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5.7 - Creating and printing an Erasmus bilateral agreement

This section describes the various steps involved in creating and printing an Erasmus bilateral agreement.

1- Adding the agreement

Each bilateral agreement must first be added as a new agreement for the institution with which it is negotiated. If you
wish to renew an existing agreement, please refer to paragraph 6.

To add an agreement, open the "Institutions" form from the main menu by clicking "Institutions" and "Institution data".
You then have to select the institution and go to the "Agreements" tab.

Fig. 1: "institutions" form, "agreements" tab

On the "Agreements" tab, click the Add button. In the add/edit agreements window, select the agreement type "LLP-
Erasmus Bilateral Agreement" and a status (e.g. in preparation) and define the years for which the agreement is valid
(e.g. 2009/10-2013/14). You can leave the Name field empty or use it to differentiate between agreements corresponding
to different components, for example.

Fig. 2: Add/edit agreements window

2- Importing exchange possibilities into the agreement

Once you confirm the addition of an "LLP-Erasmus Bilateral Agreement", moveon asks you if you want to import the
exchange possibilities defined on the "Exchanges" tab of the "Institutions" form into this new agreement. If so, moveon
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shows you a list of existing exchanges. Select the exchanges you wish to include in the bilateral agreement, then click on
the Import button.

Fig. 3: Exchange possibilities import form

The "Agreements" form then opens. You can enter additional information relating to the agreement here.

3- Defining institutional and administrative contacts and signees.

Next you need to specify the institutional and administrative contacts and the signees to the agreement in your institution
and in the partner institution.

You can change these details on the "General information" tab of the "Agreements" form in the "Internal contacts" and
"External contacts" frames.

Fig. 4: "agreements" form, "general information" tab

The internal contacts must be selected from a drop-down list containing all the internal contacts (at your institution) as
defined in the "Internal contacts" form (see section 5.2).
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The external contacts must be selected from a drop-down list containing all the contacts at the external institution. These
are defined on the "Contacts" tab of the "Institutions" form.

Full details of how to add and modify internal and external contacts can be found in sections 5.2 and 5.3.

4- Entering/verifying planned mobilities

If you have imported existing exchange possibilities into the agreement (paragraph 2), they will now appear on the
"Agreed mobilities" tab.

Fig. 5: "agreements" form, "Agreed mobilities" tab

You can correct these agreed mobilities by clicking the Details button. To add new mobilities, click the Add button.

Fig. 6: Add/edit agreed mobilities window

5- Printing the bilateral agreement

Once all the information has been entered, you can create and print the bilateral agreement in PDF format. To do so,
click the "Print bilateral agreement" button on the "Tools" tab of the "Agreements" form.
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Fig. 7: "agreements" form, "Tools" tab
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Fig. 8: Bilateral agreement in PDF format

The logo of your institution and that of your partner institution appear on the agreement. These logos are taken from the
www.moveonnet.eu portal. You can update your institution's logo on moveonnet. If you do not know your moveonnet
access codes or if your partner's logo has not been defined, please contact the moveon hotline.

6- Renewing an existing agreement

If the bilateral agreement you wish to create renews an existing agreement that has already been entered in moveon,
moveon allows you to add the new agreement by copying the existing agreement.

To do so, click the Details button corresponding to the existing agreement on the "Agreements" tab of the "Institutions"
form. On the "Tools" tab of the "Agreements" form click the "Duplicate this agreement" button. The add/edit agreements
window opens and the type of agreement and the "in preparation" status are defined automatically. The valid from
date for the agreement is filled in automatically from the data in the previous agreement. Once the addition has been
confirmed, all the data from the existing agreement is copied into the new agreement, including the planned mobilities.
You can now edit the data and print the bilateral agreement as described above.


