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Introduction

This user guide explains how to use the Erasmus+ OLS Licence Management System, referred to as the
“LMS” hereafter, in your role as a Beneficiary (BEN).

1 Access Erasmus+ OLS and log into the LMS

To access OLS, go to the following URL: http://www.erasmusplusols.eu.

Improve your language
skills for free!

To access the login page, click on the Login button in the top right-hand corner of your screen.

To log in, enter the Login and the Password that you'll obtain upon activation of your account.

Welcome to the
Erasmus+ Online
Linguistic Support
(OoLSs)!

LOG IN

| forgot my password
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http://www.erasmusplusols.eu/

2 Structure of the OLS LMS
The homepage of the OLS LMS appears after you log in.

In the header at the top of your screen, you have 4 buttons:

° (M) — click on this button to go to the OLS LMS homepage.

° () —takes you to your BEN user profile page.

° () — click on this button to contact the Support Team for any technical problems.

° () — click on this button to log out of your session.

0 LS ONLINE LINGUISTIC Report a Problem # Home & mtben01@m... C’

SUPPORT / Erasmus+

OLS LIVE COACHING

@«
MAKE SURE THAT YOUR PARTICIPANTS DO NOT MISS THE OPPORT! 'Y TO BOOST THEIR PROGRESS !

Home

»

Project Contact Persons

LEARN MORE ABOUT OLS TUTORING SESSIONS LEARN MORE ABOUT OLS MOOCS

Licence Allocation To
Participants - Assessment Welcome

Welcome to the Erasmus+ OLS Licence Management System!

Licence Allocation To
Participants - Course

Communications & notes
Upcoming Features
« Q3 2018: New design for the OLS website

? « Q3 2018: New design for the language assessment
Licence Usage per Participant « Q3 2018: I0S and Android mobile app versions of the language assessment
« Q3 2018: Additional VET MOOCs in a new, interactive format (leve! B in English and level A in German, French, Dutch, Spanish and Italian)
Recent F (already imp d)
Version 21

Evnirad Draiscte
—

‘On this page, you will find important information regarding updates, upcoming features of OLS, system
alerts and OLS communication material that can be used to inform mobility participants (MPs) about
oLs.

Seven tabs are available in the menu on the left of your screen:

Seven tabs are available in the menu on the left of your screen:
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OLS

s ReportaProblem 4 Home & mtben01@m... C 2
SUPPORT  Erasmus

OLS LIVE COACHING

a
MAKE SURE THAT YOUR P/ DO NOT MISS THE OPPORTUNITY TO BOOST THEIR PROGRESS !
Home

)

Project Contact Persons

LEARN MORE ABOUT OLS TUTORING SESSIONS LEARN MORE ABOUT OLS MOOCS

Licence Allocation To
Participants - Assessment Welcome
Welcome to the Erasmus+ OLS Licence Management System!
Licence Allocation To . =
Communications & notes
Upcoming Features

Participants - Course

« Q3 2018: New design for the OLS website
? « Q3 2018: New design for the language assessment
Licence Usage per Participant « Q3 2018: iOS and Android mobile app versions of the language assessment
« Q3 2018: Additional VET MOOCs in a new, interactive format (level B in English and level A in German, French, Dutch, Spanish and Italian)
Recent Features (already implemented)
? Version 21

ExBIred Projects ¥

Click on any tab to navigate between Home, Project Contact Persons, Licence Allocation to
Participants — Assessment, Licence Allocation to Participants — Course, Licence Usage per Participant,
Expired Projects and Expired Licences.

3 Using the OLS LMS features

3.1 Multiple Roles

You can now access the platform as a BEN User or as an MP with a single login and password. This
enables you to view the platform as if you were an MP, and explore all the features of the language
assessments and language courses.

3.1.1 How to create multiple roles

Beneficiaries can create additional roles for themselves by assigning a language assessment licence
from the 1BEN project to the same email address as the main contact email or the secondary contact
email of the Beneficiary institution/organisation.

Once the additional role has been assigned and you log in, OLS will automatically display the interface
that corresponds to the highest role in the following hierarchy:

1. Beneficiary User
2. Mobility Participant

You (the BEN User) will then see the specific multiple role menu, which can be used to access other
roles.

Page | 5
Erasmus+ Online Linguistic Support
Licence Management System for Beneficiaries - User Guide



If you are in the LMS, the multiple role menu will appear as a drop-down menu in the top right-hand
corner of the screen, underneath your login:

#& Home & hrben01@m... ~ C»

& hrben01@mailinator.com

OLS LIVE COACHING & BENUser

& MP

When in the role of an MP, you follow the same process that an MP would follow when connecting to
OLS for the first time. You will therefore be taken to the profile page, before accessing the start
assessment button on the dashboard.

After accessing OLS in the role of an MP, you can easily return to the LMS via the Back to BEN User
button.

the BENUser interface Back to BENUser o

-
0 L ; ONLINE LINGUISTIC
Vs SUPPORT / Erasmus+

Home Language assessment Language courses Contests Media Support OLS for Refugees

Please note that upon completion of the first language assessment (in the role of an MP), the language
course is not automatically allocated. You will need to manually assign a language course from the
Licence Allocation to Participants - Course screen. For more details, please refer to point 3.3.3.

3.1.2 How to add or manage Secondary Contact Persons for your projects

OLS o T —

“ e 2015 1-MT¥D KAL05 000002 P
oms

MAIN CONTACT PERSON

®@ et Tt Bemeicary M1
GEpEm—
Project Contact Persens = ard Smarir
SECONOARY CONTACTS:
G 2015 1. MTYD KALG3 000081 - oawe
Ucence Allocation T
Participants - Cour
WA CONTACT PERSON
® et Teot Bemeiciry M7
=
Licence Usage per Participaat
STCONDARY CONTACTS:

To add Secondary Contact Persons to your projects, please follow these step-by-step instructions.
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Click on Add Contact to add an additional Secondary Contact Person and enter their contact email
address.

Agd Secondary Contact

e

When you click on Add Contact, the Secondary Contact Person of the project will be automatically
added to the list if the contact already exists in OLS. Their name and phone number will also be entered
automatically.

