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Introduction 

¢Ƙƛǎ ǳǎŜǊ ƎǳƛŘŜ ŜȄǇƭŀƛƴǎ Ƙƻǿ ǘƻ ǳǎŜ ǘƘŜ h[{ [ƛŎŜƴŎŜ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳΣ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ǘƘŜ ά[a{έ 
hereafter, in your role as a Beneficiary (BEN). 

1 Access OLS and log into the LMS 
To access OLS, go to the following URL: http://www.erasmusplusols.eu. 

 

 

 

To access the login page, click on the Login button in the top right-hand corner of your screen. 

To log in, enter the Login and the Password that you'll obtain upon activation of your account. 

  

http://www.erasmusplusols.eu/
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2 Structure of the OLS LMS 
The homepage of the OLS LMS appears after you log in. 

In the header at the top of your screen, you have 4 buttons: 

¶ ( ) ς click on this button to go to the OLS LMS homepage. 

¶ ( ) ς takes you to your BEN user profile page. 

¶ ( ) ς click on this button to contact the Support Team for any technical problems. 

¶ ( ) ς click on this button to log out of your session. 

 

 On this page, you will find important information regarding updates, upcoming features of OLS, system 
alerts and OLS communication material that can be used to inform mobility participants (MPs) about 
OLS. 

Seven tabs are available in the menu on the left of your screen: 
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Click on any tab to navigate between Home, Project Contact Persons, Licence Allocation to 
Participants ς Assessment, Licence Allocation to Participants ς Course, Licence Usage per Participant, 
Expired Projects and Expired Licences. 

3 Using the OLS LMS features 
3.1 Multiple Roles 
You can now access the platform as a BEN User or as an MP with a single login and password. This 
enables you to view the platform as if you were an MP, and explore all the features of the language 
assessments and language courses. 

3.1.1 How to create multiple roles 
Beneficiaries can create additional roles for themselves by assigning a language assessment licence 
from the 1BEN project to the same email address as the main contact email, or the secondary contact 
email of the Beneficiary institution/organisation. 

Once the additional role has been assigned and you log in, OLS will automatically display the interface 
that corresponds to the highest role in the following hierarchy:  

1. Beneficiary User 

2. Mobility Participant 

You (the BEN User) will then see the specific multiple role menu, which can be used to access other 
roles. 

If you are in the LMS, the multiple role menu will appear as a drop-down menu in the top right-hand 
corner of the screen, underneath your login: 

 

When in the role of an MP, you follow the same process that an MP would follow when connecting to 
OLS for the first time. You will therefore be taken to the profile page, before accessing the start 
assessment button on the dashboard. 

After accessing OLS in the role of an MP, you can easily return to the LMS via the Back to BEN User 
button. 

 

Please note that upon completion of the first language assessment (in the role of an MP), the language 
course is not automatically allocated. You will need to manually assign a language course from the 
Licence Allocation to Participants - Course screen. For more details, please refer to point 3.3.3.   
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3.1.2 How to add or manage Secondary Contact Persons for your projects  
 

 

To add Secondary Contact Persons to your projects, please follow these step-by-step instructions. 

Click on Add Contact to add an additional Secondary Contact Person and enter their contact email 
address. 

 

When you click on Add Contact, the Secondary Contact Person of the project will be automatically 
added to the list if the contact already exists in OLS. Their name and phone number will also be entered 
automatically.  

LŦ ǘƘŜ ŎƻƴǘŀŎǘ ŘƻŜǎƴΩǘ yet exist in OLS, additional information will be requested.  

Please note, ƛŦ ǘƘŜ ŎƻƴǘŀŎǘ ƛǎ ŀƭǊŜŀŘȅ ǘƘŜ aŀƛƴ /ƻƴǘŀŎǘ tŜǊǎƻƴ ŦƻǊ ǘƘŜ ǇǊƻƧŜŎǘΣ ƛǘ ǿƻƴΩǘ ōŜ ǇƻǎǎƛōƭŜ ǘƻ 
also add him/her as Secondary Contact Person. 
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Once you have entered the required data, click on Add Contact. The newly created Secondary Contact 
Person will then appear on the screen. 

As a Main Contact Person or Secondary Contact Person, you should be able to create as many 
Secondary Contact Persons as needed for the project, regardless of whether the email addresses used 
for this purpose are already in use as a Main Contact Person or a Secondary Contact Person in another 
project of the same or another BEN.  

If the user already exists with another role, the following warning will appear, listing the role(s) of 
the existing user: 

 

3.1.3 How to remove Secondary Contact Persons from your projects 
You can only remove Secondary Contact Persons if you are the Main Contact Person for a project. The 
Main Contact Person of a project is the OLS contact person, as defined by the National Agency (NA) in 
EPlusLink.  

If you are the Main Contact Person for the project and would like to remove Secondary Contact Persons 
from your projects, please follow these step-by-step instructions. 

Click on Remove to remove Secondary Contact Persons. A pop-up confirmation will appear.  
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The Secondary Contact Persons cannot remove other Secondary Contact Persons, and cannot see the 
Remove button. Therefore, if you have access to a project for which you are the Main Contact Person 
and to others for which you are the Secondary Contact Person, you will not have the same kind of 
access. 

3.1.4 How to edit Secondary Contact Persons in your projects 
You can only edit Secondary Contact Persons if you are the Main Contact Person of a project. The Main 
Contact Person of a project is the OLS contact person, as defined by the NA in EPlusLink.  

