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2. Introduction

Welcome to the European Solidarity Corps Placement Administration and Support System (PASS).

This system is designed to make it easier for the representatives of authorised organisations like you
to search for European Solidarity Corps potential participants for their projgatsactthem, send
offer to them and issue certificates of participations.

Representatives of organisations that have begrarded with a Quality Labdhave access to this
system to search for potential participants, contact potential participants and send offers to them
and issue ceiticates ofparticipations.

NOTERepresentatives of organisations that have been awarded wi@uality Labelre the
Contact Person and Legal Representative linked to @ality Labelbf the organisationandnot to
the project

The first version of PASS was launched at the beginning of March 2017. A series of upgrades have
been made until now anthanyother are planned to add new features to the tool.

This user manual will be kepp to datewith these changes, so please make sure you are using the
most up to date version.

The most ugto-date version of this manual is always availdgbben the IT toolg Organisation Portal
page of the European Solidarity Compsbsite:https://youth.europa.eu/solidarity/organisations/it
tool-organisationportal and also in the dashboard of the organisati®tASS):

Home

Placement Administration and Support System (PASS)

INSURANCE:

ESC51 projects: Participants that take part in cross-border volunteering activities that start after 08.02.2023 (included) are covered with insurance by Henner.

Enrolment of cross-border eligible participants to the insurance scheme is done automatically (on weekly basis - to Henner system on each Fridays, so on Wedesnays the volunteers receive the
welcome emails and organisations the notifications; and to CIGNA system on Wednesdays night):

- ESC51 projects: through the Beneficiary Module and PASS (please consult the document INSURANCE — PROCEDURE - STEPS-UPDATED )

- ESC11, ESC13 and ESC21 projects: through the Mobility Tool+ (please consult the document INSURANCE — PROCEDURE - UPDATED )

- Volunteering teams in high priority areas projects (VHTPA): through PASS

- Humanitarian Aid projects: through PASS

It is therefore crucial that granted projects are transferred and beneficiaries input the information on the activities in the relevant tools (please see above) in due time prior to the departure
(minimum 2 weeks) of the participants from their sending country. Please consult the 'INSURANCE — PROCEDURE-STEPS-UPDATED" as it describes the steps on how to prepare the data to be
automatically SENT to the insurance, how to EXTEND or to CANCEL an insurance coverage.

Please keep the data updated in PASS/Beneficiary Module (BM), as those tools are the source of information for the insurance system!
You can consult here the Henner guide and Henner FAQs for organisations.

Dismiss

Name Offers. Agreements - Beta Quality Labels Opportunities

Test Beta Q, Search and [ contact 4 coming soon! Ol Material Manage opportunities
? Send an offer [El Applications
Offers
Certificates

& Download the PASS User Guide
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3. Overview of process

The Placement Administration and Support System is designed to let you search for and make
contact with European Solidarity Corgstential participants, send thenopportunities andoffers
for various available activities and finally issue certificates of participation.

After you have logged itthe following are the key steps to follow in the process:

1. Search foparticipants andmake contact withthem.
Use the search screen to find potential participants for your project.

2. Contact individual potential participants and discuss the project (activities) wiitlem.
For privacy protection reasons, you must first use PASS to ask the young person for permission to
contact them. After they have given you this permission, you can email them or call them directly,
outside of PASS, to discuss the activity that is available.

3. Create an opportunity to announcan activityand get applications from participants.
An opportunity hasnostdetails ofanactivityp L (1 Qa dza S if mforehar sd-théatyaudgy O S
people can search and appfithey are interested. Organisations can requestndatorydetails like
CV or motivation letteto apply.All participants that applyo an opportunityare consenting the
contact details to the organisatiosp the communication can flow easily.

4. Send an offer to a potential participant anthform them to acceptdeclineit.

When you have finished your discussions then you must send the young person an offer via PASS.

The young person themusteither accept or decline the offer. Thudfers expire 15 daysfter they
have been sent. This step is very important, because once the young person has accepféet the
they will become eligible to access additional online European Solidarity Corps sesuitess the
insurance when travelling crosmrder.

5. Generate ecertificate of participation.
After the participant has finished thactivity they have been involvedyou can generate a certificate

2F LI NIHAOALI GA2y® tfSFasS O2yadAdd G(KS WDSySNI a8

out all the business rules for each type of activity.
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4.. ST2NBE @&2dz aidl NI X

To help make the most out of using PASS, it would be useful to do the following before you first log
in:

A TheContact PersoandLegalRepresentativéhat are linked to theQuality Labelre
provided with access to PASS and not the contact pésgproject managers of the project.
To accesPASSyoumustuse the email address mentioned in tigiality Label

A If you will access PASS for thstftime, please note thagou must create an EU Login
account(formally known as ECAS) for thmail address mentioned in thQuality Labebf
the organisation.

A Have a good understanding about the project that ywe responsible for finding volunteers
In particular, the search will give you better results if you know the following information:

The start and end dates of the activity (placement

How long the activityvill last petween 2weeksand 12 monthi

The knowledge and experience that you waatticipantsto have.

The country where the activity withke place.

Countriesyou are specifically searching for potential participants from. This is
particularly relevant if you are trying to firalpotential participanfor an activity and
need to ensure they come from countries where you already have a relationship with
osupportingorganisationgs @

To To Do To o

A Be ready to give the potential participants that you contact information about the planned
project, and what they will be offered, for instance for accommodation, travel, insurance
cover, training, etc.

Havingall this available before you start to use the system will help you to more easily find the
potential participants that are best suited for younlunteeringactivities(your project deals with).
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5. Logging in

The Placement Administration and Support System (PASS) requires users to authenticate
GKSYaSt @Sa OAl (GKS 9dz2NRPLISIY /2YYAaarz2yQa aSOdzNB

After authentication through EU Login, you can only get access to PASS if the email address linked
with your EU Login account is one bétemail addresses officialily your organisation in PASS
(emailslinked of the Contact Person and Legal Representative linked tQtredity Label

A Organisations holding a Quality Labdlhe official email addresses are those of the two
persons detailed in the origihapplication for Quality Labelthe Legal Representative and
the Contact Persorf these need to be updated, for instance because someone leaves and is
replaced, please contagour O 2 dzy latidn& Agencjor ESCor the agency that manages
your projects andask them to update these contact details in your accreditation. These
updates will automaticallgyncinto PASS.

A Startingthe login process

Access the European Solidarity Corp portal home page by using one ajphiens
presented below

1. Start from the European Youth Portal home palgigpis://youth.europa.ey, and click on

z

thebutton WS R Y& KB OA I OSIBNRILAS | (yK § 2UcadrcdRaNSA G & / 2 N1LJA ¢
RASLI I 8SR APl NKSI a80diAadzNRLISIY LyAGAZ2Y AyAd

<% Volunteering = Traineeships =] Working a5 Studying

Learn about European Union initiatives for youth [ a1 v iniauves ]
EUROPEAN ; YOUNG #EUYouth
I Gl JOURNALISTS
IN EUROPE

European Solidarity Corps DiscoverEU EU Youth Dialogue

° Young Journalists in Europe °

Or

2. Start from theEuropean Youth Portal home padstps://youth.europa.ey, click on the
0dzii 2y W9 Hisplayédinithelmain ré\Bgaton and selg LIJG A 2y W9 dzNB LISt y
{2f ARIFNRGE / 2NLJAQ
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European
Union

Europa > M

] v

‘ Search...

About Getinvolved Go abroad

| 4

EUROPEAN

News Events Stories EU initiatives v

EU Youth Strategy

Explore how you can take part in youth exchanges, volunteer, study, work, travel

,& or participate in democratic processes in the EU.

