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Mobility Online — Manual for Students

Mobility online
Internship/project/research abroad— Students

Information about registration of your Internship in Mobility Online

For TU/e students it is important they have an international experience during their study. To simplify the
application process and to make it as clear as possible for you as a student, we use Mobility Online: an online
tool to manage the administrative part your internship/project/research online from the very start until you

return and finish the activity.

This manual is to guide you through the Mobility Online tool used for the registration and application of
courses abroad.

e |IMPORTANT: before starting your registration in Mobility Online, you need to carefully read the
additional instructions on your department’s digital study guide pages. These instructions contain some
department specific information that you need to correctly complete your Mobility Online application.

e To start the Registration and Application process through Mobility Online please use this link
e You do not have to register this Internship in Osiris
e You do not also have to fill out the Registration Internship form.

NOTE *** - Please bear in mind that an Internship at a university is obliged when you Pre-master is your
prior education.

General Remarks Mobility Online

1. DO NOT change your password. At TU/e we work with Single Sign On meaning that you should be
able to log on with your TU/e account (username) and password.

2. DO NOT cancel your application unless you really want to cancel it. When you are not sure, please
contact the Departmental International Office first. Once you have canceled your application, no
reset is possible. You will need to start over the entire process.

General Remarks Workflow

1. All steps will be taken by the (Departmental) International Office and by yourself. Hence, from
now on, you will need to check and update this workflow on a regular basis. In the workflow

you will see:

i. The steps that need to be taken/ which steps are already completed
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ii. Who has completed the step and the date of completion

iii. Your name, study and date of birth

2. When astep is completed you will see a green check (see printscreen).

3. When a step still needs action, click on the red button describing the action to take (see yellow arrow).

Application checked and student nominated to host 21.11.2019 Vanessa Henraat
institution

Before the mobility - Proposal form 3/3
Course list filled out 21.11.2019 TForrentestdeTor

Course list printed 21.11.2019 Torrent est de Tor

Signed Course list uploaded 21.11.2019 Torrent est de Tor

Examples of steps in Workflow

1. Thisis an example of step taken in the Workflow. Once you hit the underlined action in your workflow the
following screen will pop up. As you can see there will be a description (what is expected from you), a
question and an answer. After you made your choice hit ‘create’. (see yellow arrow)

Acceptance Questionnaire (Mar Student3 - Courses Abroad ) Insert|

Back to the application workflow

Here you can decide whether you would like to accept or reject the selected host institution. Please choose an option and click on the ‘Create’ button. After the action has been successfully completed, click on 'cancel’ to go back to your workflow.

Accept/Reject Institution

Do you accept the selected host institution? ® Yes O No

Back to the application workflow

2. The screen will refresh itself and will show you when successful “Action Successful!” . To go back to your
workflow push ‘Back to the application workflow’. You will return to your workflow overview.
3. Andsoon!In case you have any questions, please do not hesitate to contact the Internationalization
Coordinator of your department.
The workflow

1. Tologon please, use this link: from now on you will be able to log in with your TU/e username
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and password.

2. THIS STEP MIGHT BE SKIPPED IF YOU LOG IN FOR THE SECOND TIME AND THEREAFTER. After
you logged on for the first time, you might get a message from SURFconext. Please accept and
continue. If asked, select TU/e as institution and press then continue.

3. To start your application you have to fill out the registration form. You will notice that some off the
fields are already filled out for you.

— Application details

Type of person
Type of application

Mobility program

¢ Student Teacher =

Incoming '® Outgoing =

Internship v

Student number
First name
Suffix

Last name

Date of birth
Gender

Nationality

Nationality (second)

E-Mail address

Same e-mail address for verification

— Personal details

0987654

Floris

Wolfs
.

01.01.2000

® Male Female =

Netherlands b
<-- No choice --> >
j.m.a.v.d donk@tue.nl '@

j.m.a.v.d donk@tue.nl

— Study details (at the time you will start your mobility)

Country of the home institution

Home institution

Academic year

Department

Study level

Study field

-

Netherlands -
EINDHOV17 - EINDHOVEN UNIVERSIT... «

Please select department, study level and study field at the time of your planned
mobility.