Main Contact Persons are edited through the BO Report import (in EPlusLink). Therefore, you can only 
edit a Secondary Contact Person if he/she is not the Main Contact Person of another project. 

To edit the Secondary Contact Persons of your projects, please follow these step-by-step instructions. 

Click on Edit to modify the Secondary Contact Person. A pop-up will appear with the different fields of 
the Secondary Contact Person, which you will be able to edit. Click on Edit Contact to validate.  

If the Secondary Contact Person is not editable because he/she is the Main Contact Person, the edit 
button will be inactive and, when the mouse is over the button, an explanation will appear.  
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3.2 How to allocate assessment licences to participants 
Licences are attributed to Beneficiary institutions/organisations by National Agencies. If you need 
additional licences, please contact your NA. 

To access the Licence Allocation to Participants ς Assessment section, go to your homepage and click 
on the 3rd tab (Licence Allocation to Participants ς Assessment). 

 

If you have several projects, all available projects will appear and, for each of them, you will be able to 
see how many licences have been attributed to your institution by your NA. You will also have a 
permanent overview of the amount of remaining licences for both the language assessments and 
courses. Select the project you want to use. 

 

.ȅ ǎŜƭŜŎǘƛƴƎ ŀ ǇǊƻƧŜŎǘΣ ȅƻǳ Ŏŀƴ ŀŎŎŜǎǎ ǘƘŜ ŎƻǊǊŜǎǇƻƴŘƛƴƎ ά[ƛŎŜƴŎŜ !ƭƭƻŎŀǘƛƻƴ ǘƻ tŀǊǘƛŎƛǇŀƴǘǎ ς 
!ǎǎŜǎǎƳŜƴǘέ ǇŀƎŜ ǊŜƭŀǘŜŘ ǘƻ this project. Remember that if you select the 1BEN project and then 
assign a licence from this project to your Beneficiary main contact email address, you will automatically 
create a second role in your Licence Management System. When logging in, the system will 
automatically provide you with the possibility of accessing OLS as an MP or as a BEN User. If you select 
ǘƘŜ ǊƻƭŜ άatέΣ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ǇƭŀǘŦƻǊƳ ŦƻƭƭƻǿƛƴƎ ǘƘŜ same process as MPs. If you want 
to access the language course platform, for example, you will need to allocate a course licence to 
yourself after having taken the first language assessment. 
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When you are done, or if you want to select another project, use Back to project selection to go back 
to the project selection screen. 

On the Licence Allocation to Participants ς Assessment page related to a project, at the top right-hand 
side of the screen, a summary box shows information on the remaining number of assessment 
licences, the number of allocated assessment licences and the total number of assessment licences 
granted to your Institution by your NA for that project. 

 

To allocate assessment licences to the selected project participants, please enter their email addresses, 
in the appropriate box separated by ά;έ or ά,έΦ 

N.B.: you are requested to group together the email addresses of all participants who will be tested in 
the same language (for example, all participants taking their assessment in French). If you have groups 
of participants to be tested in different languages or participants who have multiple mobilities, repeat 
the following steps, language-by-language. 
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Before continuing, you are requested to validate the email address list by clicking on Validate emails. 
A message will appear when the email addresses have been successfully validated. Then, make sure 
the number of email addresses is correctly shown next to the Validate emails button. 

 

OLS can be used by MPs with the same email address for multiple Erasmus+ and European Solidarity 
Corps mobilities. 

If you enter ŀƴ atΩǎ email address that is already in use in the OLS system for a recent mobility (first 
language assessment not yet started), a warning message will appear after clicking on the Validate 
emails button, informing you that the participant has already been invited to take a language 
assessment. This warning states the language in which the assessment will take place, on which date 
the participant received an assessment invitation and the name of the institution/organisation, if 
another BEN has sent the invitation. This warning will help you avoid inviting a participant twice by 
mistake. Despite this warning, you can allocate a new language assessment to the MP if this participant 
is undertaking another mobility for which he/she should use OLS.  

You are then requested to select the language to be tested in the highlighted Language to test drop-
down menu. The language tested corresponds to the language that the participant will use to study, 
work or volunteer abroad. 
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You are also requested to select a Deadline to take the test. To do so, select the number of days or 
months given to the participant to take the test. Please note, the deadline should be set before the 
ǇŀǊǘƛŎƛǇŀƴǘΩǎ ŘŜǇŀǊǘǳǊŜ ŘŀǘŜΣ ŜǎǇŜŎƛŀƭƭȅ ŦƻǊ IƛƎƘŜǊ 9ŘǳŎŀǘƛƻƴ ǇŀǊǘƛŎƛǇŀƴǘǎ ŀǎ ǘƘŜ h[{ ŀǎǎŜǎǎƳŜƴǘ ƛǎ ŀ 
pre-requisite for mobility. 

 

Once the email list is validated and both the testing language and the deadline to take the test are 
selected, the Send assessment invitation(s) to the whole list button will become active. Review the 
information before clicking on this button to send assessment invitations to all validated email 
addresses. 
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Invitations are then sent to the participants and a message will pop up, confirming that the invitations 
were successfully sent. In the invitation, participants will also receive their personal login and password 
needed to access the OLS language assessment. 

 

If your participants must be tested in several languages, repeat the above instructions for each group 
of participants/languages. 

If you would like to receive a notification once a participant has completed the first language 
assessment, please click on your profile. 

In your profile, you have the possibility of ticking the I want to receive a notification by email each 
time a participant has finished the first assessment box. Further information is provided under point 
3.7.2. 










