If the contact doesn’t yet exist in OLS, additional information will be requested.

Please note, if the contact is already the Main Contact Person for the project, it won’t be possible to
also add him/her as Secondary Contact Person.

Once you have entered the required data, click on Add Contact. The newly created Secondary Contact
Person will then appear on the screen.

As a Main Contact Person or Secondary Contact Person, you should be able to create as many
Secondary Contact Persons as needed for the project, regardless of whether the email addresses used

for this purpose are already in use as a Main Contact Person or a Secondary Contact Person in another
project of the same or another BEN.

If the user already exists with another role, the following warning will appear, listing the role(s) of
the existing user:

This email is already used by a [MP]. Do you want to add this email as a Secondary

Contact?

EED
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3.1.3 How to remove Secondary Contact Persons from your projects

You can only remove Secondary Contact Persons if you are the Main Contact Person for a project. The
Main Contact Person of a project is the OLS contact person, as defined by the National Agency (NA) in
EPlusLink.

If you are the Main Contact Person for the project and would like to remove Secondary Contact Persons
from your projects, please follow these step-by-step instructions.

Click on Remove to remove Secondary Contact Persons. A pop-up confirmation will appear.

Ermmose  2017-1-BE01-KA103-024648 s ARTS2 Mons.

MAIN CONTACT PERSON:

Kurt Engelen

® emsmus@srissucs
SECONDARY CONTACTS:

= Edit Remoue

T
B axcllouvreerze@gmail Com Edit Remove
“ p—

The Secondary Contact Persons cannot remove other Secondary Contact Persons, and cannot see the
Remove button. Therefore, if you have access to a project for which you are the Main Contact Person
and to others for which you are the Secondary Contact Person, you will not have the same kind of
access.

3.1.4 How to edit Secondary Contact Persons in your projects
You can only edit Secondary Contact Persons if you are the Main Contact Person of a project. The Main
Contact Person of a project is the OLS contact person, as defined by the NA in EPlusLink.

Main Contact Persons are edited through the BO Report import (in EPlusLink). Therefore, you can only
edit a Secondary Contact Person if he/she is not the Main Contact Person of another project.

To edit the Secondary Contact Persons of your projects, please follow these step-by-step instructions.

Click on Edit to modify the Secondary Contact Person. A pop-up will appear with the different fields of
the Secondary Contact Person, which you will be able to edit. Click on Edit Contact to validate.

If the Secondary Contact Person is not editable because he/she is the Main Contact Person, the edit
button will be inactive and, when the mouse is over the button, an explanation will appear.
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3.2 How to allocate assessment licences to participants
Licences are attributed to Beneficiary institutions/organisations by National Agencies. If you need
additional licences, please contact your NA.

To access the Licence Allocation to Participants — Assessment section, go to your homepage and click
on the 3" tab (Licence Allocation to Participants — Assessment).

UL e Lo ot M Wome & mbwoiem (W)

. SUPPORT 1 Eressmwns

@ Licence Allocation To Participants

B 2016+1-MT99-KA106-000002 Wmers 2015-1-MT99-KA103-000001
un
anr

"2

L 3

If you have several projects, all available projects will appear and, for each of them, you will be able to
see how many licences have been attributed to your institution by your NA. You will also have a
permanent overview of the amount of remaining licences for both the language assessments and
courses. Select the project you want to use.

), SooRT  Eresenmne
A Licence Allocation To Participants

@ s 2016-1-MT09-KA105-000002 Vs 2015-1-MTE9-KA103-000001
Project Contact Persans
e
o

v

By selecting a project, you can access the corresponding “Licence Allocation to Participants —
Assessment” page related to this project. Remember that if you select the 1BEN project and then
assign a licence from this project to your Beneficiary main contact email address, you will automatically
create a second role in your Licence Management System. When logging in, the system will
automatically provide you with the possibility of accessing OLS as an MP or as a BEN User. If you select
the role “MP”, you will be able to access the platform following the same process as MPs. If you want
to access the language course platform, for example, you will need to allocate a course licence to
yourself after having taken the first language assessment.
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R e Bpsdaivoten M tome & mieclgme (o)
. SUPPORT / Ervmets

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

ment ionces s

sos0

Add new partic

P— T ool anpegs ot ool i e 6t

When you are done, or if you want to select another project, use Back to project selection to go back
to the project selection screen.

On the Licence Allocation to Participants — Assessment page related to a project, at the top right-hand
side of the screen, a summary box shows information on the remaining number of assessment
licences, the number of allocated assessment licences and the total number of assessment licences
granted to your Institution by your NA for that project.

UI.S“"W Aecirriin T i e b
[
& =T
Licence Allocation To Participants - 2015-1-MT99-KA105-000002
G
4 Emails m ot-Omail  Language to test Deadiline to take the test
Part . e B movth B
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To allocate assessment licences to the selected project participants, please enter their email addresses,

o n

in the appropriate box separated by “;” or “,

N.B.: you are requested to group together the email addresses of all participants who will be tested in
the same language (for example, all participants taking their assessment in French). If you have groups
of participants to be tested in different languages or participants who have multiple mobilities, repeat
the following steps, language-by-language.

OLSsnime
F. SPORT ! Lranmane

Licence Allocation To Participants - 2015-1-MT99-KA105-000002
@
o s e
[} emaits o || Langueasioion Deadiine totake the test
L]

Before continuing, you are requested to validate the email address list by clicking on Validate emails.
A message will appear when the email addresses have been successfully validated. Then, make sure
the number of email addresses is correctly shown next to the Validate emails button.

#

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

German months
B o
[ ]
'
ce Usage per Participan L TR L
[ ]
'
Expired Projects
-
'
Expired Licen

OLS can be used by MPs with the same email address for multiple Erasmus+ mobilities.

