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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/.

Language: About Europass

Europass consists of five documents that describe your qualifications, skills, and competencies.
You can make use of Europass during your learning period or after having completed your education.

Europass helps you to convey your skills and qualifications in a clear and professional way, making them easily
Home understood throughout Europe. You can use Europass when you want to enroll into 8 new educational or training
About EuroPass program, in your job search, or when yougre gaining experience abroad. All Europass documents describe your
competencies in an understandable way, and they are therefore useful for foreign workplaces or educational
institutions that want to assess your qualifications.

E-mail:
| | Assemble your own Europass
Password: You can fill out two of the Europass documents by yourself:
* Europass CV - enables you to dlearly state your qualifications, skills, and competencies. Other Europass
documents can be attached to your CV.
* Europass Language Passport - allows you to accurately describe vour language skills.
Forgotten password The other three documents are filled in and issued by organisations:
Request for login + Europass Mobility 1= & record of any organised period of time that vou spend in another European country for

the purpose of learning or tramning.

+ Diploma Supplement a supplement issued to graduates of higher education institutions as an addition to their
degree or diploma. In Denmark, this supplement is issued in English.

+ Certificate Supplement is an addition for persons who hold a vocational education and training certificate. The
supplement is offered in 2-4 languages, making it easy for foreign employers and institutions to comprehend
your skills.

* Europass Qualification Pass - an electronic folder that gathers all documentation about vour competencies and
qualifications in one place.

New in 2016

Users will discover new functionalities/features in the Mobility Database starting from January 25", 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 doc-
uments to be approved by Europass Danmark. From now on, the Europass Centre will solely approve regis-
trations and requests for login for new users. When you’re registered as a user, you can then cre-
ate/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-


http://mobilitet.europass.dk/

in. They can continue creating/registering new projects and issuing Mobility documents in the new data-
base. Please notice, that you can no longer order Europass folders through the database. Contact us via e-
mail 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 e-
mail at: europass@uds.dk.

Remember to save every 45 minutes or you

REGISTRATION AND LOGIN 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.

Home
Language:

Europass Mobility is a personal document which describes the contemt of any grganised period of time that
a person spendsin another country for the purpose of learning or training. The documentdescribes the

skills and competences scquiredduring the stay sbrosd.

Home
About EuroPass . . o .
If an educational institution, a company, or an grganisstion is sending students or employess abroad for
the purpose of learning or training, the responsible person or coordinator can creste a profile and request
|E'ma”: | for access to fill in one or more Europass Mobility documents.
|P'555W9rd: | Haost institutions can also create a profile and can gain access to fill out Europass Mability documents.
Open the user guidelines here
If you hawe any questions, please contact the Danish Europass Center [Europass Danmark) by phone +45 72
Forgotten password 21 7B 00 or by e-mail europsss@uds.dk.

Request for Iogm Read maore about Europass Mobility at wwnew.europsss.dic.

If it is your first time visiting the database and you would like to register as a user, you should do the follow-
ing:

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.


mailto:europass@uds.dk
http://mobilitet.europass.dk/

Language: Firstname™

Surname(s)*

Title/position™

Home QOrganization™

About EurcPass

Telephone™
. E-mail*
E-mail:
| | Confirm e-mai
Password: | Address®
Postcode =
City™
Forgotten password Country *

Request for login

|=

Request login

All fields included * Must be filled in!

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’:

Projocts

Choose a project ¥ou want to open or create a new project.

Project marve;

Armount;Start o ate;

2 i OR/D1/2011 12:00:00
Comenius assistant b (ofis
Comenius assistent in DE 1 9/25/2011 12100100
(Mervel ara '
Example for eurcpass.dk 1 22':“’“"201: 12:00:00
et - H:RE}ED!.E i1ziocovon
£ 12/01/2018 12:00:00
Testprojekt = A :
™
PMability decuments nowhiieh you have pecmission ta N i dace:

¥ou have no documents.

Templates wou can use when you create or edit docurments:

Manre of template:
landbrugselever

Alrve Landbased education
Barlin minedlcear
ungarmnak gartrer
bvsktamrer

Forasgl

Forsag2

Forsagld

Dalum Landbrugsskole
Calurm Landbrugsskole
SMILE

Camenilis assistants
Dorthe's private
Srundetvig

Udenlandsk wvesck
k=sting

tmat

Pl s n-mnl-t-_l

End date;:
12FBXF2013 12000: 00
Akt

O5/01/2012 12100100
it

O8/22/2015 12:00:00
A

11/23/2013 1210000
Au Y L

iﬁﬂﬂ)‘lﬂi 5 12:00:00



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 coun-
try/time period.

4. Press 'Create project’ hereafter:

Crabe v project

Mame of project:™

Short descrpbion of the expenence:

Mumber of documents: | |
Starting date (mm-dd-yyyyl ™ |

Ered datm {rmrm-ded-yyyy ™ |

Programyc” | Studiebesag for uddannaelsesekapartar o
|:,:II|'\-ifr:|

Host country: = | [
| \'__nru.':-_-l_ || fl'i_Jl.'_lb_l'._\"h?Jf'\.'T |
[Creie |

All fimlds includesd * nnust bae Pilled nd

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:

Projects

Choose a project you want to open or create 8 new project.

Project name: Amount:Start date: End date:

Comenius assistant i g?{ﬂlfzﬂll 12:00:00 12222011 12:00:00

Comenius assistent in Dk 1 09/25/2011 12:00:00 O05/01/2012 12:00:00

{Merve) am A )

Example for europass. dic 1 E;I;fﬂl}'ZDlE 12:00:00 O8f22/2013 12:00:00
11/23/2013 12:00:00 11232013 12:00:00

test 7 7 AN AM -

Testprojekt 2 Efﬂl{zulE 12:00:00 12/08/2015 12:00:00

Test 2016 1 g-:qfleZOlﬁ 12:00:00 04/20/2016 12:00:00

A
Mew project | | Help

Mobility documents in which you have permission to fill in data:

¥ou have no documents.

2. Click on 'New Mobility Document’:



Project name: Test 2016

Starting date: 01/15/201& End date: 04/20/2015 Program: Leonardo mobilitet Number: O/1

Choose the document yvou wish to work with:

¥ou hawve no documents.

Back L Mews Mobilicy documemﬂ | Delete project

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

Mew mobility document

1. This Europass Mobility document is awarded to
1. Surname{s) = 2. Firstname{s) = 4. Photograph
3. Address =
Zip = | | city = |
Country * [— ~
5. Date of birth = 6. Naticnality * 7. Gender *
| | = o | | Mazla ~
8. Signature
9. E-mail 10. Destination *
| [Bermany | T
Cance! ! | Create I

4. Click again on the Mobility Document to open oo
it and to fill out all the mandatory fields Please beware that the format for two dates is:
12-31-2009 (the month comes first).

(marked with a *). \ 5

5. All the data about your institution that you have previously registered will be transferred auto-
matically 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 Mobili-
ty 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 data-
base, 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.

Then click on 'Create new template’.

4. Open the template you just created. For the Mobility Documents where you have used a tem-
plate, the information in Section 3, 4 and 5 will be the same. You can always go back and edit
each Mobility Document afterwards.

&



