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Introduction  

This document describes the use of electronic application forms (eForms) for the Erasmus+ 

programme actions managed by the National Agencies in the Programme Countries. For simplicity 

reasons, we will call them "decentralised actions" in this guide. 

Prepar ation  

Before we dive into the process of completing an electronic application form (the "e-Form"), it is 

important to know which forms are available for which actions of the Erasmus+ Programme.  

Electronic forms catalogue  

The following tables describe the relevant application forms: 

 Action Type 

Accreditation 

KA108 - Accreditation of Higher Education Mobility Consortia 

KA109 - Accreditation of VET organisations1 

KA110 - Accreditation of youth volunteering organisations 

 

 Action Type 

KA1 - Learning Mobility of 
Individuals 

KA101 - School education staff mobility 

KA102 - VET learner and staff mobility 

KA103 - Higher education student and staff mobility 

KA104 - Adult education staff mobility 

KA105 - Youth mobility 

KA2 - Cooperation for innovation 
and the exchange of good 
practices 

KA200 - Strategic Partnerships addressing more than one field 

KA201 - Strategic Partnerships for school education 

KA202 - Strategic Partnerships for vocational education and 
training 

KA203 - Strategic Partnerships for higher education 

KA204 - Strategic Partnerships for adult education 

KA205 - Strategic Partnerships for youth 

 

KA3 - Support for policy reform KA346 - Dialogue between young people and policy makers 

                                                            
1 A separate Call will be launched for VET accreditation in 2014. 
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Technical requirements and settings  needed to use an electronic form  

Adobe Reader 

The Erasmus+ decentralised actions application forms were built using Adobe Forms technology. You 

need Adobe Reader to use the forms.  

In order to be able to properly use an Erasmus+ application form you will need to use the following 

versions of Adobe Reader: 

Minimum Adobe Reader version Adobe Reader 9.1 or higher 

Recommended Adobe Reader version Adobe Reader XI version 11.0.06 

Adobe Reader can be downloaded for free from the internet at the following location: 

http://get.adobe.com/reader/otherversions/ 

If you are using a different version than the above mentioned ones you will not be able to use the 

form and will be confronted with the following screen: 

 

 

Incompatible Readers 

Adobe Reader is the only accepted reader. If you happen to use another reader such as "Foxit" or 

Adobe Acrobat X PRO you will not be able to use the electronic form and may even corrupt it as the 

following message shows: 

 

 

 

 

http://get.adobe.com/reader/otherversions/
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Operating Systems  

The above mentioned Adobe Reader versions support Windows, Linux and MacOS. Mobile platforms 

such as iOS, Android, Microsoft Windows RT, Windows Phone and BlackBerry are not supported. 

Security and Java Script Settings 

When an electronic form is downloaded from the internet for the first time, Adobe Reader will detect 

that the form has originated from a potentially unsafe location and ask you to confirm the safeness 

of the file: 

 

In this case you should press button "Options", choose "Trust this document always" and save the 

electronic form: 

 

If the problem persists, check your Java Script settings in Adobe Reader: 
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You should have the following configuration: 

 

On top of what is written above, Adobe Reader uses an enhanced security feature that detects when 

the electronic form is attempting to connect to the internet. Such situation will happen every time 

you need to input and validate a PIC2 for a participating organisation, or when you have changed a 

piece of data that impacts the budget section, such as a distance band in the "Travel" budget section. 

In both scenarios the electronic form will contact central European Commission servers to fetch the 

latest data and information. The message displayed by Adobe Reader is as follows: 

 

When confronted with this message you should press button "Options", select "I trust this document 

always" and, when asked, save the form with the same name. This process is sometimes a bit slow, 

so just let it finish before proceeding. 

 

 

  
                                                            
2 PIC ς Participant Identification Code, provided to the organisation upon registration in the Participant Portal 
(see section on Participant Portal hereafter). 
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Registering your organisation in the European Commission 's Participant 

Portal  
All organisations that are to be included in any application form under the Erasmus+ decentralised 

actions, whether they act as applicant or partner, are required to register in the Unique Registration 

Facility (URF) through the Participant Portal.  

Therefore, to register organisations for participation in the Erasmus+ Programme, you need to go to 

the following web site: 

http://ec.europa.eu/education/participants/portal/ 

The registration should be done only once on behalf of a legal entity as a whole. Exceptionally, 

schools that fall under the scope of a local or regional public authority as legal entity should register 

separately from the legal entity of which they are part; they should in that case also upload the 

necessary supporting documents proving their legal relation with this legal entity. 

After the successful registration the organisation will receive a unique 9-digit Participant 

Identification Code (PIC) which has to be typed in each application form the organisation fills.  

Logging into the Participant Portal  

To have access to the Participant Portal you will need to login as depicted below: 

 

http://ec.europa.eu/education/participants/portal/
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Register yourself in ECAS (European Commission Authentication Service)  

If you have never used any European Commission's web platform, it is very likely that you need first 

to create your ECAS account (ECAS = European Commission Authentication Service). The ECAS 

account is your personal account through which you register your organisation. This is a simple 

registration that you can start by choosing the option "Register": 
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Then you have to enter your authentication details in the following screen: 

 

Once you have registered with ECAS, you will be able to access the Participant Portal by logging into 

your ECAS account. You can find more information about ECAS on this hyperlink:  

https://webgate.ec.europa.eu/cas/help.html 

Enter your organisation's details  

Now that you have access to the Participant Portal, you can start registering your organisation: 

 

http://ec.europa.eu/education/participants/portal/
https://webgate.ec.europa.eu/cas/help.html
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There are several screens that you will need to go through in order to enter all the information on 

your organisation. You can follow where you are in the entire process by looking to the progress bar 

located at the top of each page. The first screen "Organisation" will ask you for the following core 

data: 

 

From this point on you should select "Next" to advance and complete each screen in turn. The data 

you enter on each screen will be saved automatically when you click 'Next'. 
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Enter the Erasmus+ specific information (a compulsory step!)  