‘\

CORPS EUROPEAN 5
THE POWER OF TOGETHER - SOLIDANITY #DiscoverEU

[ |

- Q European Solidarity Corps DiscoverEU

Learn more :
: YOUNG 4
g e JURILETS B o [ SR 1

- - alogu

: - "
9‘3::’ e

Read the latest news
Or

Young Joumalists in Europe

EUROPEAN
YOUTH

European Youth Week

EU Youth Dialogue Erasmus+

EURES

Eures

3. Access directly th&uropean Solidarity Corps main page

https://youth.europa.eu/solidarity en

Search...

v v v

About Getinvolved v Goabroad v News Events Stories EU initiatives

EUROPEAN
SOLIDARITY
CORPS

European Solidarity Corps

The power of together

| am a young person
Find more information about how to take part, o

[ )
register, and access your personal account Register / Login

EU Youth Strategy

| am from an organisation

Find more information about how to take part )
a
and access the Organisation Portal Login

To login to PASS you either
a. Of A O1 [ 2 ¥ bultdd & thew L

Y FNRBY Ibpx, 2NBIYAalGA2yQ
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About Getinvolved v Goabroad v News Events Stories EU inttiatives v  EU Youth Strategy

EUROPEAN

European Solidarity Corps

The power of together

| am a young person | am from an organisation

Find more information about how to take part, o Find more information about how to take part [
a-a a

register, and access your personal account Register / Login and access the Organisation Portal Log in

b. 2 NJ Of Moféjnfortngltion® o0 dziliik2Sy WL 'Y T NP WoxhandthehNB | y A & | |
click2 y {i 8 S butoyi.Q

European ;
- )

Europa > M > EU initiatives > European Solidarity Corps > Organisations > About

VSearch 5 n

About Getinvolved v Goabroad v News Events Stories EU initiatives v  EU Youth Strategy

EUROPEAN
SOLIDARITY
CORPS

European Solidarity Corps

The power of together

Thethe EU Logirauthentication screetis displayed (title of thegd S W { A 3dy MNyethe2 O2y G A
email addess of your existing EU Login (EG&8punt, or if you do not have one, then we

recommend that you use the "Create ancount" buttong you wil be asked to verify your email

address as part of the set up process.

10
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European Youth Portal requires you to authenticate

Sign in to continue

Enter your e-mail address or unique identifier

or...
‘ Create an account

Or

IT you do not wish to create an EU Login account, you
can sign in by using one of the following third-party
sign-in options ("Sign-in Service"). Read more

"M Sign in with your elD

Sign in with Facebook

sign in with Google

ol-Jo

After you have completed the EU Login authentication process, you will be automatically redirected

backtotheW{ 8 aiGSY {StSOlGA2yQ LJ 3S

11
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6. System selection

After you have authenticated via EU Login, you will be presented with the "System selection”
screen, as shown below.

If yourepresent an organisation thaiolds aQuality Label then youwill see only the option to go to
the Placemet Administration and Support System (PASS)

) Back to site E Manage ‘l Pedro Rafael

Home > Administration

European Youth Portal - Administrators welcome page

Thank you for logging in. Choose the sub-system to work with:
H EUROPEAN ‘
SOLIDARITY
CORPS

Placement Administration and Support System
(PASS)

12
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7. Welcome screen

When you enter PASS fohé very first time, you will bgpresented with the Welcome screen
below.

Tocontinue to the rest of PASS, you must tick to confirm that you acceptission and Principles
of the European Solidarity Cofpand various other statements related to the use and protection of
your personal data and that of the young people you find through the system.

You will only be asked to complete this page once. Rles%Continue"button displayedat the
bottom of the screen to move to the next page.

Home

Placement Administration and Support System (PASS)

Welcome to the European Solidarity Corps Placement Administration and Support System (PASS)

Before you continue, please answer the following questions to confirm that you agree with and will uphold the Mission and Principles of the European Solidarity Corps; that you accept the terms
and conditions related to the use of your personal data and that of European Solidarity Corps registrants, and the use of the European Youth Portal in general.

European Solidarity Corps Mission and Principles

It is important that all persons involved in the European Solidarity Corps are aware of and agree to uphold the Mission and Principles of the European Solidarity Corps.

Our Mission

The European Solidarity Corps brings together young people to build a more inclusive society, supporting vull ble people and resp ing to societal ci It offers an inspiring and em-
powering experience for young people who want to help, learn and develop.
Please also view the Principles of the European Solidarity Corps.

| I confirm that | agree with and will uphold the Principles of the European Solidarity Corps whilst ing on behalf of the org i | rep! "

Protecting the personal data and privacy of you and of the young people registered in European Solidarity Corps portal
We are committed to protecting your privacy and that of the young people registered in the European Solidarity Corps. Please read the Specific Privacy. 1t for the European Youth Portal
which includes information on how we will use personal data for the European Solidarity Corps. Then please answer the questions below.

| 1 agree to my personal data being stored and processed for the purposes necessary for the European Solidarity Corps, outlined in the Specific Privacy Statement. Please note that if you do not agree to your
data being stored and for the Corps, then you cannot use this online system. *

| 1agree to use the personal data of the young people registered in the European Solidarity Corps that | obtain from this tool only for legitimate purposes related to the European Solidarity Corps, and within the
terms of the Specific Privacy Statement. Please note that if you do not agree to this then you cannot continue to use this online system. *

1 agree to be contacted in relation to the European Solidarity Corps by the European Commission and by other organisations authorised by the European Commission. Please note that if you do not agree to be

about the P idarity Corps, then we cannot keep you informed about developments related to the Corps. *

Terms and Conditions of use of European Solidarity Corps system on the European Youth Portal
Please read the general Terms and Conditions of use of the European Youth Portal.

1 agree to the Terms and Conditions of use of the European Youth Portal. *

Continue

13
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8. Organisation selection

After completing the authentication process, and the Welcome screen (i@t usersonly) you
come to the screen where you can start to use the system.

If you are authorised to administer more than one organigatiben you will seall the
organisations listed here.

Fromhere,you can:

1. Search for potential participants

2. Contact them via the Search resuttreen.

3. Send potential participants an offer for astivity.

4. Access the list with offers you hagent andcorrespondingstatus.

5. Issue certificates of participatioMNte that you will see this option only if you have sent at
least one offex.

6. Manage opportunitiese.g.,advertise,update, orremove.

7. Access the list with Contact requests you have sent and corresposigitucs.
8. Access the list with the applications received for the opportunities advertised by you.
You can also:

9. Access the most uf-date version of this User Guide and details for additional support.

Home

Placement Administration and Support System (PASS)

Name Offers Agreements - Beta Quality Labels Opportunities
Test Organisation Alpha 4, Search and contact %2 Coming soon! %2 Ql Material n * Manage opportunities
2 Send an offer 4 - Contacts
n * Offers n * Applications
B M Certificates

== Download the PASS User Guide n

14
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9. Searchfor potential participants

This is where you can start to fingdotential participants for youractivities/projects.

There are two options: either fill in the search criteria using details of the propastadty, or search
for a specificdegistered candidate (potentiglarticipani using their unige Participant Reference
Number.

Option 1: &arch using details of the proposeattivity
Home > Placement Administration and Support System (PASS)

v Search and contact

Search by ﬁlteljJ Search by PRN

To get the best search results, before yaart, please check when and where thetivity will take
place, and other characteristics of the placemédhce you know this information, complete the
search criteria as follows:

1. Funding Programme

Home > Placement Administration and Support System (PASS)

. Search and contact

Search by filters Search by PRN

A Funding programme

Choose the funding programme for your search criteria*

European Solidarity Corps / Volunteering - ESC51

I Back I Next S

You will see a list with all the funding programnyesir organisation receives funds for the projeitts
runs. You should then select the funding programme linked to the projectayewsearching young
people for,e.g., Buropean Solidarity Corpg/2 f dzy 6 SSNA Y I Q@

You must choose whether you are searching for registered candidates who are interested in
volunteering or other activities. The activity type list is associated to each funding programme.
Hence, you will have the possibility to search only for a specific strand.