=

2020/2021 b

04ME - Department of Mechanical Engineer... = §

Second cycle / Master ~

Control Systems Technology (GRP) ~ |~
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Type of internship Project '® Internship Combination of internship and courses =

Approximate start date (intership/project) | 13.04.2020

Approximate end date (intership/project) | 26.06.2020
Approximate start date (Mobility) | 13.04.2020 i

Please indicate here the date of the first day of travel before your internship/project
starts

Approximate end date (Mobility) | 13.07.2020

Please indicate here the date of the end of your mobility (excluding personal
travelling/vacation after completing your intermship)

Start Internship = 11 weeks
Remarks | Start Mobility = 3 months in order to obtain a scholarship)|

There are still 914 characters available

| agree with the Privacy Statement ¥ =

By checking the consent box | agree to the processing of my personal data by
Eindhoven University of Technology according tfo the Privacy Statement

Cancel registration Send registration

4. When you log on in Mobility Online, you will see the Workflow. This acts basically as your online

checklist for going abroad. Steps taken will be checked by your Departmental
Internationalization Coordinator. See print screen:
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Application workflow al

First name Floris Country of the home insfit... Netherlands Approximate start date (M... 13.04.2020
Sutfix Home institution 17 - EINDHOVEN Approximate end date (M...  13.07.2020
Last name Wolfs Country of host organisation Study fiedd Control Systems Technology (GRP) - AT
Date of birth 01.01.2000 Mame of host organisation Mobility program Internship
? Hecessary steps Done on Dene by Direct access via following link
>
v
Application form filled out ] Flaris Wolfs Edit application @
Confirmation e-mail onfine-application ] 15,04.2020 Automatically generated [
Online registration | 15.04.2020 Flaris Wolfs @
®  Confirmation e-mail from coordinator received O @

Explanation when filling out proposal form:

Title of the assignment

Describe the title of the assignment, your motives for daing this intemnship and describe the i providing the internship (max, 320
words).

Description of the assignment

Describe the inmtermnship activities with a focus on the technical / scientific content of the assignment (max. 340 words).

Additional remarks on the proposal form

Describe the parsonal leaming goals (at least 3) and give some information about the planning

and on suparvision and ission dates if available. (max. 370 words)

Proposal form filked out 1

Praposal form pinted m] @
Proposal form uploaded m] @
Proposal form approved (] @

5. Notice that the second step in your workflow is completed by the Departmental
Internationalization Coordinator. He/she will send you a confirmation email first.

e : poumn Pavon [componen |

Conrmaton &-mal cring-appication ’ 15.04 2020 Automancaly ganerated
Onira regatrason - 15.04 2020 Flors Wolly
Confrmabon e-mai from coordnaton recerved O e ]

6. After receiving the confirmation mail of the Departmental Internationalization Coordinator you
need to fill out the proposal form. Everything that you have filled out earlier will appear in light
grey in the application form.

*Note* - You first need to hit the button “edit” otherwise it is not possible to fill out the

. o
information.
First name Floris Country of the home instit... Netherlands Approximate start date (M... 13.04.2020
Suffix Home institution EINDHOV17 - EINDHOVEN UNIVERSIT... Approximate end date (M... 13.07.2020
Last name Wolfs Country of host organisation Study field Control Syst
Date of bith 01.01.2000 Narne of host organisation Mobility program  Internship

Necessary steps ) Done on Direct access via following link

E————— mon s

Confirmation e-mail oniine-application ¥ 15.04.2020 Automatically generated
Online registration [~ 15.04.2020 Floris Wolls
Confirmation e-mail from cocedinator received [} 15.04 2020 Monique van de Donk

Explanation when filling out proposal form:

Title of the assignment

Describe the title of the assignment, your motives for doing this intemnship and describe the organization providing the intemship (max, 320
words),

Description of the assignment

Describe the intemship activities with a focus on the technical / scientific content of the assignment (max. 340 words).

Additional remarks on the proposal form

Describe the personal leaming goals (at least 3) and give some information about the planning

and ag O SUpH and submission dates if available. (max. 370 words)

Proposal form fled oul _
Proposal form printed O

Proposal form uploaded (]

Proposal form approved O

Below you see the Proposal Form that appears when you click Fill out proposal form:
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Tlle intemship depantmental coordinator | Dordk, van de, Menique = |

Tule intemship supenisor last name  Senbuch
Tl intemnship supervisor first name  Maarien

Tllie internship supervisor gender ®Male O Female O Transgender O Intersexual *

2. TUle mentor last name  Sienbuch
2. TWe mentor first nama  Maarten

2. TWe mentor gender  ®Male O Female O Transgender U intersexual

Country of host organisation  Sweden -
Name of host organisation GOTEBOR(2 - Chalmers Teksniska Hagskola -
Please check il the compary or higher education institution can be selected from the list, If not, please enter the data in the fields below,

Last name of the contact person at the host organisation  Carlsson

First name of the comact person at the host organisation  ing-Bril

Gender C'Male ® Female O Transgender O Intersexual *

Position of the conact person at the hos? organisation Erasmus Cocedinalor
E-mail address of the contact person at the hos? organisation  ingleil cartssoag@chaime *

Phone number of the comact person at the host organisation 0046-11-1234567

Is the supervisor a different person than the comtact person? @ Yes CNo *

If yes, you can fill in new fields to enter the details.

