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Introduction

Welcome to the Leonardo da Vinci TOI application form in the Leopass database!

To log on to the database, you need a username and password. If your organisation is a registered user of the Leopass database, you can continue to use your existing username and password to access the electronic application form.

New applicant organisations must register in the database in order to get a username and password. The registration form is available at http://xxx.leopass.org. Click the link at the bottom of the page to access the form. After registration, the username and password will be mailed to the contact person’s email address you registered with your organisation. 

When your application has been registered in the database, you have to export it as a Word document and print it out in two copies, sign and send it to your Leonardo da Vinci National Agency together with all necessary attachments within the application deadline.

Registering an application is done in 3 steps:

1.
Register your organisation
(for organisations not already registered in the database) 


2.
Register the application

3.
Submit the application
These steps are explained in detail in this user manual.

(PLACEHOLDER FOR CONTACT INFORMATION, I.E. YOUR NA’S ADDRESS)

1. Before you start

1.1. The logon page

You need access to the Internet to be able to register a Leonardo application in the database. You reach the logon page by writing http://xxx.leopass.org in the address field of your Internet browser.


The database supports Microsoft Internet Explorer 5.5 or compatible browsers. 

[image: image1.emf]


If you are a registered user of the database, you can enter your username and password and click ”Log in”. 

If you are a registered user of the database but have forgotten your username and password, enter your e-mail address in the field: ”Your email” and click the “Send” button. You will then receive your username and password by e-mail, provided the e-mail address you entered matches the one registered in the database.

To register a new applicant organisation, click the link ”click here” at the bottom of the page. You will then get access to the registration form where you will enter information about your organisation and contact person(s).  

See chapter 1.3: Registering an applicant organisation.
1.2. The main screen

After logging on, you will see the start page of the Leopass database.

Your name and the name of your organisation is displayed at top left. The database is multilingual, and if more than one language is available for your national site you can change the language. The database will remember your choice the next time you log in. To change language, select a language in the language menu at the top of the page and click your browser’s refresh button.

Click ”Log out” to end your session.  
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Wherever you are in the database, you will always see the main menu to the left. 

NOTE: All other menu choices than Applications and Partners are only used by organisations with Leonardo da Vinci contracts.

1.3. Registering an applicant organisation

Navigate to the login page and click the link ”click here” at the bottom of the page. The form for registering information about your organisation and contact person(s) will be displayed in a new window.
Organisation
Organisation name  - enter name of organisation
Name of the organisation in EN, FR or DE – enter name

Is the organisation able to recover VAT?  - Yes or No
Address 1  - enter postal address
Address 2  - use if needed

Postal code  - enter postal code

City  - enter city 

Sub county/Municipality  - enter sub county/municipality

County  - enter county 

Country  - enter country

EU region  - choose EU region. Only EU regions valid for the selected country are available.

Phone  - enter phone number 

Fax  - enter fax number if available

Homepage  - enter if available
Organisation type  - choose from the drop down menu
Organisation size  - choose from the drop down menu
Organisation sector  - choose from the drop down menu

[image: image3.png]Create new partner

Organisation
orsnsason ane ]

ame of the organisation in e,

FR or DE

::::a ST ableto oo

Address 1 I

Address 2 I

Postal code | I

ity I

Subcounty/Municipality [ ]

county ]

R

e

Phone L]

Fax I

Homepage L

Organisation type [ Choose a value [v]
organston e

Organisation sector [ choose a value

Description






Organisation contact person

Gender  - select gender
Last name  - enter family name
First name  - enter first name

Position  - enter position

Department – enter department
Phone  - enter phone number 

Fax  - enter if available
E-mail  - enter e-mail address
Personal comment  - enter if needed

[image: image4.emf]


Click the Save button at the bottom of the page. The information you have entered will be saved, and you will receive a username and password as soon as you’re National Agency has verified the information. The username and password will be sent to the email address of the contact person you registered with your organisation. 

2. Registering applications

2.1. Filling in the application form

The application form screens are divided in 3:

At the top you can click the buttons to go directly to any of the 5 sections. Each section may have one or more subsections. The section you are working on is marked in blue.
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The active section of the application form is displayed in the middle:
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The buttons for navigation and closing are shown at the bottom:
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          Go to the previous section (any data entered will be automatically saved)
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    Save and close the application form
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          Go to the next section (any data entered will be saved automatically)

In large text boxes, the counter to the left displays the character limit of the box. 
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Please note that it sometimes could be necessary to scroll the window horizontal or vertical.
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You can stop the registration and continue later at any time by clicking the “Save and close” button. The application(s) you are working on are shown in the list of unsubmitted applications. 
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The symbols in the sections column will give you an indication of the registration progress.