If you enter an MP’s email address that is already in use in the OLS system for a recent mobility (first
language assessment not yet started), a warning message will appear after clicking on the Validate
emails button, informing you that the participant has already been invited to take a language
assessment. This warning states the language in which the assessment will take place, on which date
the participant received an assessment invitation and the name of the institution/organisation, if
another BEN has sent the invitation. This warning will help you avoid inviting a participant twice by
mistake. Despite this warning, you can allocate a new language assessment to the MP if this participant
is undertaking another mobility for which he/she should use OLS.
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You are then requested to select the language to be tested in the highlighted Language to test drop-
down menu. The language tested corresponds to the language that the participant will use to study,

work or volunteer abroad.

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Add new participants

Please write here the: new participants email addresses for a given assessment language, Separated by *;” or ="

Emails

All emails validated.

Remaining assessment licences:

4828

Allocated assessment licences: 112

Total Licences:

Language to test

English
French
German
Dutch
Italian
Spanish
Polish
Czech
Danish
Greek
Portuguese
Swedish
Bulgarian
Croatian
Hungarian
Romanian
Slovak

1 Finnish

5000

Deadline to take the test

months

< B <

+2

You are also requested to select a Deadline to take the test. To do so, select the number of days or
months given to the participant to take the test. Please note, the deadline should be set before the
participant’s departure date, especially for Higher Education participants as the OLS assessment is a

pre-requisite for mobility.

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Add new participants

Please write here the new participants email addresses for a given assessment language, separated by *;” or *,"

Emails

All emails validated.

Send assessment Invitation(s) to the whole list

Remaining assessment licences:
Allocated assessment licences: 172
Total Licences:

Language to test

English

a8

5000

+20 2

Deadline to take the test
months

+2
+1
+3

+4

+5

+6

+7

+8

+9

+10

+11

+12

+13

+14

+15

+16

+17

+18

+19
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Once the email list is validated and both the language to test and the deadline to take the test are
selected, the Send assessment invitation(s) to the whole list button will become active. Review the
information before clicking on this button to send assessment invitations to all validated email
addresses.

1] [y R
e 312 17/ Eranenans

Bk b= preject selection

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

-
=
Add new participants
et i i v e s ol Ko g it g, Socaaaed by 1%
] Emalls B o Deadline to take thetest
Al dictatl. n n

Expired Licemces
_

Invitations are then sent to the participants and a message will pop up, confirming that the invitations
were successfully sent. In the invitation, participants will also receive their personal login and password
needed to access the OLS language assessment.

Licence Allocation To Participants - 2015-1-MT99-KA105-000002

Remaining assessment licences: 4829
Allocated assessment licences: 17
Total Licences: 5000

Add new participants

Please: write here the new participants email addresses for a given assessment language, separated by *;" or *,”

Emails m Count:0  Language to test Deadline to take the test

German months

2 B

Assessment invitation successfully sent!
« testO4@mailinator.com

If your participants must be tested in several languages, repeat the above instructions for each group
of participants/languages.
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If you would like to receive a notification once a participant has completed the first language
assessment, please click on your profile.

In your profile, you have the possibility of ticking the I want to receive a notification by email each
time a participant has finished the first assessment box. Further information is provided under point
3.7.2.

(o]
ULSanxuwm Ppotafcoem  # Home & momogm. (@)
. suprcar trmmese

A Backrohome
User Profile

1GMT-09,00) Fsrope Datin

If you tick this box, you will receive an email notification whenever a participant has completed the
first language assessment. These notifications are not sent instantly, but rather, once every hour.

Please note, this notification can be sent to any Contact Person of the project (Main or Secondary),
provided the Contact Person has ticked this box in their profile.

If a participant does not take the assessment within the deadline, their access to OLS will be
deactivated and their licence will automatically be returned to your remaining assessment licences, if
not yet used. For instructions on how to re-invite an MP to the first language assessment, see section
3.4

3.3 How to allocate course licences to participants
The process of allocating licences occurs at different levels (i.e. DG EAC/NA/BEN) — for more
information on this process, please consult your NA.

3.3.1 Important information for Higher Education Institutions: Automatic allocation of course
licences

Automatic language course allocation is exclusively available for Higher Education participants and,

depending on the mobility language chosen for the language assessment, operates as follows:

- For German, English, Spanish, French, Italian, Dutch and Portuguese: Higher Education
participants who have obtained a result between CEFR levels Al and B1 in their first language
assessment are automatically allocated a language course licence. As an HEI, you do not need
to take any further action in the OLS LMS. Course licences are automatically deducted from
the total course licences available. Therefore, participants with a level of B1 or below will not
appear in your Licence Allocation to participant — Course section, but you are able to find
these participants under the 5% tab (Licence Usage per Participant).

- ForBulgarian, Czech, Danish, Estonian, Greek, Croatian, Latvian, Lithuanian, Hungarian, Polish,
Portuguese, Romanian, Slovak, Slovenian, Finnish and Swedish: Higher Education participants
who have obtained a result below CEFR level A2 in their first language assessment are
automatically allocated a language course licence. As an HEI, you do not need to take any
further action in the OLS LMS. Course licences are automatically deducted from the total
course licences available. Therefore, participants with a level of A1l will not appear in your
Licence Allocation to participant — Course section, but you are able to find these participants
under the 5™ tab (Licence Usage per Participant).
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If there are not enough course licences to be automatically allocated to MPs, a warning will appear on
the homepage, indicating that the automatic language course allocation has failed and requesting you
to contact your NA.

3.3.1.1 Licences checks
If the system tries to allocate a language course (LC) while there are no LCs left in the mobility language
assessment (LA) project, the automated LC allocation fails. When this happens:

- The MP becomes eligible for manual allocation and appears on the “Licence allocation to
Participant — course” screen of the BENuser, for the relative project

- The following warning appears on the BENuser Home in order to warn him/her in case they
would like to request additional LC for their project to their NA:

@tome & beooben0dResvah.com ®

/N Warning: The automated aliocat

__ Welcome
IMPORTANT

3.3.1.2 Language availability on course platform check

If the system tries to allocate a LC to an MP who scored higher than the level of the course available
on the OLS platform, the automated LC allocation fails. When this happens, the MP becomes eligible
for manual allocation and appears on the “Licence allocation to Participant — course” screen of the
BENuser, for the relative project (with a non-blocking warning).

