 next rows.
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) FromAccess T 5 L i (3] connections - s & Clear E< 4] Data validation ~ ‘,rB CFB L @3
3 From Web =) i II@ (% Properties H E Y T reapply — g {Fia Consolidate f: lf: % ==
jFrom Text F;om Oth'el Existing Re're.sh e Eit Link il Sort Filter \9 Adancd Textto Remove _? What.If Analysis » Gvo'up Ung:oup Subtotal
ources Connections | All Columns Duplicates =,
Get External Data Connediions | Sort & Filter Data Tools Qutline ]
A8 -(= fe | 2014-1-PL01-KA103-001895 v
A A [ B [ c [ D [ E F | G =
Activity Type Long-term activity Participant ID Participant First Name Participant Last Name Participant Date of Birth Participé
TDICT  DICTOESINGL T e DDMMYYY = DiCT |
....... S iiaaiienaa 000-000-001 iZdzistew ... . Jakubowskl . . . /19:04:1990 ... ooiMold
4 ‘ 14-1-PLO: YES 000-000-001 Zdzistaw Jakubowski 19-04-1990 M
5 /2014-1-PLO1-KA103-001895 HE-SMP-P YES 000-000-001 Zdzistaw Jakubowski 19-04-1990 M
WLl \ 2014-1-PL01-KA103-001895 HE-SMP-P YES 000-000-001 Zdzistaw Jakubowski 15-04-1990 M
7 2014-1-PLO1-KA103-001895 HE-SMP-P YES 000-000-001 Zdz_Is!aw Jakubowski 19-04-1990 M
YES 000-000-001  Zdzistaw Jakubowski M

Text Captions

Paste into the 5 next rows.
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BIFromAccess 71 B [P Connections - & Clear == E< 4] Data validation ~

5 From Web =1 =1 h@ (% Properties i E Y T reapply g [Fa Consalidate

gFrom T F;om Oth'el Existing Relre.sh o £ Links 11\1 Sort Filter Y;Aavam:ed Textto Remove -} What.If Analysis * Gn:up Ung:oup Subtotal

ources Connections | All Columns Duplicates =,
Get External Data Connedtions | Sort & Filter Data Tools Outline T
A8 v (- S« | 2014-1-PL01-KA103-001895 v

4 A e T ¢ T b ] £ 1 F , E S
| 1 |ProjectID Activity Type Long-term activity ParticipantID Participant First Name Participant Last Name Participant Date of Birth Particip: |
- O . SOty ). 1. O OORS . SURODNOPIN : <NUDOO ... . ... O .. 3
3 12014 1-PLO1-KAL03-001895 HE-SMP 000-000-001_ zdzistaw, _________ Jakubowski _"19:04:19%0 M|
4 12014-1-PL01-KA103-001835 HE-SMP-P YES 000-000-001 Zdzistaw Jakubowski 19-04-1990

5 12014-1-PL01-KA103-001895 HE-SMP-P YES 000-000-001 Zdzistaw Jakubowski 19-04-1990 M
| 6 12014-1-PL01-KA103-001895 HE-SMP-P YES 000-000-001 Zdzistaw Jakubowski 15-04-1990 M

7 12014-1-PLO1-KA103-001895 HE-SMP-P YES 000-000-001  Zdzistaw Jakubowski 19-04-1990 M

8 12014-1-PLO1-KA103-001835 HE-SMP-P YES 000-000-001  Zdzistaw Jakubowski 19-04-1350 M

9
110 |

1

12

Text Captions

Now the 6 rows contain the same information for one mobility.
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() From Access \_IL} _Pj II@ L;::‘]Connemons Al Y “\lml

o From Web Properties % Reapply

E‘g 4] Data validation ~ ‘%’H .{rg %'A 3

e [F Consolidate
Textto Remov

:me = F;Z’:ra‘:"ﬂ coix::mgm Reﬁtl’lejh - i Lisi {1 Sort Filter ,}Q’Aavanced Jaath Dupheateu ;‘:}Whal-l' AN Gu:un Ung:oup Subtotal
Get External Data Connediions | Sort & Filter Data Tools Qutline ]
A8 - (= S« | 2014-1-PL01-KA103-001895 v

