Mobility Online

Graduation standard - Employee

This manual is to guide you through the Mobility Online tool used for graduation — internal

= Before the mobility - Application form O Total (17)
E] New #Application - Application not yet approved by the coordinator (0) E|
E] New Application - Application not yet marked as incomplete by the coordinator (o) E|
E] If incomplete: E-mail sent to the student - Application documents not yet completed by the (2) Displav applications E|

student
(] If incomplete - Email sent to the student - Application not yat marked as incomplete again (0) (=)
E] If incomplete - Email sent to the student - Application not yet approved (0) E|
(») Application approved - Project not yet markad as finished by the applicant (2) Display applications (=)
E] Project marked as finished by the applicant - Project not yet approved by the coordinator (0) E|
[»] Project marked as finished by the applicant - Project not yet marked as incomplate (0} (2]
E] If incomplete - Email sent to the student - Application not et marked as corrected by the (1) Displav applications E|
student
(] If incomplete - Application corrected by the student - Application not yet marked as incomplete (0) (=)
again
E] If incomplete - Application corrected by the student - Application not yet marked as approved (o) E|
() Project approved - Application not yet markzd as finished (4) Mark applications as finished =
(*) Application finishad (8) Display applications @

E General queries o Total (18)
(») Application not yet marked as 'Application rejected’ (17 Mark applications as ‘Application rejected’ =
(*] Application not yet marked as 'Mobility interruptad’ (17) Mark applications as "Mobility interrupted’ &)
() Cancelled applications (1) Display applications =
(») Rejected applications (1) Display applications @
(] Application allocated to partner institution (0) (=)
E] Additional modification of Application Form (Applicants who have already completed the (¥)) Adijust data on Proposal Form E|

Application form)
(») Test step for questionnaire (18) Here vou can create the guestionnaire by dicking on the icon next to the applicant's =
name
(»]) Step for adjustments of semester dates (18) Change semester dates (@)
(») Recalculation of scholarship (with instalment) (18) Recalculate Scholarships (with instzlment =

The overall design of the program is that there is a section with the description of the step (on the left). The
(number) indicates the amount of students allocated in that step. The underlined information indicates that
there is still an action to do by either the student or employee. Display applications is a step where the
employee can consult the student, but does not have to take any action. By clicking on the other underlined
information you can see the students in that step and the action that has to be taken.

Before the mobility

Step 1 Application

Approving or mark the application as incomplete:
1.1.When a student has filled out his/her application for graduation — internal, the student will enter the
pipeline herel.

New Application - Application not yet approved by the coordinator (1) Mark application as approved by the coordinater
New Application - Application not yet marked as incomplete by the coordi 1) Mark application as incomplete

1.2.By clicking on the underlined information you will get access to a list of students who filled out the
application form. It is possible to approve the application or to mark the application as incomplete. To check
if the students can be approved or if the information is incomplete. Click on ‘mark application as approved
by the coordinator’ or ‘mark application as incomplete’. In both cases you will get an overview of the
students in the pipeline.

1When approving or marking a application as incomplete, you will always see the students in 2 steps: approve and mark as incomplete. To see
their application you can use both steps.



1.3.It is now possible to open the master data by clicking on the student’s name.

<-- No choice -.# <-- No choice -.# <-- No choice --> + <-- No choice --» <-- No choice --» <-- No choice -.#

< < s < < < <+ |

Last =0 Program Study field Home.Inst. Host.Inst. Academic year Stay from Stay until Study area

[5] % Teststudent 140, Tester Graduation - Internal Chemical Enginesring S&T - Faculty of Science and nfa 2017/2018 01/0%/2017 30/12/2017
Technology

Master data Pipeline
Application delails

N 5
Documents (0} Notes (0) Emails (1)

Type of persen Student  Teacher =
Type of application Incoming Outgoing =
Mobility pregramme G n-I al

Mobility programme - grants ¢

tion - Internal h

Academic year

Student number | s

First name  Teste ®
Last name | Teststudent 140 ®
Date of birth | 10/09/1999 =
Gender Male Female *
Nationality | Netherlands -

If you checked the information you can use the cancel button to go back to the overview of students.

1.4. After checking the data it is possible to approve (see 2.1.1) or mark the application as incomplete (see
2.2.1).

Step 2 Approve or mark as incomplete (application)

Approve application
2.1.1. To mark an application as approved click on Mark application as approved.