3.3.2 OLS language course in the local language of the country

MPs who have not been automatically assigned a language course licence can be invited to follow a
language course in the OLS LMS. The language course can be offered in their main language of
instruction/work, OR in the local language of the country, if that language is available on OLS.

Under the 4™ tab (Licence Allocation to Participants — Course), you can manually select the course
language for these participants.

For specific instructions, see section 3.3.3.
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3.3.3 Manual allocation of course licences
Manual allocation of course licences applies to Youth, VET and HE participants.

To allocate course licences to your participants, please follow these step-by-step instructions.

To access the Licence Allocation to Participants - Course section, go to your homepage and click on
the 4t tab (Licence Allocation to Participants - Course).

OLSmnu\ram BpodaProem  f Home &  mdetige =
, SPPORT / Ervsmoes

A
Licence Allocation To Participants

s 2016-1-MT99-KA105-000002 s 2015-1-MT90-KA103-000001

“n

-

If you have several projects, all available projects will appear and, for each of them, you will be able to
see how many licences are left (for both assessments and courses). Select the project you want to use.

OLS e T —
s

Licence Allocation To Participants

G 2016-1-MT99-KA106-000002 s 2016-1-MT9-KA103-000001

e “n
w2

By selecting the project, you can access the corresponding Licence Allocation to Participants - Course
page related to this project.

When you are finished, or if you want to select another project, use the Back to project selection
button to go back to the project selection screen.

Expired projects (projects that have reached their contractual end date) will continue to be shown as
a separate tab, thus allowing you to continue allocating course licences to MPs who have not yet
returned from their mobility. For more information on expired projects, see point 3.5.
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At the top-right of the screen, a summary box also shows information on:

e The remaining number of course licences, allocated course licences, allocated course licences
per language and the total number of course licences granted to your BEN by your NA.

R ——

Licence Allocation To Participants - Course - 2015-1-MT99-KA105-000002 f@

between CEFR fevels A1 and B1 at 1

a result bet is B2 and 2 al thei
ork, or in the language of the country, provided that such lany

ly allocated alanguage course licence

Boescsssummununulonnn

New Participants.

At the bottom of your screen, you will be able to see the list of participants related to the selected
project who:

e Received an assessment licence and completed it.

NB: for HE participants, you will only see those who obtained a result between CEFR levels B2
and C2 in their first language assessment.

e Have not returned from their Erasmus+ mobility yet.

You can sort the information alphabetically or numerically, by clicking on a column title.

New Participants

Filter by Mobility Language Filter by 1st Assessment Result
Al v Al v
10 v records per page Search:

Estimated starting dateof | by o Mobity Mobility Language L=

themobility

784764 05/2017 12 months English x AL x

843787 062017 13 months French x a2 x

1049592 1112017 13 months English x AL x

1049604 1012017 13 months English x AL x

1079845 012018 13 months English x @ Select v

Several functions and filters are available on your screen:

e Mobility Language, 1°* Assessment Result, Records per page, Search, Previous and Next will
help you filter the data displayed and easily navigate the different pages of the Licence
Allocation to Participants — Course table.

The E@ button enables you to export all information from the Licence Allocation to
Participants — Course table.
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To allocate a course licence to a participant, click on Allocate on the right-hand side of the
participant’s row. A message will then appear, confirming that the course licence has been
successfully allocated.

Now Parncipants

Filter by Mobility Language. Filter by 1t Assessment Result

Al M Al v

Saarch:

10 v records per page

Estimated starting date of
the mobility

84764 0572017 13 months English x A

842787 06/2017 13 months French x I

1040592 P 13 months Englizh x AL x

1049608 102007 13 months. English x A

1070845 01/2018 13 months Engiich x a Select v

1000655 03/2018 2 months English x AL

1134616 oy2018 13 months French x AL

1136787 oy2018 4months English x A

1145388 0372018 2months English x A

Showing 1109 0f 9 entrics

If you allocate a language course licence to a participant who already has access to the course platform
for the same language with a licence from the same project, a warning message will appear. This
warning will help you to avoid sending a course licence invitation to a participant twice, by mistake.
Despite this warning, you can allocate a new language course to this MP if he/she is undertaking
another mobility for which he/she should use OLS.

When a participant has been allocated a course licence, the related row will disappear from the Licence
Allocation to Participants — Course table. The participants will also receive a link to access the OLS
language course by email.
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To allocate course licences to several participants, tick the boxes related to those participants in the
cells on the far right of the MPs’ rows. Then click on the Allocate to all selected button.

If you would like to allocate licences to all participants in the list, you can click on the Select all button
in the column title.

Search:
Mobility Type 1st Assessment Result Select Local Language Select All I
' " ‘ =3
*
' " ‘ =3
*
' ! ‘ =3
Ll
' " ‘ =3
‘
x [>] Select M m
‘
' " ‘ =3
*
' " ‘ =3
‘
' " ‘ =3
Ll
' " ‘ =3
‘
Allocate to all selected
Previous n Next

If the MP scored higher than the level of the course available on the OLS platform, the button “allocate”
appears red and a non-blocking warning is visible on hover:

—
TR | e

]
201505 partd4-T7254 01/2016 13 months French x B2 swedish - m

part04-77254

This MP has reached a level higher than the courses available on the platfnrmI

201510 partos77254 01/2016 13 months French x A2 X
part0577254

The BENuser is however still able to allocate the LC if he/she wishes to do so.

If participants do not connect to the language course within 30 days of receiving the invitation, their
access will be deactivated and their licences will automatically be returned to your remaining language
course licences. Participants who let their language course licence expire will also appear in the Expired
Licences tab under the LC (Courses) option.
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3.3.4 Select the language of the course

You can invite participants listed on this screen to follow a language course in their main language of
instruction/work, OR in the local language of the country, provided that the language is available in
OLS.

In the column Select Local Language, a drop-down menu gives you the option to select the course
licence language that should be allocated. For participants who have obtained a result of C2, no
language is selected by default. The mobility language (language assigned for the assessment) for all
other levels is selected by default, but this can be modified.

