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Introduction  
 

This document describes th e use of the WEB application forms (further -  application)  

for the Erasmus+ Programme actions managed by the National Agencies in the 

Programme Countries . https://webgate.ec.europa.eu/web-eforms 
 For simplicity reasons, we will call them "decentralised actions" in this guide.  

 

Please note:  

The quality of your application will be assessed against the award criteria specified in 

the Programme Guide. More information can be found  under  

http://ec.europa.eu/programmes/erasmus-plus/resources_en  

 

Make sure that you provide all the necessary information in your application. This 

allows  experts to assess all elements of each award criter ia. If you would like more 

information on how experts will assess the award criteria, please consult the other 

supporting documents, which are available at the Erasmus+ website at 

http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-
application-forms_en  
 

Technical requirements and settings needed to use the  
WEB application form  
Web Application Forms are  built on the latest standards of the web platform. The 

forms support all of modern browsers. The forms have been successfully tested on 

following browsers:  

¶ Internet Explorer 11.0  

¶ Firefox 45.7  

¶ Chrome 56.0  

 

The Web Application Forms are  online application s and therefore need fast constant 

Internet connection to action. It is not possible to work offline with the forms.  

Printer and scanner devices will be needed to complete submission of Web Application 

Form. Additionally PDF reader software will be required (m ost preferably Adobe 

Reader) to print, sign and scan the Declaration of Honour.  

 

Application Access  
 

 
 

You can access the forms here https://webgate.ec.europa.eu/web-eforms. In order to access 

the form you must first register in EU Login. For full details concerning how to register 

with EU Login please see: http://ec.europa.eu/programmes/erasmus-plus/resources/documents-
for-applicants/model-application-forms_en 

Important:  

If you are a new user, you must create an EU Login account before accessing the WEB 
application forms. Please use the following link  

https://webgate.ec.europa.eu/cas/eim/external/register.cgi  
More information is available under   

http://ec.europa.eu/programmes/erasmus-plus/sites/erasmusplus/files/eu-login-

information_en.pdf 

Important:  

If you are a new user, you must create an EU Login account before accessing the WEB 

application forms. More information is available under  

http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-
application-forms_en 
 

 

https://webgate.ec.europa.eu/web-eforms
http://ec.europa.eu/programmes/erasmus-plus/resources_en
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en
https://webgate.stress.ec.europa.eu/web-eforms
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en


 
 
 

 
 

Application Functionality B asics  
 

1.  The form is automatically saved every 2 seconds.  

 

2.  After closing the form, yo u can  access it again under the tab My A pplications  on 

the WEB application homepage.  

 

3.  The default language  of the screens is set to English. To change it, click on the 

language icon at the right hand of your screen and select the required language 

from th e drop down list.   

 

4.  Mandatory fields are clearly identified within the application in red.  

 

 

5.  Sections marked with  indicate missing information or that not all rules for 

filling in the application were respected. Most individual questions will be marke d in 

the same way to make it easy to identify and fix issues.  

 

6.  Once all mandatory fields and validation rules in a section are met, sections will be 

marked with a green check  

 

7.  Throughout the form  it is possible to acquire more information about particula r 

parts by positioning your mouse pointe r over the question mark sign  

 

8.  Within various parts of the application, you have a MENU  button available; for 

example in the "Participating Organisations" or "Activities" sections.  

  
 

-  

-  

-  

-  

 

9.  Depending on the secti on, you have different options available to select from once 

you clicked it.  

Important:  

In order to  log out  you need to close the browser in which you are working 

completely   



 
 

10.  You can access details of various elements of the application by clicking on 

unde rlined links.  

 

 
 

11.  In most of the form, you can navigate within the sections by using the top men u 

as per the screenshot below:  

  

 



 
 
 

 

Home screen  
The home screen of the web form is your starting point to apply. From here you can 

access 2 main tabs .  