This will give you the criteria of the funding programme that is going to affect your search

g - ESCE1

onthe chasen

Funz, Mayore.

15
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Scope n Earliest start date * Latest end date* Duration (months) * Activity country * n Country of residence n
Volunteering projects dd/mm/yyyy (m] dd/mm/yyyy [m]
Has CV Has entered volunteering motivation statement
Activity topics* Knowledge and experience n Languages (Choose up to 3) n
@ Show young people who match all @ Show young people who match all @ Show young people who match all
Show young people who match at least one Show young people who match at least one Show young people who match at least one
lws Back 4 Search

2. Earliest start date / latest end date / duration

Whenyoung peopleegister, they are asked to specify when they are available, in terms of the start
date and end date of the period, and the maximum number of months that they are available during
this time. This giveegistered candidates (young people registered in European Solidarity Corps
portal) the flexibility to say, for instance, that they are available for a maximum period of three
months during aixmonth period.

To provide the best results, try to be as precise as possible with the dates and duration. However, if
this is not certain, then enter thearliest date that the activityill start,the latest date that it will
end, and the maximum length of the project (in months) between these dates.

The search will then show aélgistered candidatevho are available during the period of tletivity,
and who have said that they can do a project of the duration. The search results will also show
registered candidatewhose availability is just outside tlaetivity start and end dates.

Example: aegisteredgives a period of availability from 01/07/2@to 31/12/2021, for a maximum
of 4 monthslIf the activityis for 3 months from 01/08/281 to 31/10/2021, then theregistered
candidatewill be shown in the search resulisowever if theactivity is for 5 months, between
01/08/2021 and 31/12/2@1, then theregistered candidat&ill not beshown, because their
maximum duration is only 4 months.

3. ountryg KSNBE GKS Ol A oktvig O dzy N Q1 S+ a6t OS o W
Enter the country where thactivitywill take place. Onlthe registered candidatewho have
selected that country will appear in the search results.

4. Country of residence

If you need tcselectregistered candidateGom a particular country (for instance if you have a
particularsupport organisation) then specify the country here. Ordgistered candidateBom that
country will be shown in the search results.

5. Has &CV
If it is important thatregistered candidatesave a C\thentick this box.
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6. Has volunteeringnotivation
Specify if theegistered candidateshould have a volunteering motivation.

7. Activity topics (choose up to 3)

All activitiesshould contribute to at least one of the themes of the European Solidarity Corps. Please
specify which topics youactivity/projectcovers. You can choose whether the results show

registered candidatewho have shown an interest adl the activity topics you specify, or

alternatively who have an interest in at least one of them.

8. Knowledge and experience (choose up to 5)

Specify the skills that you requiregistered candidate® have for youmctivity. Again, you can
choose whether the resultshow registered candidatesho haveall the knowledge and experience
that you have specified, or alternatively who have at least one of them.

9. Languages (choose up to 3)

Specify the languages that you require registered candidates to have for your activity. Again, you can
choose whether the results show registered candidates who have all the knowledge and experience
that you have specified, or alternatively who have at least one of them.

Option 2:Sarch using the Participant Reference NumiEiRN)

Home > Placement Administration and Support System (PASS) . Search and " contact

« Search and contact

Search by filters Search hy@lN

If you know the unique reference number of theggistered candidateyou can enter it here to
directly see the details of thakgistered candidate

Search results

After you press "&rch"button you will be presented with a list oégistered candidatethat match
the criteria you have specified, with the best matches shown at the top of the list. Note that the
search results will not display thiegistered candidatethat have done dongterm Erasmus+
volunteering activity (former known as EVS).

In the examplébelow, you can:
1) See the total number akegistered candidatethat match the search criteria (this screenshot
shows that you are viewing participarmanked 1 to 10 out of a total dfl1results.
2) See the Participant Reference Number of the participants (RR&)ength can bel0- or 16-
digits number.
3) See their names and click on their name (or View) to see their full user profile.
4) Make first contact with theegistered candidate
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5) See the contact status anddldate when the status has beehanged.
6) See the offer status and the date when the status has @@mged.
7) Change the number akgistered candidateshown in onescreen.

8) Move between different pages of results.

~ Results

°2 3 4 5 6 7 & 9 _ Next> Last>l

Ref Name Actions Contact Status Offer Status

D432ee38 833ATEEE contact () Sent at 10/06/2024 11:18
5762771649 4855891d CDGB6IGE Contact

5842909460 68429088 27450504 Contact

5103279028 Badd1e0a 7B36F773 Contact

Registered candidateetails

Hereyou can see most of the information that tihegistered candidatbas submitted in their
profile.

To help protect the privacy of thegistered candidatethis page does not show their contact details.
If you want to contact them, you must use th&ontacf]1) button displayedn the registered
candidateprofile pageor the onenext tothe registered candidate namia the results pag€This will

be explained rare in the next sectioi.

If the registered candidatdas uploaded their CV, you will be able to download and view it.

Registeredcandidatesare free to enter free text in whichever language they choose. To help you
better understand what they have written, beside each free text field is a "Translate" button (2).
When you click on it, it will open a Google Translate screetiilped with the text from the field.
Please specify your language in the Google Translate

Note: Shoutl you wish, you cadownloadin a.pdf file a registered candidate profileYou can do it
by using theoption WrintCavailablein the internet browser yowse
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Participantdetails page:

Home.

Participant details

A Profile information

Participant reference number 7i08C721488M382
Mame Pedra TEST

Email & Email will be visible when the Participant accepts a Contact request, or an Offer, or applies to an Oppartunity.
Gender Male:

Date of birth o201

Country af residence Portugal

Mationality Fortuguese

Preferred contact language Farluguese

Kinds of European Solidarity Cors projects interested in « Social challenges.

« Reception and integration of refugees and migrants

Stated experience and knowledge + Interpretingftramslating
+ Emironmen and natural protection
+ [T - website/seftwarefinfrastructure development

Types of Solidarity Corps projects to he considersd for « lwant to b considersd for Valunteering projects.
« | want to be considered for Humanitatian Aid volunteering projects.

~ Project information

Uploadsd CV
Summary of educa- - o . .

tion and empioyment Lerem ipsum dolor sit amet, conse , sed do eius por incididunt ut labore et dol aliqua. Ut erim Transiate us-
experience Duis aute irure dolar in reprenen- ing Gaogle

dm! in voluptate velit esse cillum dolore eu fuglat nulla pariatur. Excwmur sint occaecat cupicatat non proident, sunt in culpa qui offi-
cia deserunt moliit anim id est laborum.

Additional information

about yoursell Lorem ipsum dalor sit amet, consectetur adipiscing elit, sed da eiusmod tempor incididunt ut labare et dolore magna aliqua. Transiate us-
ing Google
Languages
Language Level
English Advanced
French Intermeciiate
Portuguese Native
Availabiity 1 am available at any time for Europezn Sofidarity Corps projects.
~ Valunteering information
European Voluntary Service (EVS)  No
exmerience
Countries | want to velunteer in + Austia
« Belgium
« Estonia
« Finland
« France
+ Greece
« Ireland
* ltaly
+ Netherlands
« Portugal
+ Spain
- Eavpt
Summary of previous volunteer- . . . 5
Ing experience Lorem ipsum dolor sit amet, consectetur adipiscing elt, sed do eiusmod tempor incididunt ut labore et dolare magna Teanslate using
sligua. Gaogle
Mativation la volunteer with the . N
pe sit amet, consectetur adipiscing eli, tempor incididunt ut labore et 9
euaua Ut enim ad minim veniam, quis nostrad 1abor taliquip ex e 3 Gaogle

* Information about occupational projects

~ Information about Humanitarian Aid projects

Face-to-face tr

a completed No

Previously partizipated in EU Aid ) . )
velunteers Lorem ipsum dolor sit amet, consectetur adipiscing olit, sed do eiusmod tempor incididunt ut labare et ciolore magna
alicua.