NOTE: This is only a technical indication for whether or not data has been entered in all fields.
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 = Data has been entered in all fields in the section
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 = Data has been entered in some fields in the section
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 = No data has been entered in the section
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Click the          symbol to delete an application

To edit an application, click one of the symbols in the “Sections” column described above to enter the section you want to continue working on. 
NOTE: If some of the questions in the application form are irrelevant to your application, please enter ”Not relevant” or “X” in the field.

Please note that data will not be saved if you click on the left menu or navigate to another web-page.

2.2 Creating a new application

Click tab: TOI - Applications -> Unsubmitted, and then the”Create new” button at the top. 

Section 1.1 in the application form will be displayed, and you can start entering data.
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Title  - enter application title
Application deadline - select deadline from the menu

Organisation name - the name of your organisation is displayed

Contact person - choose from the menu or click ”New contact person”

Authorized signatory:
Gender – select female/male

Name – enter name

Position – enter position

Click ”Next” to continue, or ”Save and close”

NOTE: The other sections in the application form will not be available before section B1.1 has been saved.

2.3. Register section B1-2
[image: image17.emf]


Acronym/short title – enter short title

Objectives of the programme– select objectives

Priority proposal 2007 – select one priority

Operational objectives – select objectives

Operational issues - select
Click ”Next” to continue, or ”Save and close”

2.4. Register section B1-3
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Total number of partners including applicant – automatically calculated

Total number of countries – automatically calculated

Working language of the partnerships – select language
Duration of project in months– select months

Total budget – enter number

Community grant requested from the LLP (max 75% of total budget) – enter number

Target group(s) – enter target group

Target sector – select sector, (minimum 1 must be selected)


Note: The table of “Total number of partners per country, including applicant” (page 6) in the Word template will be automatically calculated based on the number of partners registered in the organisation section.
2.5. Register section B2-B3

B2 Result of previous projects:
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To register a result of a previous project, click the “Add a row button”. A new window will open.
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Year - select year

Programme or initiative – enter programme or initiative

Identification number – enter number

Contracting organisation – enter contracting organisation

Title of project – enter project title

Funding organisation and country – enter funding organisation and country

Click “Save and close” the project will now be updated in the list.

To add more projects click the “Add a row” button.

B3 Other projects carried out with community funding: 

To register a project, click the “Add a row button”. A new window will open.
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Partner organisation – enter programme

Year - select year

Programme or initiative – enter programme or initiative

Identification number – enter number

Contracting organisation – enter contracting organisation

Title of project – enter project title

Funding organisation and country – enter funding organisation and country

Click “Save and close” the project will now be updated in the list.

To add more projects click the “Add a row” button.

2.6. Register the application core data 

Sections: B4 – D1-1 – D1-2 – C1-1 – C1-2 - C4/C5 – E1-2 contain only text boxes as shown below:
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It’s possible to draft the application in the Word version of the application form and copy and paste between the Word document and the electronic application form. 
2.7. Register partner information

Section A2: Data concerning partner organisations
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Your organisation will always be displayed with the number P1.

To register a new organisation, click the button ”Add new organisation”. After filling in the registration form, the organisation will be added to the list of partners.  
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To remove an organisation from the list, click the          symbol.

NOTE: The organisation is not deleted from the database, it is only removed from the list. 

More information in chapter 3.1: Partner information. 

You can also pick an already registered organisation by clicking the button ”Choose existing organisation”. A list of registered organisations will be displayed. Click ”Pick existing” to add an organisation from the list. 

NOTE: If your organisation has had Leonardo contracts previously, project partners may already be registered in the database. We therefore recommend that you always click 
”Choose existing organisation” to check if the project partner you want to add already exists in the database. This way, you will avoid ending up with duplicate entries.
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2.8. Register expected results C2-1
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To register a news result, click the “Add a row” button. A new window will open.
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Type of result  - enter text
Target group(s)/potential final users  - enter target group
Language of the product – enter language codes separated by the “,” character
Medium that will be used  - enter text
Availability (when?)– enter text
Number of copies foreseen if applicable – enter number and text
Didactical methodology (if applicable) – enter text

Other – enter text

Click the “Save” button. You will now see the “type of result” displayed in the list.
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To modify a result click the          button.
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To delete a result click the
  button.