4 A B ‘ c D E 1 F G i =
| 1 ProjectID Activity Type Long-term activity | Participant ID Participant First Name Participant Last Name Participant Date of Birth Participi |
S DT tDICT(YES/NO) | S oo DM Ll
3 |2014-1-PLO1KAL03-001895 |HE-SMP-P__ YES __ __ 1000-000:001 zdzistaw Jakubowski 1904199 ! M.}
4 12014-1-PL01-KA103-001895 HE-SMP-P YES 000-000-002 Zdzistaw Jakubowski 19-04-1990 M
5 12014-1-PLO1-KA103-001895 |HE-SMP-P YES 000-000-003 Zdzistaw Jakubowski 19-04-1990 M
| 6 12014-1-PLO1-KA103-001895 |HE-SMP-P YES 000-000-004 Zdzistaw Jakubowski 15-04-1990 M

7 12014-1-PLO1-KA103-001895 HE-SMP-P YES 000-000-005 Zdzistaw Jakubowski 19-04-1990 M

8 12014-1-PLO1-KA103-001835 'HE-SMP-P YES 000-000-006 Zdzistaw Jakubowski 19-04-1990 M

9 !
10

at
12|

13 =
gty

15 1 |
16 ‘
o l
18 |
19 \
2 I
2 \
2 |
23 |
2 ;
26| N

Text Captions

Before completing the details for each participant, update the participant ID with a unique ID or
leave blank.

The Project ID must be the same for all rows in the CSV file.
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File Home Insert Page Layout Formulas | Data Review View Developer a 0 o @ R
) FromAccess T 5 L} T (3] connections - 3 & Clear E‘ z 4] Data validation ~ ‘,FB ‘rB I *3
o From Web i — II@ (% Properties 2 B Y T reapply S 5 {Fia Consolidate kﬂ: Jf: %A = ==
: FromTest F;om Oth'er Existing Re!re.sh o £kt Lik {l Sort Filter \9 Advernced Textto Remove _? What.it Analysis + Gvo'up Ung:oup Subtotal
ources Connections = All Columns Duplicates =
Get External Data Connections Sort & Filter Data Tools Outline [ u
A8 - (= S | 2014-1-PL01-KA103-001895 J
y E [ F G H [ 1 i R
‘1 |Participant First Name Participant Last Name Participant Date of Birth Participant Gender Participant Email Nationality |Participant Wi
R e A DD MDY, bt DICE vl S s e S DICT 1% DICT (YES/N
3 Rdaitaw, ... Jakubowski .1 15081990 _ soaan! M eeeeenn...2dZislaw.jakubowski@testmail.com PL_ | L[ S ,‘
4_Zngstaw Jakubowski 19-04-1990 M zdzislaw.jakubowski@testmail.com PL NO ‘
S Zdzislaw% Jakubowski 19-04-1990 M 2dzislaw.jakubowski@testmail.com PL NO |
| 6 Zdzistaw Jakubowski 19-04-1990 M zdzislaw.jakubowski@testmail.com PL NO |
7 Zdzistaw Jakubowski 19-04-1990 M zdzislaw.jakubowski@testmail.com PL NO
Zdzista Jakubowski 15-04-1990 M zdzislaw.jakubowski@testmail.com PL NO |
5 |
10 ;
1 |
12| f
13 s
14 |
15 |
15 |
17| |
18 f
19 |
20 |
= | |
= ;
24 |
El '
26|

Text Captions

The following cells in each row, must be updated with 5 different participant details and a unique

Mobility ID.