() Mew Application - Application not yet approved by the coordinator (1) Mark application as approved by the coordinator
E] New Application - Application not yet marked as incomplete by the coordinator (1) Mark applicafion as incomplets

Select the student by checking the checkbox behind his name and click on the “button” mark as approved.
The student will now receive an email about his application and that is has been approved.

<-- No choice -.# <— No choice -.4 <-- No choice --> + <-- No choice --» <-- No choice --» = <— No choice -.4
& & a a a & & &
i i i i —— R — R ————*— N " Y 1
Program Study field Home.Inst. Host.Inst. Academic year Stay from Stay until Study area
Ed g5 Teststudent 140, Tester Graduation - Intemal  Chemical Engineering  S&T - Faculty of Science and nfa 2017/2018 01/09/2017 30/12/2017 .
Technaology
CLEEE]
Show | 10 ~ entriezs  Display all records Showing 1 to 1 of 1 entries T 1 Maxt L

| Back to the application overview | ‘@k_ application as approved by the cmrdm%l

2.1.2  After the application has been approved, the student will end up in the ‘application approved — project not
yet marked as finished by the applicant’ pipeline.

Application approved - Project not yet marked as finished by the applicant (e Display applications
(=] Project marfed a5 fimishe-by—th k Project ot vet approved by the coordinator [(D)]

E] Project marked as finished by the applicant - Project not yet marked as incomplete (0)

ERERE

If you click on ‘display applications’ you will see an overview of all the students in this pipeline step:

<— Select all -»

z’ = E Teststudent 145, Tester Graduztion - Internal BMS - Faculty of Behavioural, nja 20172018 20f06/2017 02/06/2017
Management and Social Sciences
E{ = % Teststudent 145, Tester Graduation - Internal Internet Science and EEMCS - EEMCS nja 20172018 01/06/2017 30/06/2017
Technology
Ef‘ = % Teststudent 145, Tester Graduation - Internal International Business BMS - Faculty of Behavicural, nja 20172018 01/0%/2017 05/11/2017
Administration Management and Social Sciences

1When approving or marking a application as incomplete, you will always see the students in 2 steps: approve and mark as incomplete. To see
their application you can use both steps.




At this moment the student has to undertake action. The student has to mark his project as finished before
the employee needs to undertake action. When the student has marked his or her application as finished, he
or she will go to ‘project marked as finished by the applicant’ pipeline step. Check: project marked as
finished by applicant (step 3) of this manual

Application marked as incomplete:
2.2.1 To mark an application as incomplete click on Mark application as incomplete

() Mew Application - Application not yet approved by the coordinator (1) Mark application as approved by the coordinator
(=) New Application - Application nat yet marked as incomplete by the coordinator (1) ark application as incomplete

Select the student by checking the checkbox behind his name, fill in a reason and click on the “button” mark
as incomplete. The student will now receive an email with the reason why it is marked as incomplete and
how he can adjust this.

Q Last name 5 Date of births Program 5 Study field 3 Home.Inst. 5 HostInst. 5 chﬁ' Stay from 5 Stay until 3

>

| = % Teststudent 140, Tester 10/09/1939 Graduation - Internal Chemical Engineering S&T - Faculty of Sdence and nja 20172018 01/09/2017 30/12/2017
Technology

OBE=E=E

‘ Back to the application over\ne@l Mark application as incomplete D

Additional updates

Reason why application is still incomplete

There are still 100000 characters available

2.2.2 The student will now go to the ‘If incomplete: E-mail sent to the student — application documents not yet
completed by the student’ pipeline.

If incomplete: E-mail sent to the student - Application documents not yet completed by the (3] Display applications
dent
(*] ¥ incomplete -~ Ermat tha-studant. s == Tcomplets again (0) ?

E] If incomplete - Email sent to the student - Application not yet approved (0}

If you click on ‘display applications’ you will see an overview of the students in this pipeline step:

lz" = % Teststudent 148, Tester Graduation - Internal Biomedical Engineering S&T - Faculty of Sdence and nfa 2017/2018 20/06/2017 01/06/2017
Technology
g = E Teststudent 150, Tester Graduation - Internal Internet Science and EEMCS - EEMCS nfa 2017/2018 28/06/2017 23032017

Technology

At this moment the student has to undertake action by adjusting his application.
When the student has adjusted his application he or she will go to the following pipelines:

(™) Fin E-mail sent to the student - Application documents not yet ¢ by the (2) Display applications
studen
If incomplete - Email sent to the student - Application not yet marked as incompletz aga (0)
If incomplete - Email sent to the student - Application not yet approved (0)

You can now repeat step 2 of this manual. The employee can check if he is now eligible to be approved.