At a certain moment in the process, you will be confronted with a screen allowing you to finish your 

registration or to continue and answer specific programme questions: 

 

Since your goal is to apply to one of the different action types under the Erasmus+ programme you 

must choose the second option and enter the required programme information (select "Erasmus+" 

from the list): 
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In this screen you must select your type of organisation as this piece of information will be used in 

the electronic forms. 

 

Once you have finished, press button "Save and Return" that will bring you back to the previous 

screen. You can find more complete instruction on how to use Participant Portal at the following 

location: 

http://ec.europa.eu/programmes/erasmus-plus/documents/manualurf_en.pdf 

Note that if you don't fill in this information, your organisation's data in the Participant Portal will not 

be complete and it will not be possible to submit any application in which your organisation is listed 

as applicant of partner. 

Erasmus+ specific information entered in the Participant Portal  

As mentioned before, the Type of Organisation you have entered in the Participant Portal is used in 

the electronic application forms. More specifically it is being used in the "Profile" sub-section of each 

participating organisation (whether applicant or partner organisation): 

 

  

http://ec.europa.eu/programmes/erasmus-plus/documents/manualurf_en.pdf
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Since the list of organisation types is generic and includes some entries that are not relevant for the 

Erasmus+ Programme, you will need to choose your organisation type carefully. The following list 

enumerates the relevant organisation types for Erasmus+ decentralised actions: 

Higher education institution (tertiary level) 

School/Institute/Educational centre ς General education (pre-primary level) 

School/Institute/Educational centre ς General education (primary level) 

School/Institute/Educational centre ς General education (secondary level) 

School/Institute/Educational centre ς Vocational Training (secondary level) 

School/Institute/Educational centre ς Vocational Training (tertiary level) 

School/Institute/Educational centre ς Adult education 

National Public body  

Regional Public body 

Local Public body  

Small and medium sized enterprise 

Large enterprise 

Non-governmental organisation/association/social enterprise 

Foundation 

Social partner or other representative of working life (chambers of commerce, trade union, trade 
association) 

Research Institute/Centre 

National Youth Council 

European NGO 

EU-wide network 

Group of young people active in youth work 

European grouping of territorial cooperation 

Accreditation, certification or qualification body 

Counselling body 

International organisation under public law 

Organisation or association representing (parts of) the sport sector 

Sport federation 

Sport league 

Sport club 

Other 

 

If you happen to have chosen an organisation type that is not in the above list, the organisation type 

you have entered in the Participant Portal will be transformed to "Other" in the electronic form. Your 

master data in the Participant Portal will, however, not be changed. 
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Wrapping up  

Now that you have entered all required data about your organisation and the programme(s) in which 

you want to participate, you can finalise the registration process by selecting option "Finish your 

registration": 

 

You will be given the opportunity to do a final check on the information you've entered. If you are 

sure that all is in order, you can finalise the process by pressing the "Confirm" button: 

 

  



 
 17 

The Participant Portal will store all information and provide you with your PIC (your organisation's 

unique registration code), which you should use in the electronic application forms to apply for an 

Erasmus+ grant or accreditation: 

 

After the successful registration of your organisation, you will receive an email containing the 

information you provided and your unique PIC. You are also advised to print the page or write down 

the PIC number for further reference. 

Note that you must enter a PIC for every organisation listed in the application form in order to 

complete it. You will not be able to submit the application form without a PIC for every organisation 

included in the application form. 
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Uploading supporting documents  in the Participant Portal  

Once you have registered your organisation, you have to upload specific supporting documents. The 

Legal Entities Form is required for all organisations, whereas the Financial Identification Form is 

necessary only for the applicant organisation.  

In case you are applying for a grant exceeding 60 000 EUR and your organisation is not a public body 

or international organisation, you must upload documents to give proof of your financial capacity. 

These documents must be available to your National Agency before signing the grant agreement in 

case your project is selected.  

To upload the supporting documents, you should access the Participant Portal. In the Participant 

Portal, go to the 'Organisations' tab in the main menu and click on 'My Organisations'. Then click the 

 button next to the organisation for which you want to upload documents. 

 

For more detailed guidelines on uploading the supporting documents, please check the User's Guide 

of the Unique Registration Facility (URF) and Participant Portal:  

http://ec.europa.eu/programmes/erasmus-plus/documents/manualurf_en.pdf 

 

  

http://ec.europa.eu/programmes/erasmus-plus/documents/manualurf_en.pdf


 
 19 

How to fill a n electronic application f orm  

This section will guide you through the main aspects to consider when filling an electronic application 

form for applying for a grant under an Erasmus+ action managed by the National Agencies. 

Checking that you have downloaded the correct form  

Before you start working on your application and filling in your project's data, it is important that you 

check that you have the right form for the right "Action Type", "Call" and "Round". Page 1 of every 

electronic application form contains this information: 

 

Field "Action Type" will show you the action type and the field of education, training and youth which 

the application form concerns. Do make sure you are using the right one as your application will not 

display the questions that apply to your project if you submit it through a different form and may be 

rejected as a consequence. 

Field "Call" is another important piece of information, as it indicates the year of the Erasmus+ Call for 

proposals concerned.  
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