Change the names and other personal information of the participants.
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File Home Insert Page Layout Formulas | Data Review View Developer a 0 o @ R
) FromAccess T 5 L} = (@) connections S & Clear — - 24| Data validation ~ ‘,rB ‘rB gEel *3 |l

=0 II@ A D, . al E Y - Dasnm S E‘g r Z f: lf: %":‘ -z
-9 From Web (5 Properties & Reapply [F Consolidate =
From Other Existing Refresh 3 {1 Sort Filter 7, Textto Remove . Group Ungroup Subtotal
JFromTet  sources~  Connections | All+ = Edit Link Y Advanced | Columns Duplicates =3 What-If Analysis ~ v -
Get External Data Connections Sort & Filter Data Tools Qutline T
F8 - & S | Franks v
, N (o] | P | Q ! R s =
L |Mobility ID Studies Combined with Traineeship Zero Grant Field of Education Level of Study / Teaching Recent Graduate |
% *, DICT (YES/NO), Students for Studies ¥, DICT (YES/NO) *, DICT *, DICT *, DICT (YES/NO), Students for Trai;
01895-MOB-00001' NO NO 688 ISCED-6 NO ‘
1 01835-MOB-00001. NO NO 688 ISCED-6 NO
1 01895-MOB-0000: NO 688 ISCED-6 NO
01895-MOB-00001 NO 688 ISCED-6 NO
01895-MOB-00001' NO NO 688 ISCED-6 NO
NO 688 ISCED-6 NO

01835-MOB-00001' NO

13|

|
|

RBEE LG

BBRER

et 2 Ll

Text Captions

Don't forget to provide a unique Mobility ID for each row. This must be unique for the project.

You can not have two the same in the excel file or it will error on upload.
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" kit B =
File Home Insert Page Layout Formulas | Data Review View Developer

(&) From Access \ o) [ Connections —p— 7 K Clear ] m 54 Data Validation

:F 13 ¥ | L] e 2 2.:\_ ! Yope. % a . P

=9 From Web (3" Properties > Reapply = Consolidate

From Other Existing Refresh 3 ll Sort Fifter —a
B FromTedt  sources Eeiachi All~ & Edit Link A ¥ Advanced uplicates 2 What-If Analysis
Get External Data Connections Sort & Filter Data Tools
N8 v (* X ¥ f| 01895-MOB-00006

4 N (o] | P | Q R s =
1 Mobility ID Studies Combined with Traineeship  Zero Grant Field of Education Level of Study / Teaching Recent Graduate |
21> *, DICT (YES/NO), Students for Studies ¥, DICT (YES/NO) *, DICT *, DICT *, DICT (YES/NO), Students for Trai
3 1 01895-MOB-00001' NO NO 688 ISCED-6 NO ‘
4 01895-MOB-00002' NO NO 688 ISCED-6 NO ‘
5 101895-MOB-00003 ' NO NO 688 ISCED-6 NO ‘
| 6 01855-MOB-00004  NO NO 688 ISCED-6 NO ‘
7 01895-MOB-00005' NO NO 688 ISCED-6 NO

8 01895-MOB-00006 INO NO 688 ISCED-6 NO |
9 | 1
10/ ;
1 [
12

13| =
14 [
,1;4 |
16 ‘
17| |
18 f
19 |
20 |
}2 |
= ;
2 W
kXl

26

Text Captions

If the Mobility ID is the same as an existing Mobility ID, it will overwrite the existing mobility.