Humanitarisn Aid voluntesring « Individual volunteering
project type(s) | am interested in

For teams volunteering: How many 0.
days in advance do you need before
you are ready to go?

Motivation ta take part in a
Humanitarian Aid project

Lorem ipsum dolor sit amet, cansectetur adipiscing e, =
‘qua. Ut enim ad minim veniam, qui nisi m aliquip exea . Duis ina Google
308 s colr 1 epronander 1 velaptate eIt e550 Gl o e ot nlla i, ExCoptet i oesatcat -

pidatat non proident, sunt in cul

Website {blog, Linkedin, hitps:ffiinked.infpedra
Facebock...)
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10. Contactregistered candidates

When you have reviewed the results, the next step is to make first contact veitiegistered
candidate This process is necessary to protect the privacy of tegistered candidate

To make contact, click on the "Contact" button displayed onréiggsteredO |y R AsRrbfile fagey
or the button beside theegistered candidatén the search results screenhe "Send contact to
Participant [PRN]' page will be displayed

Home > Placement Administration and Support System (PASS)

Contact
Additional Information
B I U =v:iZ T+ @ $)Souce Paragraph v Styles Y. i & @
Text format | EYP HTML v About text formats
i [ 3 ]
I Contact Cancel Preview The participant will be contacted in Portuguese. Click here to preview the e-mail in Portuguese

1. Write additional information(1) for the registered candidatéit will be sent to theregistered
candidatetogether withthegenek O A Y T2 NX I A2y FTNRY (KS a&dadsSvyu
AYF2NXYEFGAZ2Y FhoXJ GKS LI NOGAOALI yiQ

2. Preview(2)the contact request message. You will see how the email that will be sent to the
registered candidatevill look like (it will include the information you added, if any, and the
generic one)

3. Preview the message (email) in the contact langu@j¢hat the registered candidate
specified irtheir profile (e.g.,Portuguesg.

4. Cancel4)the sending of the contact request, in this case no email will be sent to the part
registered candidate.

5. Send(5)a contact request to theegistered candidatéy clicking on theContact button.

Status message
A contact request has been sent to Pedro TEST

Contact =~ Contact sent - 28/11/2024 15:47

Whenyou clickthe "Contact"button the registered candidateill be notified that you want to get in
touch withthem. Thereforethey receive:

- Anemall
- a SMS message (if thegistered candidatepecified a mobile phonia their profile)
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- anotificationin the European Salarity Corps mobile apf the Participantdownloaded and
installedit on)

The contact requeswill be sat in the contact languagthe registered candidatspecified irtheir
profile.

The email with the contact request contains a predefined text, the text/messamewrote to
him/her, information aboutyour organisation andwo buttons, "Accept contact" and "Decline
contact".To accept or decline the contact requedtetegistered candidatenustclick on one of the
two buttonso W! OO S LAD 5D\ i ly Sinddogiy'td thelEiurGpean Solidarity Coppsfile.

In case theegistered candidatelicked on "Accept contact"”, you will receive an erfiailEnglish)
with the registeredcandidate'8contact detailg§e-mail address and phone numbeif it is the case)
You can then use these details to contact thgistered candidatélirectly to discuss thactivityand
negotiatethe terms of it.

In case theegistered candidateleclined the contact requesthey clickedon the "Decline contact"
button), you will receivea notification (in Englishput without the registeredO I y° R AsRdntéac W
details

'Contact status': After the contaceéquestemail is sent to theegistered candidateyou will see that
the status and date are updated in thegisteredO I y R AsRrbfile §l), i the search ressl{(2)and
Ay G KS listQ3} Fhis inforindtion is updated each time you send a contact request to the
registered candidateia PASS arttie registered candidatéinswer®)  {(&cept/decline).

Registered candidateRarticipani) profile - Contact request sent

Status message

A contact request has been sent to Pedro TEST

Contact =~ Contact sent - 28/11/2024 15:47
Search results Contact request sent
Ref Name Actions Contact Status Offer Status
7108072148691382 Pedro TEST Sent at 28/11/2024 15:47
Contact n

List with contact requests sent

Date contact sent PRN Participant Contact status Date contact accepted | declined

28m202a15:47 (R 7108072148691382 Pedro TEST Sent

Contact request; SMS notification sent taegistered candidates
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The example belovsin EnglisHanguagethe SMS wilblsobe sent toregistered candidatem their
preferred contact language:

Dear Participant, you received

a contact request - Check your
emails! The European Solidarity
Corps team

Contact request;, notification in the European Solidarity Corps mobile app

This example is fdEnglisHanguager, the notification will also beent toregistered candidates
their preferred contact language

¢  Notifications [ ©

® European Solidarity Corps 5 mir
Dear Participant You received a contact request —

Check your emails! The European Solidarity
Corps team

European Solidarity Corps 18 minutes
Dear Participant You received a contact request —

Check your emails! The European Solidarity
Corps team
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Contact request email sent toegistered candidates

Thisexample is foEnglisHanguagethe actual email will be sent to thegistered candidatein
their preferred contact language.

From European Youth Portal <no-reply@youth.europa.eu>
Subject European Solidarity Corps: URGENT - An o i to you!
To pedro@eu.int

EUROPEAN
SOLIDARITY
CORPS

Your Participant Reference Number: (7108072148681382

Dear Pedro

We are pleased to let you know that the organisation below is looking for participants
for one of its activity and would like to contact you. Check out the details below.

Please note that this request will expire after 15 days, so do not delay in responding
to this. If the organisation does not hear from you soon, then they may contact some-
one else from the Corps.

We do not make your personal contact information, such as your email address, tele-
phone numbers and physical address, visible to an organisation without your explicit
permission.

Therefore, if you would like to speak to this organisation about this opportunity,
please click on the "Accept contact” button below, and we will make your contact de-
tails available to them.

Or, if you do not wish to be contacted by the organisation, then please let them know
by clicking on the "Decline contact” button instead.

Good luck! We hope that you and the organisation are able to work something out.

Very best wishes

The European Solidarity Corps

ADDITIONAL INFORMATION FROM THE ORGANISATION

Additional Information

ORGANISATION DET.

Name: Test Organisation Alpha
Address Donkstraat 50, 9700, Oudenaarde, BE

Website www.moerashuis.be
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Email sent to organisations when a contagquestis accepted

From European Youth Portal <no-reply@youth.europa.eu>
Subject European Solidarity Corps - contact accepted
To Pedro-Rafael. CARVALHO-DA-FONSECA@ext.ec.europa.eu

EUROPEAN
SOLIDARITY
CORPS

Dear Test Organisation Alpha

We are delighted to inform you that the young person below has accepted your con-
tact through the European Solidarity Corps portal.

You will find his/her contact information below.

We hope that you will find the suitable participant for your project!

Very best wishes

The European Solidarity Corps team

PARTICIPANT DETAILS

Full name: Pedro Teste
PRN: 7108072148691382

Email: pedro@eu.int

o0

European Solidarity Corps profiie
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Email sent to organisations when a conta@questis declined

From European Youth Portal <no-reply@youth.europa.eu>
Subject European Solidarity Corps - contact declined
To Pedro-Rafael. CARVALHO-DA-FONSECA@ext.ec.europa.eu

EUROPEAN
SOLIDARITY
CORPS

Dear Test Organisation Alpha

We are sorry to inform you that the young person below has declined your contact
through the European Solidarity Corps portal.

You may wish to contact someone else from the pool of European Solidarity Corps
young registrants.