- If the mobility language (same language as the first language assessment) is selected, both
assessments and the course will be in the same language.

- If Select Local Language (language of the country where the mobility will take place) is
modified, this means that the participant will have the option of accessing a course in a
language other than that of the first assessment. The participant must, however, take the
second language assessment in the mobility language.

Period of Mobility Mobility Language Mobility Type 1st Assessment Result Select Local Language Select All
13 months English % Al- % m
12 months French x A2 x m
13 months English % Al % m
13 months English x Al- x m
13 months English x 2 Select M m

Select

English

French

German
2 months English % Al- Dutch

Italian

Spanish

Polish
13 months French x Al- Danish

Greek

Portuguese

Swedish

Bulgarian
4months English x AL Croatian

Hungarian

Romanian

slovak

Finnish
2months English X Al- X m

To allocate a course licence to a participant, first, select the language you want to assign and then click
on Allocate on the right-hand side of the participant’s row. A message will then appear, confirming
that the course licence has been successfully allocated.
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3.4 How to monitor the licences used by your participants
Once you have allocated assessment or course licences to your participants, you can monitor the use
of each licence in the OLS LMS.

To access the Licence Usage per Participant section, go to your homepage and click on the 5™ tab
(Licence Usage per Participant).

# Ucence Usage por Participant )

S U P —— ——T— Mwoms W [ [ _— Hons M

’ -
Unemee " ot
v 1
o sws e || sobpaminn s oo e | ot | it ' e w R
i~ s
' p?
Geprmm— —
P ey e P (P ——— o — b e O
= ]
o
-
L TR NS ML Owities  Seter e hwemsnrecs o MA0NT  NAMNT MBS A WMONT  EeNNT - . trgses - AMONT  ZUNGNT S,
e
* —
P W0 i e x| eim———— PR Fe—— oo~ " e . naon sent  seam
o~ o
-
—
s o s | eatieaien | bt et | o | somons | iian? ' e w o | iowons | s

N.B.: if a participant has several mobilities in the same project, he/she will be displayed twice in two
separate rows with a different OLS ID (i.e. one ID per mobility).

You can also sort the information alphabetically, chronologically or numerically, by clicking on a column
title.

DLSM‘M'“W Regportafrction  #§ Home @  mebenOifem.. @’
, $UPPORT  Ersvmese

@ Licence Usage per Participant @

calt Mobility Language 1t Assossmont Rosult Project Code

nN . N . A
® *  rocorda per page Soarch all fieids (ono word)

OLSI0 | Call | Project |  First Last Emall Assessment | Invitation | Mobiity " " P¥nssessment o !

' 0015 015 MI5D-  Acosnt  Demo thessmoreaus4@gmat com WINNIS  ZVINI0NE  MESMS AL WIWRIS  IK122086 wse 12

Licence Allocation To A
Participants - Course %0001
6 2015 MISL  Aatome  Désir adesiratisia com WONNIE NG HESMS A2 WoNIE L0207 2

e

® AL

000001

Licence Usage per Participant

USWL WIS MISI Amee  Delmotse  adelmotte@alissia.com WOUINT 0N MESMS AL WO 1ol 2 s 13

e

AL

os0001

Expired Projects

WG 0% 181 Ovistien Riter  rittecchristiongeidaco.be WOIT NONNNT hESMS AL et isoaon Wit o ‘

.

® Ao

000001

Expired Licences

W s el w Iyl @maibnatorcom WOIIIT  WOUIONT  KESHS Al e isioaaolr aas0? " o s

i

e

o%0n1

Several functions and filters are available on your screen:

e Call, Mobility Language, 1°'Assessment Result, Project Code, Records per page, Search all
fields, Previous and Next will help you filter the data displayed and easily navigate the different
pages of the Licence Usage per Participant table.

e The button enables you to export all information from the Licence Usage per Participant
table.
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In addition, you can edit the Mob. Start date and Mob. End date of your participants if they have been
entered incorrectly, indicated by clicking on the date. MPs will be notified of their updated mobility
period in their mobility profile.

bl Licence Usage per Participant

— Re pe P @
: cat Mottty Langesge pT——— prapcaede] 28

& " L v .

Project Contact Persom

e —— WMIHE LTS e AL WS RIS n [ T
-
o
cesnes
M B FULL i Bhr e B e mme ? wfla s W o
.
s
* ey a1 —a P
Usage per Particlp > -
T MIS MUSE  Oweise R reschrssrdcbe WHT R e A now o e N [ — Pt g
Expired Projects -
e
e
e s B - IaL et o WeTHT T e A W s ey . [ —_— o e
Expired Licences -

3.4.1 How toresend an assessment invitation to a participant
If you would like to resend an assessment invitation to a participant, click on the Resend invitation
button in the first column.

€ 645583 2015

When clicking on the Resend invitation button, a pop-up message will appear, asking you to specify a
new deadline to take the assessment. Please note that this is only possible if the participant hasn’t yet
started the assessment (if the participant has already started, the Resend invitation button will not be
visible).

Resend invitation to this participant |
Licence Usage per Participant |
Home
New deadline to take the test
Call Mol roject Code
months n
» All T A
Project Contact Persons a1 n
10 v | records per page
Licence Allocation To
Participants - Assessment
© 645583 2015 20151 - - testprodmanfuso@mailinator.com 25/10/2016  17/06/2018
MTo9-
Licence Allocation To KAL05-
Participants - Course 000002
© 770877 2015 2015-1- = = tmoreau@altissia.com 10/04/2017 04/07/2018
MT99-
KAL05-
000002
Licence Usage per Participant
Showing 271 to 272 of 272 entries
Expired Projects
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The participant will receive another invitation with the new deadline to take the assessment.

By default, the language to be tested will remain the same as the one specified in the first invitation.
If you would like to modify this language, you will have to delete the participant and then re-invite
her/him to take the assessment in a new language in the Licence Allocation to Participants —
Assessment tab (3.2).

A pop-up message will then confirm that the invitation has been successfully resent to the participant.