Any new Mobility ID added to the excel file will result in a new mobility added to the project.
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f4
Home Insert Page Layout Formulas | Data Review View Developer
B Access T 5 ) [T Connections - & Clear e E< 4] Data validation ~
§ T LL' —u h@ (3" Properties Ql E Y '{» Reapply g E_'- Consolidate
‘ j ; isting Relre.sh o £ Links 11\1 Sort Filter Y Advanced Textto Remove u'"}wrm-n AN Gn:up Ung:oup Subtotal
nections Al Columns Duplicates =,
Connecdtions | Sort & Filter Data Tools Outline T
N8 - (= f | 01895-M0B-00006
4 N ) [ — a | R , s =
41_‘ MdRility ID Studies Combined with Trai hip Zero Grant Field of Education Level of Study / Teaching Recent Graduate
& “ *, DICT (YES/NO), Students for Studies ¥, DICT (YES/NO) *, DICT *, DICT *, DICT (YES/NO), Students for Tra
3 /01895-MQB-00001 NO NO 688 ISCED-6 NO
& }01895—MO NO NO 688 ISCED-6 NO
5 01895-MOB-00003 NO NO 688 ISCED-6 NO
| 6 ]01895—MOB—00004 NO NO 688 ISCED-6 NO
7 01895-MOB-00005 NO NO 688 ISCED-6 NO
8 |01895-MOB-00006 INO NO 688 ISCED-6 NO
s
10
s
12|
13 =
14
s
16
17,
13
2
2
23
2
5
26

Text Captions

Save the file.

Page 45 of 62



Monday, January 04, 2016

Slide 53 - Slide 53

Insert Page Layout Formulas Data Review View

Information about Book1

Permissions
m Anyone can open, copy, and change any part of this workbook.

Prepare for Sharing
@ Before sharing this file, be aware that it contains:
Document properties and author's name

- f
Print Checttoe Content that people with disabilities find difficult to read

Issues ~
Save & Send
Help Versions

@ ﬁ There are no previous versions of this file.
] Options

E3 it

Text Captions

Save the file.

Properties ~
Size

Title

Tags
Categories

Related Dates

Last Modified Today, 13:26
Created Today, 12:54
Last Printed Never

Related People

Author VAN HIEL Jeroen (EAC-EXT)
Add an author

Last Modified By VAN HIEL Jeroen ([EAC-EXT)

Show All Properties
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Home Insert - Page Layout Formulas

B FromAccess 71 [ (3] connections
ol .

e Name Date modified Type Size
Bl Desktop
N C No items match your search.
1™ Computer
= (C:) SYSTEM

File name:  import_mobilities.csy|

Save as type: | Excel Workbook (*isy)

Authors: Tags: Add atag Title: Add a title

[F] Save Thumbnail

‘. Hide Folders Tools v [ save | | cance | |

Text Captions

Make sure to save the file as type CSV (Comma delimited) (*.csv).
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Home Insert - Page Layout Formulas Review View Developer [~ o o R
) From Access lﬁ B l @ Connections Clear — 24| Data validation ~  ®.LF s
el ld - = =

T e e e Qﬁm -
S - e '
) \_ Excel Workbook (*.xdsx)

i Excel Macro-Enabled Workbook (*xism)

Organize v Ne Eycel Binary Workbook (*xisb) I
Excel 97-2003 Workbook (*.xls)
XML Data (*xml)

. | Desktop Single File Web Page (*.mht;*.mhtml)
Web Page (*.htm;".html)

1™ Computer  Excel Template (*xitx)
b (C:) SYSTEM Excel Macro-Enabled Template (*xitm)

Excel 97-2003 Template (*.xit)

Text (Tab delimited) (*.txt)

Unicode Text (*.bd)

XML Spreadsheet 2003 (*.xml)

Mlcrosoﬂ Excel 50/95 Wolkhook (*xls)

Text (Macintosh) (*.txt)
Text (MS-DOS) (*.bd)
CSV (Macintosh) (*.csv)
CSV (MS-DOS) (*.csv)
DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk)
Excel Add-In (*xlam)
Excel 97-2003 Add-In (*.xla)
PDF (*.pdf)
XPS Document (*.xps)
File name: | o5enDocument Spreadsheet (*.0ds)