Step 3 Approve or mark as incomplete (project)

Project marked as finished by the applicant:

When the student has marked his or her application as finished, he or she will go to ‘project marked as finished by
the applicant’ pipeline steps. It is possible to approve the project or to mark the project as incomplete!

3.1.1. When you want to approve, click on ‘mark the project as approved’

E] Project marked as finished by the applicant - Project not yet approved by the coordinator {1) project as approved
E] Project marked as finished by the applicant - Project not yet marked as incomplete {1) Mark the project as incomplete

3.1.2. Click on the name of the student to open the master data.

1When approving or marking a application as incomplete, you will always see the students in 2 steps: approve and mark as incomplete. To see
their application you can use both steps.



<-- No choice - <-- No choice - <-- No choice - <-- No choice -3¢ <-- No choice ¢ <-- No choice ¢

E =5 Teststudent 140, Tester Graduation - Internal Chemical Enginezring S&T - Faculty of Science  nfa 20172018 01/09/2017 30/12/2017
and Technology

3.1.3. Some students have to hand in the proposal form. In this case the employee can check the proposal form in
the ‘documents tab’ of the student. This is not for all students the case, the proposal form can also be
delivered as a hard-copy at the BOZ office. This differs per faculty.

]

Master data Pipeline

Notes (0) \I Emails (2)

Program | Graduation
Study field
Academic year

Home institution ~ ENSC! 1 - UN

Host institution  <-- No choice -->» -

Last name | Teststuden

Stay from 1
Stay until 0

B B Fiename% Upload name % Created by 3 Created on % Modified by & Madified on %

= No allocation found! -~

3.1.4. The employee needs to do a final check before the registration can be marked as finished and can be closed.
When the student is eligible you can approve the student by checking the box(es) of the student(s) you want
to approve (right) and click on the bottom ‘mark the project as approved’. The student will receive an email
about the approval. If the student is not eligible, go to: mark project as incomplete.

<-- No choice -.# <-- No choice - < No choice > <-- No chaice --» < No choice -2 =] =] <= No chaice -.
- -y - e - s - s/~ s s MO
Program Study field Home. Inst. Host.Inst. Academic year Stay from Stay until Study area
B 2 Teststudent 140, Tester Gradustion - Internal  Chemical Enginesring  S&T - Faculty of Science and nla 2017/2018 01/09/2017 30f12/2017
Technology
3 ) 0 = E
show 10 ~ |entries  Display all records Showing 1 to 1 of 1 entries First Previous 1 Next

| Back to the application averviewﬂMark the project as approved D

The student will now go to step ‘project approved — Application not yet marked as finished’.

@:ﬁ?‘;w (2) Mark applications as finished
(») Application firis (6) Display applications
Check application finished (step 4).
Mark project as incomplete:
If the student does not meet the requirements it is possible to mark the project as incomplete.
3.2.1. Go back to the application overview (step 3.1.1.) and choose ‘mark the project as incomplete’.
Project marked as finished by the applicant - Project not yet approved by the coordinator {1) Mark the project as approved
E] Project marked as finished by the applicant - Project not yet marked as incomplete {1) rk the project as incomplete

3.2.2. Click on the name of the student to open the master data.

Q Last name & Date of birth % Program & Study field & Home.Inst. & Host.Inst. & Academicyear g from%  Stayuntils
3
| = @dent 1@ 10/09/1399 Graduation - Internal Chemical Enginesring S&T - Faculty of Science and nfa 2017/2018 01/0/2017 30/12/2017
Technology

OCOREF=EN®E

‘ Back to the application overview || Mark the project as incomplete |

3.2.3  After checking the data it is possible to mark the project as incomplete. Check the box (right) and fill out the
remarks field with the reason to mark the project as incomplete. Click on ‘mark the project as incomplete’.
The student will receive an email with the reason why it is marked as incomplete and how he can adjust this.

1When approving or marking a application as incomplete, you will always see the students in 2 steps: approve and mark as incomplete. To see
their application you can use both steps.



Q Last name & Date of birth%  Program & Study field & Home.Inst. & Host.Inst. & Academicyear oo poma Stay until &
=
| B 25 Teststudent 140, Tester 10/09/1393 Graduation - Internal Chemical Enginearing S&T - Faculty of Science and nfa 2017/2018 01/08/2017 30/12/2017
Technology

OBE=E=E

‘ Back to the application cverview QMa rk the project as incom) p\ateD

Reason why the application is incomplete

There are still 100000 characters availzble

The student will now go to step ‘If incomplete — Email sent to the student — Application not yet marked as
corrected by the student’.