Resend invitation to this participant
Hﬁ Licence Usage per Participant An invitation was successfully resent to this participant
ome
Call Mobif Project Code
)
All v Al Al
Project Contact Persons
10 ¥ records per page
=t &
Assessment | Assessment
Result Date

Licence Allocation To
Participants - Assessment

© 645583 2015 20151 testprodmanfuso@mailinator.com 25/10/2016  17/06/2018 -
MTo9-
Licence Allocation To KAL05-
Participants - Course 000002
© 770877 2015 2015-1- = = tmoreau@altissia.com 10/04/2017 04/07/2018 -
MT99-
KA105-
000002
Licence Usage per Participant
Showing 271 to 272 of 272 entries

3.4.2 How to modify/cancel an invitation and re-invite participants
Once invitations have been sent, they can no longer be edited or modified. If you need to cancel an
invitation, please follow these step-by-step instructions.

Invitations can be cancelled, provided that the participants haven’t yet started the language
assessment. Licences that have been cancelled will automatically be returned to your remaining
assessment licences.

Select the Licence Usage per Participant tab. Once on the page, search for the participant whose
invitation you would like to cancel. If they haven’t started their first assessment yet, the cancel button
should be available in the first column:

€ 1149672 2015

a8
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Click on the cancel button (@). A pop-up confirmation will appear.

A

Licence Usage per Participant
Home

Are you sure?

Call Mo#

> All M

Project Contact Persons

v records per page 8

10
@ Call | Project Mobility bo =t 2™Assessment
Licence Allocation To Type Assessment | Assessment | Invitation Date
Participants - Assessment Result Date
) - - . :

@ 1149672 2015  2015-1- testd4@mailinator.com 13/02/2018 14/04/2018 - -

] MTgg-

Licence Allocation To KAL05-

Participants - Course 000002
© 645583 2015 20151- - - testprodmanfuso@mailinator.com 13/02/2018  14/02/2018 -

MT99-

KA105-

000002

Licence Usage per Participant

© 70877 2015 20051 - - tmoreau@altissia.com 10/04/2017  04/07/2018 -

MT99-

® KAL05-

L) 000002

Expired Projects

Showing 271 to 273 of 273 entries

Previ
®

Expired Licences

If you validate by clicking Yes, the invitation will be cancelled and a confirmation message will appear.
A notification will also be sent to the participant. When you close the confirmation message, the
participant’s mobility will disappear from the page. By doing so, you will automatically recover the
licence previously assigned, which means that no licence will be lost in the process.

3.5 How to monitor the expired projects

The Expired Projects tab facilitates the monitoring of projects and MPs. This allows your current
projects to be kept separate from expired projects. When projects have expired (reached their
contractual end date), their content is moved to this screen.

For projects that have expired, it is no longer possible to invite MPs to take the 1% language
assessment. However, MPs that have been invited to take the 1° language assessment before the
project end date will still be able to take the 1%t and 2™ language assessment, and you will also be able
to invite them to follow a language course (in the Licence Allocation to Participants — Course screen,
under the tab of your expired project — see section 3.3).

OLS e T
e,

w Expired Projects )
orme
Recoeds pir page Car Project cooe Saarch al Sokds (one wordh
eona . ~
Proj -
i) Progect Code Pecessed Assossment Used Assesument Licmnce Compieted Assesumont | Completed Assexsment 1 D abning Ausesument Recetved Cowrses Licence: Used. Memainng
Ucence. Licence: Courses. Courves
Ucmce | Lcmcr
¢ Miocy Wo duta swalable in table
pants - Avsesam
woce Usage per Participaet
| 4 Qe
Expired Projects
Expired Licences
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You can also sort the information alphabetically, chronologically or numerically, by clicking on a column
title.

Expired Projects @

Records per page Call Project code Search all fields (one word)

v 2016-ONA v

10 Al v
Project Code Received Assessment Used Assessment Completed Assessment | Completed Assessment | Remaining Assessment Received Courses Used Remaining
Licence Licence 1 2 Licence Licence Courses. Courses
Licence Licence

No data available in table

Previous | Next

When you click on the Details button, situated on the far right of the project row, you will be redirected

o]

to a page that displays the participant’s data for this specific project. By clicking on the button,

all information on expired project(s) can be exported as an Excel file.

3.6 How to monitor the expired licences
To access the Expired Licences section, go to your homepage and click on the 7™ tab (Expired Licences).

ULSM‘M“M Rpotafsotiem M Mome @&  mtbenOi@w.. [:’
, SUPPORT [ Erasmmese

Expired Licences &
@
x Col Mobility Language
Project Contact Persons
™ . ~
® W v records per page Goarch all ids (e word)
Licence Aflocation To oS calt Project Code | First Name | Last Namer Emal Mssessment | fmvitation | Mobity | Moblity | Mobiity | Mobility | Mobility
Participants - Assessmant Invitation Date | Expieation | startdate = Type | enddste | duration | laguage
Date (montha)
1 2014 0146141 tostpecdvi Lt gmatinatorcom eew0s onouras tngins
® i
Licence Allocation To
= e s 21 20161479 deriddermancnstestpeodvilmt@pmailom  GAUN20IS 08042015 Englhs
articipants - Course rdpolioss
181 2014 2016 14199 testbesnamemtEmatinatee com 10032015 wiou0s Englisn
’ V001000012
Licence Usage per Participant men 2018 1MW e -y Staptreandorelst 0% gmad com o206 LOUIE  GI0NMIE  x woonr 1 tngln
KALS 05000
? s 8 WIS1UTH-  Vabjarsi Ritts rvaliari@malinasse. com w2016 oAOIMIE  QUOVIIT nono 9 walian
KA195-000087
Expired Projects
ams s WISIMTH.  Vabjand witea CvaljaniEmainator.com 80016 owOIIE el w0y 8 Swetin
KALS5000002
® Pl e oy o Py o aay rr ey o | s [ww | |4, o
Expired Licences KALSS. 080002
@ axm 018 WISIUTH-  Vabjani sitta rvalfarvi@mailinator.com o206 owoIE  eLOIIT woaorr & English
KALE5-000087

The Expired Licences tab facilitates the monitoring of MPs who have missed the deadline to take their
1°t language assessment, or the deadline to start following their language course. From this tab you
can also re-invite these MPs to the 1°* language assessment or the language course. Expired licences
are returned to your remaining licences.