Save as type:
Authors: Tags: Add atag

[F] Save Thumbnail

“ Hide Folders

Text Captions

Make sure to save the file as type CSV (Comma delimited) (*.csv).
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Home Insert - Page Layout Formulas Review View Developer a o o @ R
) From Access lﬁ B | @Connemons & Clear joata Validation »+  ®[
I ST — ,
T e ma e
» Computer » (C:) SYSTEM v |43 ||| Search MTExpons
i % —_—— . 1-
Organize v New folder = v (7} ||‘
*  Name = Date modified Type Size
B Destip &) 2014-1-PLO1-KA103-001895_Mobilities_Ex.. 10/06/201512:50  Microsoft Excel C... 78
1™ Computer
&= (C:) SYSTEM
File name: import_mobilities.csv \ =
Save as type: [CSV(Cpqmd_e_ﬁvﬂed)('-tsv) \ Select Tools _
Authors: Tags: Add atag Title: Add a title \
'~ Hide Folders Tools &I save | [ Concel | |
[

Text Captions

Ensure that the web option Unicode - (UTF-8) encoding is set.
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Insert

L

" Pagelayout  Formulas

v [ 43 ||| Search MTEors 2
— = =4l
Organize v New foider £~ (2} |H
|
*  Name Date modified Type Size
B Destip &) 2014-1-PL01-KA103-001895_Mobilities_Ex.. 10/06/201512:50  Microsoft Excel C... 7kB
1™ Computer
&= (C:) SYSTEM
File name: import_mobilities.csv =
Save a5 type: [CSV (Comma delimited) (".csv) x|
Authors: Tags: Add a tag Optio
'~ Hide Folders Toois 7) [ Save | [ cance |
Network Drive...
| | WepQptions..
26 General Options...

Text Captions

Ensure that the web option Unicode - (UTF-8) encoding is set.
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Home Insert Page Layout Formulas | Data | Review View Developer [~ o o R
BFromAccess 71 L) = b N

i Eg Mf:l A@-Connemons 21 Em Y ‘:'\;N,
(] save s
OO [B > computer » () 5¥STEM

Organize v New folder

Name Date modified Type Size
Web Options ~ “ e . — G Microsoft Excel C...

Bl Desktop

7K8
1™ Computer

§= (C) SYSTEM || feener] | Fes [ pictures | Encrgng
Compatbility
[¥] save any additional hidden data necessary tq mallloi
[V] Load pictures from Web pages not created in

Select the Encod

YT Climport_mobilities.csv

Save s type: [CSV (Comma delimited) (*.csv]

Authors:
' Hide Folders (oo =) [ save | [ Concel |
tn,
— e
25
ui

Text Captions

Ensure that the web option Unicode - (UTF-8) encoding is set.
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Home Insert Page Layout Formulas | Data | Review View Developer 2 @@ =R
) FromAccess T 5 B (&) connections : : K Clear E
~ [ ia w2 = ARCF AN
(] save As
QO [B> computer » () 5VSTEM
| Organize v New folder
| e = _ _ _ =
‘ & Name Date modified Type Size
Bl Desktop % e
Web Options % S S— m Microsoft Excel C... 7k8
M Computer
4/ s
&= (C:) SYSTEM 1Generdl I Fies ]Picues]EncmiugIFmts l
Encoding
Reload the current document as:
[]
Save this document as:
IUnicode (UTF-8) ] )2 I

[7] Always save Web pages in the default encoding

)
YT Climport_mobilities.csv

Save as type: [CSV (Comma delimited) ("

Authors:

# Hide Folders

Text Captions

Please note, that even though UTF-8 is selected, MS Excel will not save the characters correctly for
most of the 27 alphabets used by National Agencies and participant of the Erasmus+ programme.

In this case use an alternative tool such as LibreOffice Calc, Apache Open Office Calc or iworks
Numbers.

More details are explained in the video tutorial: How to work with CSV.
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Home Insert

() From Access

1™ Computer
&= (C) SYSTEM

Name

»

Date modified Type

@ 2014-1-PL01-KA103-001895_Mobilities_Ex... 10/06/201512:50 Microsoft Excel C...