Very best wishes

The European Solidarity Corps team

PARTICIPANT DETAILS

Full name: Pedro Teste

PRN: 7108072148691382

o0

European Solidarity Corps profile
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11. View the list with contact requests and their status

Note that the 'Contacts listption (1will beavailablein thedashboard onlyf you have sent at least
one contact request to eegistered candidate

Click on the 'Contacts list' option to view the list with all contact requests sent so far and
corresponding status

The information is structured

- Filterssection, thatallows you to search by PRN (1) aadistered candidateRarticipan)
last name (2) and filter the information based on thatss (3) of contact requestsént,
accepted, declined

- Overviewof the contact requests serftt). sent contactgnot answered)acceptedcontacts,
anddeclined contacts.

- Detailed information about each contact request sent (5) sectilaite contact sent, PRN,
registered candidate (Participaniame,contactstatus,date contact accepted/declined.

Home > Placement Administration and Support System (PASS)

Contacts
~ Filter options
PRN n Participant last name Contact Status B
-Any- v
Filter
Type Number
Sent contacts (not answered) 0
n Accepted contacts 2
Declined contacts 0
Showing 5 of & items found.
Date contact sent PRN Participant Contact status Date contact accepted | declined
28/11/2024 15:47 7108072148691382 Pedro TEST Accepted 28/11/2024 16:25
13/06/2024 09:36 - Not found Accepted 13/06/2024 09:38
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12. Advertise anopportunity for a project

An opportunity is like an advertisement for a volunteering activity, providing a basic description of the
proposed project. It allows young candidateséarch express their interestnd apply to it This will
helporganisationdind interestedvolunteers whichthen can be continuethrough the sendingfa

contact or an offer.

Creating opportunities is optiondbut quite usefuls all Participants have accemsd daily consult
the new opportunities posted in EYPorganizations can alssearchcandidates and advertise
activities outside of PASS.

Please note that the 'Manage opportunities' option is visibleA$B for all organisations thadld a
valid Quality Label.

You can advertise opportunities far
- Volunteering project (ESC51)
- Humanitarian Aid project
- Volunteering Teams in High Priority Argasject

Please note that you can advertise opportunities as soon as you are awardedQuthlity Labelso
even if yourgrant agreement is not approved yet.

Young people registered on the European Solidarity Corps portal can search anfbappiy
opportunity through the system

12.1. How to advertisécreate an opportunity

1. Access PASS
2. Click on the 'Manage opportunities' link (6)

Home

Placement Administration and Support System (PASS)

Name Offers Agreements - Beta Quality Labels Opportunities

Test Organisation Alpha < Search and contact %2 Coming soon! %2 Ql Material B * Manage opportunities
2 Send an offer *» Contacts
* Offers n * Applications
n'— Certificates

== Download the PASS User Guide n

3Ly GKS ySEG LI ISz Of A 0| agtheK 8B W RK 32 LII2 RIMIF NI &

[your organisatiomamég(pageis displayed.
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Home » Placement Administration and Support System (PASS)

Opportunity entities

D T Tite Status Deadline Country Last update Operations

12.2. Section 1: Project type

Here you must specify which is the funding programme for which you advertise the projects, as well
as the type of the activity and the topics that describe the volunteering activity.

M® WCdzy RAy3a LINRPINIYYSQ fAady

- Yuropean Solidarity Corps / VolunteerrigSC50Y T2 NJ G KS @2f dzy t SSNAyYy 3 |
for the ESC51 projects (projects funded unpgergramme2021¢ 2027)

- Buropean Solidarity Corps / Volunteering Teams in High Priority A2824-2027Q Y T2 NJ
Volunteering Teams in High Priority Argaisjects (funded undeprogramme2021¢ 2027)

- Buropean Solidarity Corpsfumanitarian Aid Volunteerif@for the volunteering activities
advertised for theHumanitarian Aigrojects (projects funded undgrrogramme2023 ¢
2027)

~ Project type

Creating an opportunity for Test Organisation Alpha organisation

Funding programme *

Types of volunteering activities*

- Select a value - hd

Select the topic$2) that describe the project/olunteering activity you want tadvertise and gecify

GKS (eSS 2F (GKS @2t dzyiSSNRAy3I I Ol A diEe » W laySR SN R d
2LGA2Y FNRY GKS W¢ellS 2F @2fdzyiSSNAy3I | OGAGAGASE

Example:
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A~ Project type

Creating an opportunity for Test Organisation Alpha organisation

Funding programme *

European Solidarity Corps / Humanitarian Aid Volunteering -
Topics
Disaster Preparedness Nutrition and subsistence agriculture

Types of volunteering activities*

Individual volunteering

12.3. Section 2. 0pportunity details (4)
~ Opportunity details n

Title*

Content limited to 255 characters, remaining: 255

Description*

Content limited to 1000 characters, remaining: 1000

Accommodation, food and transport arrangements

Content limited to 600 characters, remaining: 600

Training during the opportunity

Content limited to 600 characters, remaining: 600

1. Title
Give your opportunity a short title something that is interesting! (mandatory fietdmax
255 characters)

2. Description
Here you can give a description of the project, its aims and objectives and the type of tasks
the volunteers will be asked to carry out.
Do not use this field to talk about the skills or qualities you are looking for in the volunteers
or to provide information about accommodation, training, procedures to apply cdteere
are other fields for this informatior{(mandatory field; maximum 1,000 characters)
3. Accommodation, food and transport arrangements
Describe the accommodation, food and transport that the volunteer will recémaximum
600 characters)
4. Training during the opportunity
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Describe the training the volunteer will receive during #eativity. (maximum600
characters)

12.4. Section 3Activity address(5)
A Activity address

Organisation name
Please select a Funding Programme first
Content limited to 255 characters, remaining: 255
Use organisation address

Street and house number

Content limited to 200 characters, remaining: 200

Town/City*

Content limited to 160 characters, remaining: 160

Postal code

Content limited to 128 characters, remaining: 128

Country*

Please select a country v
Geolocate

© ®

rma
La

+ Leaflet | © OpenStreethap | Disclaimer

1. Organisation nam€6)
In this fidd you can specify theostingorganisationPlease type at least 3 characters of the
organisation's OID, PIC or nanitewill give you a list tgelect from.(non-mandatory fieldg
maximum 25 characters)
You can use the address from the hosting organisation to fill in the next fields, for that just
LINS&a odzid2y W' aS 2NHIYyAalGA2Y FRRNBaAaaQ o100
2. Street and house numbe(8)
In this field, you can specify the street name and the house nunfbenmandatory fieldg
maximum 200 characters)
3. Townl/city (9)

Specify the town / city of where the opportunity will take plagmandatory field; maximum
160 characters)
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4. Postal code
In this field, you can specify the street name and the house nunfben-mandatory fieldg
maximum 128 characters

5. Country(10)
Specify the country where the placement will take plgoeandatory field)

6. Geolocation (11, 12 and 13)

5

2dz OFy dzaS odzid2y WwWDS2t20IF30SQ omMmM0 G KAOK gAf

AT T2dzyRs 82dz oAttt 4SS I yvSaal3s FyR GK2as O

LT @2dz LINBFSNE @2dz Oy SYydSNI G4KSY Yl ydz tfe@
them with the correct format, ie41.3226182, 19.798805

Finally, you can also use the map (13) tofilthe St R WDS202RS QX T2 NJ GKI @

the map in the place you want.

12.5. Section 4Activity dates(14)

A Activity dates

Date flexibility *

m - Select a value - v

You have the choice whether tizi Breci@€br Plexibl€® R | i, 8epending onithe nature of your
project. Potentialolunteerswill be able to search for projects based on these dates.