Please note, participants whose language assessment or course licence is still active (deadline not yet
reached) are not shown on this screen. Equally, participants who started the 1 assessment without
completing it are not shown on this screen (in this case, the licence is lost). These participants are shown
on the Licence Usage per Participant screen.
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By navigating through the tabs at the top of the page, you can access the Expired Licences LA
(Assessment) (open by default) and the Expired Licences LC (Course) related to each of your projects.

Under these two tabs, the list of participants with expired licences for language assessments or
language courses is displayed. These licences will have been returned to your remaining licences.

N.B.: if a participant has several mobilities in the same project, he/she will be displayed twice, in two
separate rows with a different OLS ID (i.e. one ID per mobility).

|
UL s fpotaotkn | # Meme & mbemiom. (@
, SUPPORT / Eravevase
Home
Expired Licences &
&
call Mobility Language
Project Contact Persons
N . n
. % v rocords per page Soarch all fiolds {000 word)
Licence Aflocation To osio cail Project Code | FirstMame | Last Name Cmait osssment | imvitation | Moblity | Mobility | Mobilty | Mobilty | Mobilty
Participants - Assessment Invitation Date | Expiration | startdate | Type | enddate | duration | language
Dute (moaths)
i 2014 20141419 ntpeode) Latipmadinator com on0N08 oavou015 Engish
L § Vieol conerz
Licence Allocation To
= e 1785 214 20141479 deriddecmanontestproddimt@gmallcom  0HOV20S oou0ls Eoglah
articipants - Course kzpaking?
181 214 20141479 tedeanamentmailnater com 1032015 10042015 Englsh
? VT001 000012
Licence Usage per Participant wien 2018 w1819 et - Stephvantecelst o0 grmal com v 102016 OLOSIONE % wesenr B Englsh
YAL05-036002
® o 215 WISIMT-  Valjars Fitta Ivabjaragmaiinator com oR0K/2016 WOTR0IE  OUDLIONT % neer 9 akon
KAL05-020007
Explred Projects
ams 15 015101 Valjard Ritta tvabfarda2@malinator com 081062016 WOT016  OUOL0NT 00017 9 Swedsh
YAL05.006002
L ] men 2015 W11 Pellet Aselle e pollet e com oyzonr e ovOAROT w4 Engish
Expired . YAL05.03600
Expired Licences
@ anmn 18 2015-1-MT99- Valjardi Ritta rvabjarni@maiinator com OMDL/006 OVDT016  OLOM0NT  x nowelr 8 Englah
KAL05-02600

You can also sort the information by clicking on a column title.
On your screen several functions and filters are available:

e Call, Mobility Language, Records per page, Search all fields, Previous and Next will help you
filter the data displayed and easily navigate the different pages of the Expired Licences table.

The E@

3.6.1 How to reallocate a language assessment to a participant whose licence has expired
If you would like to resend an invitation for the language assessment to a participant, click on the
Reallocate Invitation button in the first column.

o button enables you to export all information on the Expired Licences table.

460116 2015
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Please note that when resending an invitation for the language assessment, a pop-up message will
appear asking you to specify a new deadline to take the assessment.

[ |
0 Ls ONLINE LINGUISTIC
/s SUPPORT / Erasmuse

I et oa aa New deadline to take the test
xpired Licences LA (Assessment)
@«
Expired Licences . n
)
Call Mobi
Project Contact Persons m R
Al v Al ’
® 10 v records per page
"
Licence Allocation To OLS 1D Call ProjectCode | FirstName | LastName Email Assessment Invitation
Participants - Assessment Invitation Date | Expiration
Date
|
534135 2015 2015-1-MT9-  Anfuso Marjolaine  manfuso@altissia.com 20/07/2016 19/08/2016
? KA105-000002
Licence Allocation To s i
Parti .- C 798697 2015 2015-1-MT99-  Anfuso Marjolaine  manfuso@altissia.com 18/05/2017 17/06/2017
articipants ourse KA105-000002
Showing 1 10 2 of 2 entrios (itered from 115 total entries]
Licence Usage per Participant
Expired Projects
Expired Licences

A pop-up message will then confirm that the invitation has been successfully resent to the participant.
Please note:

e Participants who have started but not completed the 1% assessment within the specified
deadline are not shown on this screen. Their assessment licence has been used and these
participants can only be re-invited using a new licence (see section 3.2).

e The Reallocate Invitation feature on the Expired Licences page is a shortcut to redistribute a
new licence to a selected MP with the same language to test and from the same project. This
Expired Licences page does not allow you to change the language of an invitation. If you would
like to change the language of an invitation, use the Licence Allocation to Participants —
Assessment tab and select the appropriate language to test (see section 3.2).

e A participant who has been invited several times (following the expiration of his/her previous
invitations) will be listed several times. Each row corresponds to an expired invitation.

Page | 27
Erasmus+ Online Linguistic Support
Licence Management System for Beneficiaries - User Guide



Resending an invitation from this screen has several consequences:
e A new email invitation to take the language assessment will be sent to the participant.
e A new licence will be used and therefore your number of licences will change.

e If there are no available licences left in the project, a warning message will appear.

SEO1-

Impossible to allocate a new licence

[~] 2014 x x x
Impossible to allocate a new licence to this participant from project 2014-1-SE01-KA103-
000049, because there are no assessment licence left in that project. If you wish to allocate
a licence to this participant from another project, please use the Licence Allocation To
Participant page.

2014 01/03/2015  30/06/2015 4
Close

[~] 2014 20041« X " patric. p.fhsse  28/01/2015  28/02/2015 x X X
SEO1-
KA103-
000049

Q 2014 2014-1- X X marcus.johansson@op.fhs.se  28/01/2015 28/02/2015 X X X
SE01-
KA103-
000049

e The participant will reappear on the Licence Usage per Participant page.

e The Reallocate Invitation button on the Expired Licences page disappears. If you want to re-
invite the participant, there are two possibilities:

o If the participant’s new licence has not yet expired, you can resend the invitation via
the Licence Usage per Participant tab;

o Ifthe participant’s new licence has expired, this participant will appear on the Expired
Licences page.