S L mport_ mobilities.csy

Save as type: [ CSV (Comma delimited) (".csv)

Authors: VAN HIEL Jeroen (EAC-...

'# Hide Folders

Tags: Add atag

Click the Save button

Text Captions

Click on Save.
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Home Insert Page Layout Formulas Data Review View Developer
BIFromAccess 71 B (o (3] connections 3l - E< 4] Data validation ~ ‘,FB @ FH
= From Web = s \j (5 Properties Y (» Reapply = g [F Consolidate f' lf;
From Other Existing Refresh Zl Sort Filter Y Textto Remove Group Ungroup Subtotal
JFromTet  sources~  Connections | All= = Edit Links ¥y Advanced | Columns Duplicates =9 What-If Analysis - x
Get External Data Connecdtions | Sort & Filter Data Tools Outline T
- (& f< | 01895-M0B-00006 v
4 N o [ P ! Q | R | s =
41_‘ Mobility ID Studies Combined with Trai hip Zero Grant Field of Education Level of Study / Teaching Recent Graduate ]
2 }‘ *, DICT (YES/NO), Students for Studies ¥, DICT (YES/NO) *, DICT *, DICT *, DICT (YES/NO), Students for Tra
3 01895-MOB-00001 NO NO 688 ISCED-6 NO
‘01895—MOB‘00002 NO NO 688 ISCED-6 NO
5 01895-MOB-00003 NO NO 688 ISCED-6 NO
NO 688 ISCED-6 NO
- - e -
| import_mobilities.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?
10/ «To keep this format, which leaves out any incompatible features, dick Yes.
11| «To preserve the features, dick No. Then save a copy in the latest Excel format.
121 « To see what might be lost, dick Help.
13 =
14
< Click the Yes butt
17 ic e Yes button

Text Captions

Click YES.
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User Status- Logged in: ECAS ZAC_TRAINING - beneficiary [ Log out ] | Lagal notics

European Commission

M O bi I ity to o | ELO1 Greek State Scholarship's Foundation (IKY)

Home Project List “ Project Details | Organisations Contacts ¥ Mobilities * | Budget Reports

Import - Export for 2014-1-PL01-KA103-001895

Export Student Mobilities and the associated Organisations information

[3 Export ExceVCSV

Please select an Import file for Student Mobilities

X Import

Export Staff Mobilities and the associated Organisations information

[# Export Exce¥CSV

Please select an Import file for Staff Mobilities

& Import

Q

Remember there is a separate template for staff mobilities. It is not possible to import the two types of mobilities together.

Text Captions
Return to the Import - Export mobilities screen of your project.

Now you are ready to import the list of Student Mobilities and the associated Organisation
information.

Remember there is a separate template for staff mobilities. It is not possible to import the two types
of mobilities together.
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European Commission

M 0 bi I |ty tO 0 I ELO1 Creek State Scholarship's Foundation (IKY)
Home | Pr?;fa List ] Project Details ' Ofgm-nluon: \ Contacts b Mobdm,s ¥ !ud”l I Rnpocu
Import - Export for 2014-1-PL01-KA103-001895

Export Student Mobilities and the associated Organisations information

[3 Export ExcelCSV

Please select an Import file for Student Mobilities

Export A LRI s @lle associated Organisations information

[# Export Exce¥CSV

Please select an Import file for Staff Mobilities

& Import

Q

Text Captions

Click on Import and select the file.
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[LI!Op(‘dl'l Commission

Mobility tool

I Home Project List I

Project Details ]

Organisations ] Mobilities  * [ Budget

@ File Upload
Import - Export for

[ — 7
.GO"., 3 + M7 Exports ~ [ 43 || Search MT Exports

—
LS

e
T

Organize v

» 54 Favorites

© Ml Desktop

New folder =« F @ |

>
-

Name Date modifiec

(L] 2014-1-PL01-KA103-001895_Mobilities_Ex.. 10/06/2015 12
r@ import_mokilities.csv l 10/06/201513