Position of sup at the host isati 3
Last name of sup at the host isati Holgerson
First name of supervisor at the host organisation Emil
Gender ®Male O Female O Transgender O Intersexual *
E-mail of sup at the host isath e 58 *
Phone number of supervisor at the host organisation 0046-11-1234568
Test - assignment Chalmers. “
Title of the assignment i
There are still 200 characters available
Test - title assignment b
Description of the assignment v

There are still 10000 characters available
: Please enter the Description of the assignment
Should the report be considered as confidential? ® Yes ONo
Confidential until 31122020 B Today

TWie’s has a maximum pericd of 5 years for confidentiality

7. Make sure that the correct Internship code is filled in, so the Proposal form and Learning
Agreement are filled correctly. Pick the correct one below from your own research group
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[ww ] reguiar

EE

IE&IS
MCS
ME

SET
AP
BE
CEC
EE
IE&IS
ME

42605
42603
42615
47633
42645
47665
42675

Regular
5AT55
Dz502
0AT21
2IW92
4AT99

Regular
58C55
4SC03

Regular
3SE15
7SE15
6SE31
5SE55
0SE21
4SE30

MoM (int.)
MS (int.)
POL (int.)
PF (int.)
ET (int.)
CST (int.)
DC (int.)

Extension
4YMO00

4YMO0
4YMO00
4YMO00
4YMO00
4YMO00
4YMO00

Extension
5AT60
Dz504
0YMO0O0
2IN80
4YMO00

Extension
5SC60
4YMO00

Extension
3SE05
7SRWEO
6SE32
5SE60
6SE32
4YMO00

TU/
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Application workflow

First name Floris Country of the home instit... Netherlands Approximate start date (M... 13.04.2020
Suffix Home institution EINDHOV17 - EINDHOVEN UNIVERSIT... Approximate end date (M...  13.07.2020
Last name Wolfs Country of host organisation Sweden Study field Control Systems Technology (GRP) - AT
Date of birth 01.01.2000 Name of host organisation GOTEBOROZ - Chalmers Teksniska H&... Mobility program  Internship
> Necessary steps Done on Direct access via following link
>

Application form filled out 15.04.2020 Flodis Wolfs Edit application @
Canfi e-mail ol icath | 15.04.2020 Automatically generated @
Online registration v 15.04,2020 Floris Wolts @
Confi e-mail from di received - 15.04.2020 Manique van de Donk @

<

Explanation when filling out proposal form:

Title of the assignment

Describe the fite of the assignment, your motives for doing this intemship and describe the organization providing the intemship (max, 320
words).

Description of the assignment

Describe the intemship activities with a focus on the technical / scientific content of the assignment {max. 340 words)

Additional remarks on the proposal form

Describe the personal leaming goals (at least 3) and give some information about the planning

and on supervi and submi dates if available. {max. 370 words)

Proposal form filled out v 15.04.2020 Flods Wolfs Fill out proposal form

Pesoa o hedo , oz ot ®
Proposal form printed ¥ 15.04. 2020 Floris Wolis Print Proposal form @
Proposal form uploaded v 15.04.2020 Floris Walts @
Proposal form approved - 15.04.2020 Monique van de Donk @

8. As soon as the Departmental Internationalization Coordinator has checked the application, a
separate confirmation email will be sent to you.

9. Note that the proposal form:
i. Must be signed by your mentor or supervisor first
ii. Must be signed by yourself before the student uploads the document with 2 signatures in
your workflow in Mobility Online.
iii. So, do NOT wait for the signature of the coordinator. This will be done in the next step
This is done by step “Proposal form uploaded”

= Necessary steps Done Done on Done by Direct access via following link

Explanation when filling out proposal form:

Title of the assignment

Describe the title of the assignment, your motives for doing this internship and describe the organization providing the internship (max, 320
words).

Description of the assignment

Describe the internship activities with a focus on the technical | scientific content of the assignment (max. 340 words).

Additional remarks on the proposal form

Describe the personal learning goals (at least 3) and give some information about the planning

and agreements on supervision and submission dates if available. {max, 370 words)

Proposal form filled out

Proposal form printed

Proposal form uploaded 8

Proposal form approved 9

OoooboOd
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10. Then you will reach the step “Proposal form approved”. In this step the Departmental
Internationalization Coordinator will check the form specifically on dates, course code and
signatures. Then the form will be signed on behalf of the TU/e and the proposal form with all
three signatures will be uploaded by the coordinator and saves it in Osiris

11. After completing the proposal form, you can start with the application for a scholarship by
answering the scholarship questions.

a. Steps to take before the mobility

Note that the Learning Agreement:
i. Must be signed by yourself first
ii. Italso must be signed by someone at the Internship company then the student uploads
the document with 2 signatures in your workflow in Mobility Online.
iii. So, do NOT wait for the signature of the coordinator. This will be done in the next step
This is done by step “Learning Agreement approved”