It ismandatory to add these dates
1. Precise dates
A Activity dates

Date flexibility *

Precise v

Start - End* m

Start date *

dd/mm/yyyy O

End date*

dd/mm/fyyyy O

Use thisoptionif you know the dates that your projets going to start and finish.
The end date must be later than the start dqt4.1).
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2. Flexible dates
A~ Activity dates
Date flexibility *
Flexible v
Between... Start and End* [N I3V

Start date*

dd/mmysyyyy O

End date *

dd/mm/yyyy B8

Number of weeks *

14.3

0

Use thisoption if you are not sure when the project will start, othire is some flexibility owhen
volunteers could start and end (14.38pecify the number of week$4.3)that the volunteering
activity will last Thenumberof weeks must not exceed the totabmber of full weeks available
between thedates.

12.6. Section 5: Volunteer detail€l5)
- Volunteer details

Participant profile *

Countries volunteers will be selected from*

Specify the profile the young people should have and countries from where they will be selected

b2GSY C2 Nz 8 8B N& S8 AeKES 23S aSICHIYS RA yFINENAONS G a G K S
option as the list with all the countries that are part of the specific programme (see the funding

LINEINIF YYS &4StSOGSR G GKS Ww{SOGA2Yy MQ® ¢KAA YSIy
mentioned other countries.
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12.7. Section6: Application details(16)
~ Application details

Application requires a CV
Application requires a Motivation Statement

Application without a deadline

Application deadline*

dd/mmiyyyy O N )
Contact person name
Content limited to 255 characters, remaining: 255
Contact person email *
Content limited to 254 characters, remaining: 254
A Organisation logo m

Add a new file

Choose File | No file chosen

Here you can pvide the additional details about the application:

1. Application requires a C\if you want thevolunteer to have a CV uploadedttweir profile
when applying for this opportunity.

2. Application requires a Motivation Statemenif you want the volunteer to write a short
motivation statement when applying for this opportunity. You will see the information

4

RAALI F@SR Ay WI LI AOFGA2yaQ tAald oAy t!{{0®
3. WI LILIX A Oloul dRRSH REAMIYKS Q 2 NJ W! LILX AOlF GA2y RSFREAYSQ

You should indicate if there is or not a deadline for the application. Either indicate dgte (
you want people to apply before or tick the 'Application without a deadline' box. If you
specify a deadline date, your opportunity will stop being displayed in the list of available
opportunities the day after this date. "Full" and "Closed" applications can still be seen in the
pages of linked organisations after the deadline date.

4. Contact person name (18)if. you wish, you can give the name of the person that potential
volunteers can contact. This is not a mandatory fieleu can leave it blanknon
mandatory fieldg max 255 characters)

5. Contact email address (193pecify the email address that potential volunteers must use to
contact the people coordinating this project. (mandatory fielchax254 characters)

6. Organisation logo (20)You should add the Logo picture of the organisation to your
opportunity, which will be displayed at the top of the opportunity detail pagen-
mandatory fieldg picture size limited to 8mbfile formats are limited to: .jpg .jpeg .gif .png
.bmp).If you do not add a Logo picture, a generic default picture will be added instead:

ECIW EUROPEAN
SN SOLIDARITY
gl CORPS
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12.8. The Final Pdn(21)
~ The final part

Opportunity status *

Draft v

- e | -

In this final section, yoaontrol when your opportunity is visible to the public.

Opportunity status
You can change the status of your opportunity to four different statuses:

- Draft ¢ this is the default status when you enter a new opportunity. It is not visible to the
public when it has this status.
- Opencg after you have finished entering all of the relevant information and you are ready to
start accepting applications or enquiries from potential participants, then change the status
02 WhLISYyQd LG At NB YApplivatiod Peadiree D&or doyiljout §( KS F
OKIy3aS GKS adlddza oF O]l G2 WSENIFOIQ>S 2N G2 W/ f?2
- Closedc no more applications can be submitted.
- Fuli¢ you have found your applicants, so there are no more vacancies.

CAylFffes LINBaa odzidzy W{lI @SQ o6nHo0 AY 2NRSNJ G2 NB
Y/ I yOStQ o6HHUI y2 RIGE gAff 06S NBIAAGSNBRO
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13. wSOSA @S | @apmaibnfaIEnNBpRrimta

The youngpeople registered in European Solidarity Corps portal hlaggossibility to search and
express their interest foa European Solidarity Corpgportunity advertised by your organisation

OWal yIF3S 2L NI dzyAdASaQ o6c0 tAYy]l Ay GKS 2NHIyAAl

Home

Placement Administration and Support System (PASS)

Name Offers Agreements - Beta Quality Labels Opportunities

Test Organisation Alpha 4 Search and - contact % Coming soon! %z QI Material n *» Manage opportunities
2.Send an offer * Contacts
* Offers n * Applications

R ceniicates

== Download the PASS User Guide n

Whenever ayoung persorexpresses their interest for an opportuniyypu will receive an email (in
English), and you will see the information in the 'Applications'8jst (

The email contains theegistered candidateame (linked taheir profile), opportunity title, and, if it
is the case, the motivation statement.

Should you wish to ask the registered candidate for a Motivation Statefneint500 characters and
maximum 1000 charactersy/and CV, then you must tickne or bothoptions (checkboxesgvailable
2y  AddS L2 NIfadzy(d 8 8 QWa I y I 3 S oftibdd2 NI dzy A 1A SaQ

By clicking on the link associated to the participant's name, you will segotimeg persorprofile,
including their email address.

Example; email application for an opportunity for which is not requested a motivation statement

CORPS
EUROPEEN
DE SOLIDARITE

Dear Organisation Name

We are pleased to inform you that expressed his/her interest in the
opportunity Opportunity Title through the European Solidarity Corps portal

You will find more information about the young person by clicking on the link above.

We hope that you will find the suitable participant for your project!

Very best wishes

The European Solidarity Corps team

o0
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Exampleg email application for an opportunity for which a motivation statement is required:

CORPS
EUROPEEN
DE SOLIDARITE

Dear Organisation Name,

We are pleased to inform you that Participant Name expressed his/her interest in the
opportunity Opportunity Title through the European Solidarity Corps portal.

The registrant has also specified a motivation statement for the specific
opportunity:

4 N\
Madame,Monsieur. Suite a votre annonce de recherche de bénévoles, je me

permets de vous adresser ma candidature, car convaincue de l'importance de
vos missions, je suis préte pour devenir bénévole au sein de votre association.
Je suis disponible immédiatement pour rejoindre votre équipe. Dans I'attente de
notre rencontre, je vous prie d'agréer,Madame,Monsieur, I'assurance de mes
salutations distinguées.

N A,

You will find more information about the young person by clicking on the link above.

We hope that you will find the suitable participant for your project!

Very best wishes

The European Solidarity Corps team

o0

European Solidarity Corps profile

Please note that if you reply directly to the email you received, the message will notoetitte
young persots mailbox, but instead it will be sent to the European Solidarity Corps functional
mailbox.
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View the list with applications

Note that the 'Applications' optior8) will be displayed in the table on the homepage of PASS only if
at least one participant has expresgbeir interest for a placement you advertised.

Home

Placement Administration and Support System (PASS)

Name Offers Agreements - Beta Quality Labels Opportunities
Test Organisation Alpha -, Search and contact %2 Coming soon! %2 Ql Material n * Manage opportunities
2 Send an offer * Contacts
ED  orress D - 2enlications
B" Certificates

== Download the PASS User Guide u

Click on the 'Applications' (8) option to view the list with all registered candidates that expressed
their interest for the opportunity you advertised.

You can filter the applicatior(@)received by h LILI2 NIl dzy A 1 @ QX W/ 2dzy i NE 2F wS.
a a1 GS Y SBRE GandyguRan access the registered candidate profile and get in touch with

him/her by sending an email. Please note that the email address is visible at this stage, thus you can

email him/her without sending a contact request first.