3.6.2 How to reallocate a language course to a participant whose licence has expired
First, click on the Expired Licences LC (Course) tab.

If you would like to resend a language course invitation to a participant, click on the Reallocate
Invitation button in the first column.

1029773 2015
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A pop-up message will then confirm that the invitation has been successfully resent to the participant.

i= Expired Licences LA (Assessment)
Home
Expired Licences LC (Course)
)
. call
Project Contact Persons
All v All v
@ 10 v records perpage
Licence Allocation To Project Code Course
Participants - Assessment Invitation Date
1029773 2015 2015-1-MT99- fdsfs fdsfsd christellev201@mailinator.com 05/10/2017
KAL03-000001
Licence Allocation To ) ) ) . .
Frrie ts- C 1062566 2015 2015-1-MT99- Dostie-Proulx Pierre-Luc pierrelucdestieproulx@gmail.com 23/11/2017
articipants - Course KA105-000002
843798 2015 2015-1-MT99- adghfas hj ol 1 ili om 18/08/2017
(?) KAL05-000002
Licence Usage per Participant 844085 2015 2015-1-MT99- gidg gfdgd cricri@mailinator.com 18/08/2017
KAL05-000002
@ 1029770 2015 2015-1-MT99- testines10 testines10 testprodinesl0@mailinator.com 05/10/2017
KA105-000002
Expired Projects
1104470 2015 2015-1-MT99- GregPT GregPT gregprodpt@mailinator.com 02/01/2018

Please note, the reallocate feature on the Expired Licences page is a shortcut to redistribute a new
licence to a selected MP with the same language to test and from the same project. This Expired
Licences page does not allow you to change the language of an invitation.

3.7 How to access your OLS Institutional profile
If you need to edit your profile, click on the Profile button in the top-right corner of your screen.

0 L ; ONLINE LINGLESTIC
. SUPPORT / Ervsmse

OLS LIVE COACHING

Project Contact Persons

LEARN MORE ABOUT OLS TUTORING SESSIONS LEARN MORE ABOUT OLS MOOCS

Licence Allocation To
Participants - Assessmant Welcome

Wekcorme %0 Ermtea s OLS Liooncos Marsgenent Syvtern!

Licence Allocation To

Communications & notes
C2 score on the first language assessment

Participants . Course

P

Licence Usage per Participant Call 2017 Projects
© Photin noto Ful now propcts 00 ooy veskio 1 e OLS Loenos Marsgerrant Systorm ares your Natoned Agurcy fes wiitod the ioorncy aocison b e,
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The profile page is divided into 2 sections:

e User Profile: includes your Login, Email, Name, First Name, Password, Timezone, Telephone
Number and notification settings. You can only modify the password and notification settings.

e BEN information: includes your BEN PIC, BEN Name and Country. You cannot modify this
information.

# Backtohome

User Profile

Logi mtben01@mailinator.com
e Email  mtbenol@mailinator.com
Nar Beta Test Beneficiary MTs9
FirstName ~ BEN_USER
Password Re-type Password
Timezane (GMT-00:00) EuropeDublin

Telephone Number

| want to receive a notification by email each time a participant has finished the first assessment
£=
A Backtohome
BEN Information
L BENPIC MT95-000001
BEN Inf BENName  BENMIB901
Country | Malta

3.7.1 How to edit your profile

You can edit your password in the User Profile section. The contact name and contact number are not
editable as they are automatically imported from EPlusLink. Once you have made the necessary
changes, click on Save Changes at the bottom-left of the section. A message will then appear to
confirm that the changes have been successfully saved.

ULSL\;!LMH‘SN Prportafroblem  #f Heme B mibendl@m.. C 2

P ——

# Backtohome
User Profile

User Profile

Legin mitbeniEmamnator.com
ot sl mtben0l@makinator.com
Mame  Beta Test Beneficiary MT95
FirstMasss  BEN_USER
Pavuwerd Re-Eype Pusiwond
Timezone (GMT.00:00) Europe/Dublin
Telephane Numb

I want 1o receive 3 notification by email sach time a participant has finished the first assessment

=
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3.7.2 How to receive a notification each time a mobility participant has completed the 1% language
assessment

If you would like to receive an email notification each time an MP has completed the 1° language

assessment, you can tick the I want to receive a notification by email each time a participant has

finished the first assessment box. Once you have made the necessary changes, click on Save Changes

in the bottom-left side of the section. A message will then appear to confirm that the changes have

been successfully saved.

ULs‘mzmmm BpotaPotion M Mome & ~Oedipm. C‘
Vs SUPPORT / Eranmens.

Back to hom
A ABekse Reme User Profile

. . logn  medeodi@enstinstorcom

BEN Informatis on (mat mbendtPemadinstor com

Name. Beta Test Bemeticlary MT9)

First Name BEN_USER

Passwerd R type Passwond

Timezone. (GMT 00:00) (urope Dublen

[mmeerecee s mocation vy o esch e 3 patipart s fovved e ot semimeet |

If you tick this box, you will receive an email notification whenever a participant has completed the
first language assessment. These notifications are not sent instantly, but once every hour.

This function can be particularly useful if you are a VET or Youth Beneficiary and want to be notified
on completed 1% language assessments so that you can invite your MPs to the language course (as
there is no automatic language course allocation for VET and Youth).

Please note, this notification is sent to the Main Contact Person, as well as to any Secondary Contact
Persons and additional email addresses linked to the profile.

If participants do not take the assessment within the deadline, their access to OLS will be deactivated
and their licences will automatically be returned to your remaining assessment licences.

To go back from your profile to the homepage of the LMS, click on the Home button.
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4 Support
If you encounter any problems or issues when following the instructions above, please contact the
Support Team by clicking on the Report a Problem button in the header.
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