Export Student MobilitieT
[ Export ExceVCSV

Please select an Import file {}|

. Import :

Export Staff Mobilities anj)

[# Export Exce¥CSV

Please select an Import file

& Import

Select a file
to preview

- o« m J »

v [AnlFiles () v

[ Oen ][

File name:

Text Captions

Click on Import and select the file.
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European Commission

M 0 bi I |ty tO 0 I ELO1 Greek State Scholarship's Foundation (IKY)

Home Project List ] Project Details ' Organisations \ Mobilities

Import - Export for 2014-1-PL01-KA103-001895

Export Student Mobilities and the associated Organisations information
[3 Export ExcelCSV

Please select an Import file for Student Mobilities
& import

uploading: import_mobilities. csv

Export Staff Mobilities and the associated Organisations information
[3 Export ExceVCSV

Please select an Import file for Staff Mobilities

L. import

| Scrolt down to the import history section.

€

Text Captions

Scroll down to the import history section.
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[3 Export ExceVCSV

Please select an Import file for Staff Mobilities

2. import Click the Refresh icon

Import Date Import Type File User Role Status

Click on Refresh, to update the import history information. A successful message is displayed.

Text Captions

Click on Refresh, to update the import history information. A successful message is displayed.
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European Commission

Mobility tool

Home Project List ] Project Details ' Organisations [ Contacts Mobilities | Budget Reports

Import - Export for 2014-1-PL01-KA103-001895

Export Student Mobilities and the associated Organisations information

[3 Export ExcelCSV

Please select an Import file for Student Mobilities

. import

Export Staff Mobilities and the associated Organisations information

[# Export Exce¥CSV

Please select an Import file for Staff Mobilities

& Import

~
~

| Go to the Mobilities dropdown list and select List Mobilities.

http}/jc‘fQEacti.cc.cec.eu.ontébéé/eadrﬁobai}ty/'iﬁdex.dfh?fuseactmn: moﬁllttyep.i{st = % " » -

Text Captions

Go to the Mobilities dropdown list and select List Mobilities.
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1

European Commission

Mobility tool

ING - beneficiary [

ELO1 Creek State Scholarship's Foundation (IKY)

Log out ] 1Leg=4 notice

Mobility Tool (TES

; ‘You will see that the mobilities have been added to the project.

Home Project List Project Details Organisations \ Contacts Mobilities Budget Reports
Mobilities for 2014-1-PLO1-KA103-001895
g:-: + x ﬁ 5 e _ﬂ Search: I \2 ;Expoﬂ i VmeﬂRApoﬂ Show 50 o entries
w J Showing 1 to 6 of 6 entries
= Receivi
Participant Online Oniine
Fiest Participant & L Activity Mobility Start End Organisation Blgbie Report Requested R4
Last Name Type n Date Date Erasmus Mobility Status On
Code
» 01895-
™ Tina Doe Tdoe@testmail.com HE-SMP-P 06/04/201520/04/2015 A GRAZI0 Y N NONE
> 01895~
Jake Franks Franks)®testmail.com HE-SMP-P 06/04/201520/04/2015 A GRAZ10 Y N NONE
| ) dzisk kub. L d kub k il.com HE-SMP-P o 06/04/201520/04/2015 A GRAZ10 Y N NONE
4 : MOg-00001 ‘ :
Si% ; . 01895-
/ Anna Kain annakainStestmail com HE-SMP-P 06/04/201520/04/2015 A GRAZ10 Y N NONE
STl MOB-00002
= E ; 2 01895~
| / Maria Nills Mnills@testmail com HE-SMP-P 06/04/201520/04/2015 A GRAZ10 Y N NONE
= MOB-00005
4 01895~
Ll / Frank Waters Fwaters®testmail. com HE-SMP-P 06/04/201520/04/2015 A CRAZ10 Y N NONE

<

m

Text Captions

You will see that the mobilities have been added to the project.
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End of this demo

Text Captions

End of this demo
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