List of applicationgeceived where you are the support organisation (1):

Home > Placement Administration and Support System (PASS)

Applications list

As supporting organisation As hosting organisation

~ Filter options

Opportunity Country of Residence Motivation statement PRN
- Any - v ‘ - Any country of residence - ~ | ‘ - Any motivation statement - ~ | ‘
Filter

Showing 3 of 3 items found.

Participant v PRN Opportunity Created Motivation statement

Testee PEDRO dummy_pdf file.pdf 7108072148691382 Opportunity 2nd example 06/03/2025 12:32

Content limited to 1000 characters, remaining: 1000 Please explain why you a..
Testee PEDRO dummy_pdf file.pdf 7108072148691332 QOpportunity example 06/03/2025 12:29

Participant deleted Opportunity example 13/06/2024 09:24

You can access the list of applications where you are the support or the hosting organisation (1).
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14. Send an offer for an activity

An offer is a formal proposal made tdParticipantwhen anOrganization wants to recruit them for a
specific activity. Creating and accepting offers is mandatory in all cases, even if volunteers and
organizations connect first outside of PASS.

14.1. Generalinformation

After you have come to an agreement with threegistered candidatebout the activity, you must
make an offer to them through PASS.
This final step is very important because:
A It is the mandatory step in the enrolling wilhsuranceprocess
A It makes participant data available to be encode@eneficiary Module (for ESC51 projects)
A LG Aa LINIL 2F GKS LINRPOSaa G2 OGNARIISNI GKS LI &Y

Thesend offer formis split in6 sectionsand the systemwill guide you through eactof them:

° Funding programme o Registrant e Host Organisation ° Project information o Offer information o Review

1. Funding programme:
U0 Fundingprogramme:
0 ForEuropean Solidarity Corps funded projects (ESQ5d)oose'Buropean
Solidarity Corps/ Volunteering9 { / p m Q ®
0 ForVolunteering Teams in High Priority Areas projecthiooseBuropeanSolidarity
Corps / Volunteering Teams in High Priority Area2021-2027Q
o ForHumanitarian Aid Volunteering projecs O K PuPopedn Sélidarity Corps /
Humanitarian Aid Volunteering
o]
2. Participant specify the PRN of thegisteredcandidateand the fundingorogramme.
3. Hosting organisationsearch for the host organisation and select it. You will see that the
information, such as city, address, postal code, and country, is automatically filled in and it
cannot be changed.

4. Project information:enter the Project cod€ &

5. Offer information: enter the Activity details: name, topics, descriptiatart and enddatesfor
the activity. The type is reaanly for now

NOTE:

1. If the start date of the activity is in the past, a warning message is displayed informing you
that the offer should be sent before the volunteer starts the activityhey must be
covered with insurance. However, you will be able to send the offer.
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¢
N

aSaal3aS RAaLI @SR ¢6KSy GKS OGAGAGe &l NI
Start date *

01/11/2024 B
End date*
dd/mm/yyyy !

The start date of the activity is in the past. If this is a cross-border activity, please
note that the participant is not insured. The enrolment to insurance must be done
before departure.

For ESC51 projects, as soon as the offer is accepted, please go to the Beneficiary
Module (BM), retrieve the participant data and encode the corresponding
participation.

2. Maximum duration of a longerm volunteering activity is 1 year. When entering the
activity dates, the systemheclsif the duration of the volunteering activitgxceedsone
yea and if it is the casa messagé& volunteering activity under European Solidarity Corps
OFryy2i KI @S | RdzNI { k digplayBdNdviting Yo dpkateyhe 2 yS & ST N
dates. Ybu will not be able to go to the nesteps unlesgou correct the activitglates,so
the durationis<=1 year.

Start date *

01/12/2024 m]

End date*

15/12/2025 o

A volunteering activity under European Solidarity Corps, cannot have a duration greater than one year.

3. Message displayed in the caae offer was already accepted by tfeame)participant for
the (same)project you want to send offer:
WheParticipanthas already accepted an offer for a period that overlaps with the period of
the offer you've selecte@.

Start date *

15/12/2024 &

End date *

31/01/2025 o

The registrant has already accepted an offer for a period that overlaps with the pericd of the offer
you've selected

Note:

For ESC51 projectsthe information about the project is retrieved from the Beneficiary
Module (BM), unless the project is not yaticodedin the tool.

If the project is not yet in the BM, you will still be able to send an offer for it, as PASS allows
you tomanually entef type the project code
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If the project is already in the BMhen please note thathe start and end date for the activity
you want to send an offer should be between the start and end date of the project. If the
information in PASStart and end date of the projekis not correct, pleaseheckif in the
Beneficiary Modules the correct one.nl casethe information in PASS differs from the one in
BM, pleasecontact your country National Agency so thean report the issue further.

6. Review and send theffer: review the information you have filled in and send the offer to the
potential participant.

The potential participant will receive an emaith details about the activity they have been offdre
by you.

The email is sent in thepreferred contact languaggt is specified irtheir profile). A copy of the
email(in English) wilbe sentto you.

To accept or decline the offagthe potential participanmustclick either, on the"Accept offer"
button to accept it or on the"Decline offel button to decline it. The confirmation of the accepting
or declining the offer will be sent to both, potentigdrticipant,and you.

NOTEThe offer igechnicallyvalid 15 days after whichitsstatusisOK I y 3SR Ay (2 W9 ELJA NB
cannot be accepted or declinetiherefore, should yowish,you couldresend the offer.

Each dfer is linked to garticipant,andit cannot be sharedwith anyone else.

14.2. Sendan offer ¢ detailed steps

.ST2NB aASYRAY3 | yGedeFaFidaidatio}eGionavailabhatithe beginhisg o
this chapter.

ForESC51

- The information about projects is retrieved from the Beneficiary Module (BM), unless the
project is not available yet in the tool.

- If the project is not yet in the BM, yauiill still be able to send an offer foit, as PASS allows
you tomanually enter/ type the project codd€so you will not have to select it from a list).

ForHumanitarianAid and VTHPAprojects you can enter the project code manug#yselect list will
be available soon).
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Sendan offer:
- Log in to PASS

Home

Placement Administration and Support System (PASS)

Name Offers Agreements - Beta Quality Labels Opportunities
Test Organisation Alpha (4 Search and contact %24 Coming soon! %2 Ql Material n * Manage opportunities
a 2 Send an offer *» Contacts
* Offers D - 2enlications
B' Certificates

== Download the PASS User Guide n

-1 £ A0l 2 yanZ KT INKtha6/sRwvailable in the dashboard associated to your

organisation

The send offeform is open allowing you tfill out the details for the activity you will offer to the

potential participant. The form is split thsections and the system will guide you through each of

them:

o Funding programme e Registrant e Host Organisation ° Project information ° Offer information

1. Funding programme:

-{ St SO0 G§KS ¥ dzy RRurgpganSdiizriiy Kaorpg Yduntéermg-Y { ¥ p m Q

Test Organisation Alpha (OID: E12345 PIC: 900000001)

® Donkstraat 50
9700 Oudenaarde
[BE] Belgium

http://www.moerashuis.be
o Funding programme: o Registrant o Host Organisation o Project information o Offer information o Review

Please choose the funding programme of the offer * n

y

European Solidarity Corps / Volunteering - ESC51 & l

—

ForVTHPA, sele&uropean Solidarity Corps / Volunteering Teams in High Priority Are321-

20270

C2NJ | dzY'l y A (i I BirdpeAn Solid&ity CaerpS f Hadalitaian Aid Volunteerihg

2. Participant

-¢2LIS GKS twb Ay GKS Wt SNE2YLlFf NBFSNBYyOS
information of the registered candidate (such as full name, PRN, country of residence and

nationality) will be displayed.

