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User Guidelines for completing and issuing Europass
Mobility documents in Europass Mobility database
Europass Mobility documents can be completed and issued in the Mobility Database:
http://mobilitet.europass.dk/.

New in 2016
Users will discover new functionalities/features in the Mobility Database starting from January 25th, 2016.
The work flow for both you (as a user) and for us at the national Europass center (Europass Danmark), has
been simplified. We have also corrected some of the errors found in the system.
The new functionalities/features mean that the users will not need for projects and Europass Mobility documents to be approved by Europass Danmark. From now on, the Europass Centre will solely approve registrations and requests for login for new users. When you’re registered as a user, you can then create/register as many projects as you may require, and thereby also as many Europass Mobility documents
as you may need. You only need to follow the guidelines for creating/registering new projects and Mobility
documents. Users, who are already registered in the Mobility Database, do not need to request a new log-

in. They can continue creating/registering new projects and issuing Mobility documents in the new database. Please notice, that you can no longer order Europass folders through the database. Contact us via email or by phone. You can order additional folders in advance according to your needs.
The new procedure for using the database should shorten the waiting time for approval of documents, and
thereby also simplify the administration of documents.
Do not hesitate to contact Europass Danmark, if you have forgotten your password, would like to erase
Mobility documents, or have trouble with the database. You can call us on +45 7231 7800 or send us an email at: europass@uds.dk.

REGISTRATION AND LOGIN

Remember to save every 45 minutes or you
will lose your data input.

You should request a login the first time you visit the Mobility Database: http://mobilitet.europass.dk/.
If you already are registered as a user, you can log in by writing your username and password and click on
’Login’.
If you have forgotten your password, you can get a new one by choosing ’Forgotten password’ and writing
down your e-mail address, so the password can be sent to you.

If it is your first time visiting the database and you would like to register as a user, you should do the following:
1. Click ’Request for login’ and fill out the form with your information (see picture below). When you
have created your profile, you will receive an e-mail with a link to click on to confirm your e-mail
address.
2. You will then receive a password in your e-mail inbox, so you can log into the database.
3. When you are logged in, you can change your password by clicking ‘Edit Profile’ on the left side
menu.

CREATING/REGISTERING A PROJECT
To be able to issue a Europass Mobility document, you need to create/register the project this document
belongs to.
As a user of the database, you can create/register as many projects as you need. To do this, you have to:
1. Choose ’Projects’ on the left side menu to create/register new projects or see a list of the projects
you already have registered.
2. Click on ’New project’:

3. Describe and name the project. Please be aware that if the project takes place in more than one
country and different time periods you should create/register a new project for each country/time period.
4. Press ’Create project’ hereafter:

ISSUING EUROPASS MOBILITY DOCUMENTS
A Europass Mobility Document can be issued in Danish or in English. You can choose the language you
would like to use by clicking one of the flags on the left side menu.
When you are ready to issue the Mobility Document, you should do the following:
1. Go to ’Projects’ and find the your newly created project or another project from your list:

2. Click on ’New Mobility Document’:

3. Fill out the form with the recipient of the Mobility Document’s data and click ‘Create’:

4. Click again on the Mobility Document to open
it and to fill out all the mandatory fields
(marked with a *).

Please beware that the format for two dates is:
12-31-2009 (the month comes first).

5. All the data about your institution that you have previously registered will be transferred automatically to Section 2.
6. If you have created a template (see the yellow text box on ‘The use of templates’), you must do
the following:
a. Click on ‘Copy template’.
b. Choose the template you would like to use. Sections 3, 4 and 5 will be copied to the Mobility Document. You can then edit the Mobility Document as you wish, without altering the
template.
7. You can issue the Mobility Document when all the mandatory fields are filled out.

Please notice that the host institution can also fill out the Mobility Document. You must first add the host
institution in Section 3 to give them editing rights:
a. Click on ’Select profile’ in Section 3 and use the search function.

b. If you can’t find the host by searching for them, click on ’Create’ and fill out the form with
the host institution’s data. The host will receive an e-mail shortly after, where they will be
asked to confirm their email address. After that, the host institution can log into the database, and edit the Mobility Document you have given them access to.
c. The host institution can also issue the Mobility Document upon agreement with you.

Before issuing the Mobility Document, you should press ’Download Mobility Document’ in order to check
that there are no errors in the data. Then click on ‘Issue Mobility Document’.

The use of templates
If you need to issue more than one Mobility Document, it will be a good idea to use a template. This is
how you create a template:
1. Choose ’Projects’ from the left side menu.
2. You can choose ’New template’ at the bottom of the page, and give the template a name, so
that you can find it easily again.
3. Then click on ’Create new template’.
4. Open the template you just created. For the Mobility Documents where you have used a template, the information in Section 3, 4 and 5 will be the same. You can always go back and edit
each Mobility Document afterwards.