Application workfiow @
Fiest name Floris Last name Wols Mability program Internship - TUle FIE scholarship

> Necessary steps Direct access via fellowing link

Application form filled out 4 20.04.2020 Flaris Wolts Ecit application @

Confirmation e-mail online-application e 20.04.2020 Autematically ganarated
Oriine registration v 20.04.2020 Flaris Wolfs
Conlinmation e-mall from coordinator recaived - 21042020 admin (Ceblel)

Nate

= akor you've answered the "Scholarship question’ below and this answer is checked by ESA/Institutional International Office, your workfiow will continue and more steps will appear in your workfiow, regardiess of your answer!
-in case you are eligible bor a scholarship, beware that al relevant infarmation will have 1o be filled in and uploaded (i applicable] at least 2 wesks bafore departure! H you fad to meet this deadiine, TUve resenves the right to
decling your application for a scholarship. The complete scholarship procedure is also dealt with in your workdiow,

- you a8 not Sligive or a scholarship i you lve in the Netherdands while doing your internship abroad or i you go 1o the same country as your nationality. The duration of your exchange abroad has 1o be at least 90 days to be
eligible jor an scholarship.

See we el Goingabroad tor mare nlormation regarding schetarship eligiiley

Scholarship question(s) answered & 29.04. 2020 Flaris Woifs

Scholarship question|s) chacked £ 29.04.2020 Marique van de Donk

Home address and bank details filed out g 20.04.2020 Floris Wolls

Leasring (ot intermnship and = 30.04.2020 Floris Wells Fill out Learring Agreemant {lor intemship and
filled out eventual courses)

Learmning {lor internship and - 30,04.2020 Morique van de Donk

appeoved by TUE

Grant Agreement downloaded/printed v 30.04.2020 Floris Wolts Downlcad/priet Grant Agreement
Signed Grant Agresment uploaded = 30.04.2020 Flaris Wolfs

Leasming Agreement downipaded/printed z 30.04.2020 Floris Wolfs e —
Signed and filled oul Leaming up'aaded = 30.04.2020 Flaris Wolfs

Please note that the Learning Agreement, with the signatures of your Depastmental Exchange Coordinator, the receiving institution and yoursed, has o be uploaded at least two weeks belore departure

Leaming and Grant agreement approved - 30.04.2020 Menigue van de Donk
Scholarship application received = 30.04.2020 Monigue van de Denk
Once this box has been checked by the Scholarship E 30.04.2020 Monigue van de Donk
Cifice, 75% of the provisional scholarship amount will be

transderred within 2 weeks.

b. Steps to take during the mobility
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~  During the mobility - Notification of having started your mobility

Piease complete this section (both steps’) as soon as you have stasted with your intemational experience abroad

Foreign address completed
Expected retumn date filed out

~ During the mobility - Changes in duration

TU/

Fill out retum dat

M there are any changes to be made (e.g. %o end date, courses in Leaming Agreement...) please complete this section as 5000 as those changes ane known.

W there are no changes to be made, please compiete this section towards the end of your exchange abroad

Question regarding possible changes has been answered

w  During the mobility - Towards the end of your mobility

30.04.2020

Floris Wolls

Please indicate whether or not changes need to be

Piease do not orget to collect the final signature of your host or supenvisor on your Statement of Host Institution before you leave your host institution or host organisation!

Staternent of host instiution prirted

Statement of host instiution uploaded

30.04.2020

30.04.2020

c. Steps to take after the mobility

w After the mobility

Flesis Watls

Fledis Wolls

institution

nt of host institution

EINDHOVEN
UNIVERSITY OF
TECHNOLOGY

212

111

212

66

MNote that in order to have your mark(s) processed in Oiris, you will have to exacute your workfiow untill the last step! For mare details regarding the deliverables of your activity (what, when, how, ...}, please consult the
information provided by your own departmental imemational office.

Experience report printed

Experience report uploaded

Statement of host institution and expenance repot marked
as received

After this box has been checked by ESAInstitutional
International Office, the remaining scholarship ameurt will
be transferred o your account within appeox. 2 weeks.
Transcript of records masked as received by Departmental
Exchange coordinator

Activity finished

30.04 2020
30.04.2020
30.04 2020

30,04 2020

30,04 2020

30.04 2020

Floris Wolls
Flaris Wolls

Maorique van de Donk

Mornigue van de Dank

Marique van de Donk

Marique van de Donk

downioad format experience report

Upload Experience report

2. Once you have returned from you internship abroad and have finished all steps of the ‘after the
mobility’ part, you will receive an email that you have met all requirements and that the activity
‘Internship abroad’ has finished.
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