S/ EA01 2y GKS W.101Q on0 odZidzy G2 32
A0 2y GKS WbSEGQ 6p0y oditizy G2 32
-¢ KS W/3}tydarédl e sénding of the offer
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Example: Search for a potential participant data

Test Organisation Alpha (OID: E12345 PIC: 900000001)

? Donkstraat 50
9700 Oudenaarde
[BE] Belgium

i http://www.moerashuis.be
Funding programme o Registrant o Host Organisation o Project information ° Offer information ° Review

Personal reference number * n

[7108072148691382

-
(4 Search *- Click on it!

Example:Potential participant data is retrieved

Test Organisation Alpha (OID: E12345 PIC: 200000001)

? Donkstraat 50
9700 Oudenaarde
[BE] Belgium

# http://www.moerashuis.be
Funding programme o Registrant o Host Organisation o Project information e Offer information o Review

Personal reference number * n

7108072148691382 ‘

& Pedro TEST

E 7108072148691382
& Male

% Portugal

M Portuguese

= =
&l Back Next .

3. Host organisation:

In this section, you must provide the information about the place where the activity will take place,
such as organisation host name and address (country, city, country) as el fagl name, email,

and phone number of a contact person from the host organisation.

The contact details of a person from the host organisation will receive a notification when the
participant will be enrolled in the insurance system.
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Home > inistrati idarity Corps 3 inistration and Support System (PASS) > - Offers

~ Send an offer

Test Organisation Alpha (OID: E12345 PIC: 900000001)

? Donkstraat 50
9700 Oudenaarde
[BE] Belgium

http:/iwww.moerashuis.be

Funding programme Registrant a Host Organisation o Project information ° Offer information o Review

n My organisation Test Organisation Alpha is the hosting organisation
Use an organisation linked to other offers made by my organisation

Choose another organisation

Cancel &l Back

These are the options to select a hosting organisation:
1 Option 1: My organisatiofiest Organisation Alpha the hosting organisation
1 Option 2: Use an organisation linked to other offers made by my organisation
1 Option 3: Choose another organisation

Option 1:My organisationTest Organisation Alph# the hosting organisation
The organisation details are already in the database, then the system will automatically fill in the

fields: Organisation nhame, Hosting address streletsting address postal coddpsting address city,
Hosting addressounty. Please note that you cannot update any of those fields.

(®) My organisation Test Organisation Alpha is the hosting organisation
Use an organisation linked to other offers made by my organisation

Choose another organisation

Selected hosting organisation

Organisation name *

Test Organisation Alpha

Hosting address street * Hosting address postal code *
Donkstraat 50 9700
Content limited to 150 characters, remaining: 137 Content limited to 150 characters, remaining: 146

Hosting address city * Hosting address country *
Oudenaarde Belgium

Content limited to 150 characters, remaining: 140

Option 2: Use an organisation linked to other offers made by my organisation
This option allows you to choose from a list of organisations that you have worked with before.
As option 1, the details will be filled in automatically once you choose the organisation.
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Items: 2/2
Name oD PIC Location Postal code City Country
Test Beta E123456 4567 lasi 464333 lasi Romania
v Select this organisation
Test Organisation Alpha E12345 900000001 Donkstraat 50 9700 Oudenaarde Belgium
v Select this organisation
&) Back

If you don't find the organisation in the list, you can always press the button "Back" to go to the 3
options and maybe search the hostiogganisation with option 3.
After selecting one organisation, you'll see the details of that organisation in the hosting details:

Test Organisation Alpha (OID: E12345 PIC: 900000001)

? Donkstraat 50
9700 Oudenaarde
[BE] Belgium

i http://www.moerashuis.be

Funding programme Registrant ° Host Organisation o Project information ° Offer information o Review

) My organisation Test Organisation Alpha is the hosting organisation
Use an organisation linked to other offers made by my organisation
) Choose another organisation

(@ Test Beta

Selected hosting ort

Organisation name*

Test Beta
Hosting address street* Hosting address postal code *
lasi 464333
Content limited to 150 characters, remaining: 146 Content limited to 150 characters, remaining: 144
Hosting address city * Hosting address country *
lasi Romania v

Content limited to 150 characters, remaining: 146

Option 3: Choosanother organisation
You can search for another organisation"blameandcountry”, PICor OID

Select on option, fill in the field(and presghe "Search" button:
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Funding programme Registrant e Host Organisation o >roject informatior ° ffer information o Review
Search for an organisation

Search by

@ Name and country
PIC
oI

Organisation name containing * Country

beta Romania x v -4 Search
1ch cter nul
Items: 1/1
Name [o]]5] PIC Location Postal code City Country
Test Beta E123456 4567 lasi 464333 lasi Romania
v Select this organisation
&) Back

From the results, select one of the organisations.
As with option 1 and 2, you can go back and seagain.

Remarks for Humanitarian Aid
Organisations wittHumanitarian AidQLs(with role SimplifiedHosting that have branch offices, will
be able to seleabne of those branch offices and update the address of the hosting organisation.

General remarks
The organisation presentedare the oneslready in the database holdingvalid Quality Label

If the organisation you are looking for is not in the database, please contact your cQuidtional
Agencyfor ESCor the agency that manages your projecde they will report the issue further via de
dedicated channels.

Contact person
Type/ provide the contact details of the contact person from the host organisation (contact person

name, email and phone). This information is sent toitigrance system, so a notification will be
sent to the inbox of the email address when a person is enrolled in the insurance system.
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Result

® n

athar offers made by my orgarisation

Selected hosting organisation

Hosting address postal cade®

Belgium

‘Contact person email - Gontact person phane

test@mailcom 432497123456

Content limited to 254 characters, remaining: 241 Content imited to 20 characters, remaining: 8

4. Project information:
In this step, yu mustspecify he project coddor which you want to send the offethe action and
the action type linked to the project.

ForESC51

- If the project is not yet in the Beneficiary Module (BM), then you would need to manually
type/enter the project code. Project code format¥y YXCallNAOXESC5W TIXXX XXX XXX
The system will also inform you that there is no project in the BM linked to your organisation.

Project code *

2023-1-IT03-ESC51-VTJ-000148464

Only letters, digits, dashes and spaces are allowed,

Content limited to 60 characters, remaining: 29

Cancel &) Back Next (L

- If at least one project code is in BM and linked to your organisation, then a message is
RAALI I @SR I 02 @ Seldinfoning/tolNab@itShe éxisterzera@ject code.

You have already approved projects in EAC Beneficiary Module.
Please, start typing the project code, and the approved projects will appear in a list to select from.
If the project you are looking for is not in the list, you can still manually type its code

! Please be aware that the option to type the project code will still be available for a limited time. !

Project code *

YYYY-R-AANN-ESC51-VTJ-NNNNNNNNN -

2022-1-DE04-ESC51-VTJ-000080404

2022-2-ES02-ESC51-VTJ-000092044

2021-2-FR0O2-ESC51-VTJ-000044812

2024-1-NLO2-ESC51-VTJ-000198952
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- Ly 0KS WYt NRr2SOG O2RSQ FASER om0y
9 if the project is not yet in the Beneficiabodule, thenthere will appear a message
informingyou about this and you will be invited to type the project code.
Project coddormat : 2021-1-NAOXESC5V TIX XXX XX XXX

91 In case the project is already in the Beneficiary Module (BM), then would only have
G2 aStSOG Ad FTNRBY (KS Wt NRr2SOUl O2RSQ fAaadl
0KS Wt Ne2SOi O2RSQ FA{SR FyR aidlFNIL dGeLRAy3
displayed.

ForVTHPA

- The poject code formaimust comply with the patterty Y YNAREACEA/THPANNNNNNNNN

ForHumanitarian Aid

- The poject code formaimust comply with the patterty Y YAREACEA/OLUNNNNNNNNNN

Example:
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