 

Open Calls Tab  

 

This page displays all open calls for decentralised Actions. Additionally you will fin d:  

 

1.  EU login user name  

2.  Language selection  

3.  Open Calls  tab  

4.  My Applications  tab  

5.  Info, Search  & Notifications  

6.  Apply  button  

 

 
 



 
 

My Applications Tab  

 

This page displays all your submitted or draft applications. If it is the 1st time you 

access the online for ms and did not start filling in any form, the list will be empty.  

 

 

1.  Search to find your submitted or draft applications.  

 

2.  The full list of your submitted or draft applications is displayed by default here. If 

you have defined some search criteria, the lis t is filtered according to your 

selection.  

 

3.  The Menu button allows you to Edit, Share or Delete the application(s).  

 

 
 



 
 
 

 

How to fill the electronic application form  (KA347 and 
KA105)  
 

This section will guide you through the main functionalities and import ant aspects of 

the web forms.   

Below you can find the general specificati ons that apply for  both,  KA347 and KA105 , if 

relevant.  

Basics  

 

To start your application, click the APPLY  button on the homepage  under the call you 

want to apply for .  

 

The applicatio n consists of the following main s ections:  

 

Å Context  

Å Participating Organisations  

Å Project Description  

Å Participants' profile  

Å Preparation  

Å Activities  

Å Follow -  up  

Å Budget  

Å Project Summary  

Å Annexes  

Å Checklist  

 

Pre Checks  

 

Before you start working on your application a nd filling it in, it is important to check 

that you have opened the correct form for the Action you wish to apply to. This 

information can be seen on the top of the application screen.  

 



 
 

 
 

The header displays information on the:  

- Call and Round  

- Key Action   

- Action Type  

- Form ID ï This is the identification code of your application  

- Deadline for the application  

  

 

 

 

 

 

 

Section 1: Context  

 

All mandatory fields are indicated in RED  and have to be filled in. This behaviour 

applies to all sections of the appli cation.  

 

 

Please note:  

You cannot change the content of these fields. If you find out that you have 

selected the wrong application form, you need to close it and choose the correct 

form from the hom e page. To access the homepage quickly, click the HOME 
button.  



 
 
 

 

Once all information is entered, all fields are marked in green. On the left hand side, 

the CONTEXT  tab in the menu is additionally marked with a green check to indicate 

that this section of your application is completed.  

 

 

 

 

 

 

National Agenc y selection  

 

One important aspect to take into account at this step of your application is the 

National Agency to which you want to submit your application. You will find a drop -

down list with the relevant Erasmus+ National Agencies covering each field of 

education, training and youth.  

In the  drop down list, each National Agency is identified by a unique code 

accompanied by the name of the country in the national language:  

 

 
 

If a country has more than one National Agency, consult the full list of Nationa l 

Agencies via this link https://ec.europa.eu/programmes/erasmus-plus/contact to find the code 

of the National Agency responsible for your field of education, training and youth to 



 
 

which you should submit your application. This link is also available withi n the context 

tab. The information to look for is NA Code  and the fields in which it is active.  

 

 
 

Section 2: Participating Organisations  

Using your PIC in an electronic form  

 

All participating organisations should be registered in Participant Portal and use their 

PIC (Participant Identification Code) when filling - in an application. Check User's Guide 
(http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-
application-forms_en) and Participant Portal for Education, Audio -visual, Culture, 

Citizenship and Volunteering for more details 

http://ec.europa.eu/education/participants/portal/desktop/en/home.html.  
 

Once you and your partner organisations or consortium members have a PIC, you can 

start using these identifiers in your application. Enter the PIC in the PIC field . Legal 

name and country will then be filled in automatically.  

 

http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en
http://ec.europa.eu/programmes/erasmus-plus/resources/documents-for-applicants/model-application-forms_en


 
 
 

 
 

As you can see in the screen shot above, there is still a red exclamation mark  

next to the PIC. To resolve, you have to fill in Organisation details.  Click the menu 

button   and select Organisation Details .  

 

 
 

Update organisation details  

 

Some fields here are prefilled with the da ta from Participant portal but you still need 

to fill in all information indicated with red exclamation marks or red highlighted fields 

such as the Associated Person s  information or details in the Background and 

Experience .  


























