To register more results, click the button ”Add new” 
2.9. Register expected impact C3
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Fill in the table below:
Short term impact target group(s) 

Short term impact target sectors(s) 

Short term impact potential user(s)

Long term impact target group(s) 

Long term impact target sectors(s) 

Long term impact potential user(s)

Short term impact vocational education training systems & practices

Long term impact vocational education training systems & practices

2.10. Register Work programme E1-1
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To register a new work-package, click the “Add a row” button. A new window will open.
Note: The work programme is automatically numbered.  
[image: image29.png]E. ORGANISATION AND MANAGEMENT OF THE PROJECT
Work programme

1 Please describe your work programme by subdividing it into workpackages (WP). Please complete the table below.

Title

start/finish date (overall duration)| start date (dd/mm/yyyy) Finish date (dd/mm/yyyy)

Staff days

Role and tasks of partners
involved

Role and tasks of sub-contractors
(if any)

[ Working methods and techniques

Expected outcomes/results

Quality management tools

<< Previous| Save and dose





Title  - enter title

Aims - enter aims

Start/finish date – enter dates

Staff days  - enter number

Role and tasks of partners involved - enter text

Role and tasks of sub-contractors (if any) - enter text

Working methods and techniques – enter text

Expected outcomes/results – enter text

Quality management tools – enter text

Click the “Save” button. You will now see the “Work-packages” displayed in the list.
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To modify a result click the          button.
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To delete a result click the
  button.

To register more, click the button ”Add a row” 
2.11. Register the project budget plan         
Upload the file by clicking the “Import financial plan” button[image: image52.png]



Click the Browse button 
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Select the file and click open and then the “send” button.
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The file is now uploaded. 
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Note: The file can be re-uploaded by clicking the “Import financial plan” button.

2.12. Complete and submit the application

When you have finished filling in the electronic application form, you need to print it out, sign it and post it to your Leonardo da Vinci agency with the required attachments. You also need to submit the application electronically. 

NOTE: All changes must be made in the online form, not in the Word document. It’s important that you check your application before you print it out and submit it in the database. When you have submitted your application electronically, the form will be locked and you can no longer edit the application.  

Your Leonardo da Vinci agency can unlock the application form after submission if necessary, but only if the application deadline hasn’t expired.
2.12.1 Submitting the application electronically

When you have finished filling in the electronic application form, you must submit the online version of the application to your Leonardo da Vinci agency.  Please note that all sections must be completely registered (only green ticks), if not the submit icon will not be visible. 
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Click Applications -> Unsubmitted, and then the           icon.
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Click the ”OK” button to confirm.

The application has now been moved to Applications > Submitted in the database.

NOTE: It is not possible to submit an application unless each section has a “green tick”.
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2.12.2 Export and print the application

When you export your application, the content of the online form is copied into a Word document.

The application can be exported at any time, but note that the final version must be exported after submission (see below).

To export and print a draft:


Click Applications -> Unsubmitted, and then the           icon. 
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To export and print the final version:


Click Applications -> Submitted, and then the          icon. 
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Click the ”Save” button to save the Word document. The document can then be checked and printed. You need to print two copies of the application, sign them and post them to your Leonardo da Vinci agency together with the required attachments within the application deadline.
IMPORTANT: THE FINAL VERSION OF THE APPLICATION MUST BE EXPORTED AFTER THE APPLICATION HAS BEEN SUBMITTED ELECTRONICALLY IN THE DATABASE. THE FINAL WORD DOCUMENT IS LOCKED, AND AN AUTOMATICALLY GENERATED PROJECT NUMBER IS MERGED TO PAGES 1 AND 2 OF THE APPLICATION.

NOTE: Submitted applications posted and stamped after the application deadline are considered ineligible.

3. Other important functions

3.1. Partner information

Click Organisations in the left menu to see a list of all registered partners. Click the symbol [image: image35.png]


  to see detailed information about an organisation. 
To edit partner information, click the symbol [image: image36.png]


 . 

NOTE: You cannot delete an organisation connected to an application or to a previous Leonardo placement.
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