If incomplete - Email sent to the student - Application not yet marked as corrected by the (1) Display applications
shudent

E] 1f incomplete - Application corrected by the student - Application not yet marked as incomplets (0)
again

(=] If incomplete - Application corracted by the studant - Application not yet marked as approved {0)

3.2.4. When the student has adjusted his application he will enter the following pipeline steps:

If incomplete - Email sent to the student - Application not yet marked as incomplete agal (1) Mark spplication as still incomplete and send the email again
E] If incomplete - Email sent to the student - Application not yet approved (1) Mark the application as spproved

You can now repeat step 3 of this manual. The employee can check if he is now eligible to be approved.

Step 4

Application finished
The student is now in this pipeline:

Project approved - Application not yet marked as finished (2) Mark applications as finished
() Application (6) Display applications

By clicking on mark applications as finished you can see an overview of the students. The employee needs to

mark the applications as finished. This will be done after the final administrative check has been executed
(thesis in UT repository, grade in Osiris etc.).

«— No choice -.# «— No choice —-»# - «<— No choice - 2 <-- No choice - 2 % % <~ No choice - 2
i i A e——— el i e e Rl v, A W
Program Study field Home.Inst. Host Inst. Academic year Stay from Stay until Study area
B 5F Tsststudent 145, Tester  Gradustion- Intemal  Industrisl Enginesring  EMS - Faculty of Behavioural,  n/a 2017/2018 01/08/2017 31/08/2018 '
and Management Management and Social
Sciences
B g7 Teststudent 145, Tester Graduation - Intzrnal Industrial Enginesring BMS - Faculty of Behavioural,  njz 2017/2018 09/05/2017 16/06/2017
and Management Management and Social
Sciences
i ) B = =
Show | 10 ¥ entries  Display all records Showing 1 to 1 of 1 entries =

‘ Back to the application overviev.'q Mark applications as finished D

Check the box(es) of the student(s) you want to approve (right) and click on the bottom ‘mark application as
finished’. The student will now go to step ‘application finished’.

(») Application finished (6) Display applications

By clicking on ‘display applications’ the employee will see an overview of the students who finished their
project.

1When approving or marking a application as incomplete, you will always see the students in 2 steps: approve and mark as incomplete. To see
their application you can use both steps.



General queries

Next to the ‘before mobility’ part there is a ‘general queries’ part. Within this section, the UT employee can
alter information in students’ applications without opening every student’s application individually.

= General queries o Total (18)
(») Application not yet marked as 'Application rejected” 17y Mark applications as ‘Application reject=d’ @
(») Application not yet marked as 'Mobility interrupted’ 17y Mark applications as Mobility interrupted’ @
(») Cancelled applications (1) Displav applications @
(] Rejected applications (1) Displav applications @
(] Application allocated to partner institution (0) @
(») Additional modification of Application Ferm (Applicants who have already completed the ({7) Adijust data on Proposal Form @

Application form)

Application not yet marked as ‘Application rejected’
If the student does not meet the criteria to graduate the application can be rejected.

Click on Mark application as ‘Application rejected’.

C(»] Application not yet marked as "Application rejectad (17) Mark apolications as ‘#pplication reiected’ E

You will now see an overview of the students:

Reasons for declining

There are still 100000 characters available

Date of births  Program 5 Academic yeary Stay from 5
= E Teststudent 148, Tester 15/09/1999 Graduztion - Internal Electrical Enginzering EEMCS - EEMCS nfa 2017/2018 16/08/2017 01/02/2018 ( ‘
OHEENE=E 1 Record found! H A

| Back to the application ovarviev.'qlMark applications as "Application rejectad‘AD

To mark the student(s) as rejected: check the box(es) on the right and fill out the remark with a reason why
the application has been rejected. To finish this step click on ‘mark application as ‘application rejected’.

The student will now end in ‘rejected applications’. This is the final step for this application.

E] Rejected applications (1) Display applications

Canceled applications

In this step you can see canceled applications

»] Cancelled applications (1) Display applications

To cancel an application from a student, go to ‘cancel applications’. ¥ Master data
» Students/Interns
» Applications
Applications outgoing
Applications incoming
Unsign learning agreements

Cancel applications

Reset cancellation

Delete applications

1When approving or marking a application as incomplete, you will always see the students in 2 steps: approve and mark as incomplete. To see
their application you can use both steps.



The employee will see this screen:

| Cancel selection ‘ ‘ Execute selection

To find the student, fill out: Type of applcation  Incoming ) Outgoing

Type of parsg ® Student Teacher / Staff

<-- Select all --> -

Academic year)2016/2017 -

emester | <-- Select all -> =

- Program
- Academic year

- Last name

Second surname

First name
Date of birth Today until Today
Gender Male Female Inter-sex Transsexual
Nationality = <-- Select all —> -
Country of the home institution | <-- Select all --> -
Home institution | <-- Please select home country first -> +
Faculty | <-- Select all > -
Institute | <-- Selectall -—> =
Study field = <-- Select all > -

After filling out the search form, press enter and you will see an overview of the results.

Type of person Student Teacher / Staff
Program | Graduation - Internal -
Academic year = 2017/2018 v
Stay abroad cancelled Yes ° No

Q, Last name 3 Date of birth 5 Program 5 App.Type 5 Stay from 5 Stay until 3 Cancelled 3
IZ Teststudent 146, Tester 16/09/1999 Graduation - Internal Qutgoing 01/01/2000 02/01/2000 No
IZI" Teststudent 146, Tester 16/09/1999 Graduation - Internal Qutgoing 01/01/2017 02/01/2017 No
IZ Teststudent 146, Tester 16/09/1999 Graduation - Internal QOutgoing 01/09/2017 31/08/2018 No
|Z Teststudent 146, Tester 16/09/1999 Graduation - Internal Outgoing 20/06/2017 02/06/2017 No
sz Teststudent 146, Tester 16/09/1999 Graduation - Internal Outgoing 01/09/2017 31/08/2018 No
sz Teststudent 146, Tester 16/09/1999 Graduation - Internal Qutgoing 01/09/2017 31/08/2018 No
lﬁ Teststudent 146, Tester 16/09/1999 Graduation - Internal Outgoing 09/05/2017 16/06/2017 No
IZT Teststudent 146, Tester 16/09/1999 Graduation - Internal QOutgoing 01/09/2017 10/10/2017 No
IZ Teststudent 146, Tester 16/09/1999 Graduation - Internal QOutgoing 01/06/2017 30/06/2017 No
IZ Teststudent 146, Tester 16/09/1999 Graduation - Internal Outgoing 01/09/2017 04/11/2017 No
Elﬁ. Teststudent 146, Tester 16/09/1999 Graduation - Internal Qutgoing 01/09/2017 05/11/2017 No
Izlf Teststudent 146, Tester 16/09/1999 Graduation - Internal Qutgoing 31/08/2017 29/12/2017 No
IZ Teststudent 146, Tester 16/09/1999 Graduation - Internal Qutgoing 16/08/2017 01/02/2018 No
IZ Teststudent 149, Tester 19/09/1999 Graduation - Internal Outgoing 20/06/2017 01/06/2017 No
E‘/ Teststudent 150, Tester 20/09/1999 Graduation - Internal QOutgoing 28/06/2017 23/03/2017 No
G) 15 Records found!

=
Cancel 1l Cancel selected applications |)

To cancel the application: mark the box(es) on the right and click on ‘cancel selected applications’. The
student will now end up in ‘canceled applications’. This is the final step for this application.

Additional modification of Proposal Form

This step is very important for BOZ employees. In this step you can find students, who already completed the
proposal form.

E] Additional modification of Proposal Form (Applicants who have already completed the Proposal (2) Adjust data on Pro)posa\ﬁm‘n
form)

By clicking on Adjust data on proposal form the BOZ employee can adjust the title, supervisors and research
chair within one screen.

1When approving or marking a application as incomplete, you will always see the students in 2 steps: approve and mark as incomplete. To see
their application you can use both steps.



Typa of application Incoming Outgoing
Type of person Student Teacher | Staff
Program | Graduation - Internal -

Academic year

Applicant is registered

Status column 1 Yes Mo
Committee member UT & Committee member UT 5 {(Preferred) research chair 5
= Teststudent 149, Tester 1 P Aas, Mahdi X bdul Ol Salus L Dl ey v p
=
&5 Teststudent 150, Tester test 2| marts, Kees, prof.dr. ¥ || Abbas, Wouter, ing. ¥ abdallzh, Said, dr. v 4
=

Back to the application overviev. I '

1When approving or marking a application as incomplete, you will always see the students in 2 steps: approve and mark as incomplete. To see
their application you can use both steps.



