
“EASYer Than You Think”

Tips and Tricks  
to do what you thought 

you could not do

Sara Primiterra, EASY Project Manager



• Click on the AEC logo on top left
• Click on Get started Now
• Choose as home your institution and as host the 

institution the one you need info about

Finding Info about an institution Internal 
Institutions



All names and email of IRCs of Internal Institutions
and all deadlines of Internal Institutions are in the 
LEFT MENU

Finding Info about an institution Internal 
Institutions



Internal administrators can be also found in the menu 
Administrator with the Search Function (Ctrl+F)

Finding Info about an institution Internal 
Institutions



For EXTERNAL Institutions you simply click on the name of the 
institution

Finding Info about an institution



In general, to search for something in EASY, do not use the search 
tool provided (as this would search only applicants). Always use the 
CTRL+F (for Microsoft) or Apple CMD (for Mac) button combination 

to do your search. 

SEARCHING things in EASY



To view things as an applicant you need to create a 
fake applicant profile and act in the system as an 

applicant

View as an applicant



Subscribe to the Journal to be up-to-date 
(receive notifications via email)



When sharing an application via email, if you do not like the 
default object of the mail just click “get a sharable link” and 
send the link in a separate email



• Internals should access the LA from 
EASY, not signing in with Google

• Export it in the last possible 
moment (make sure study planned 
is filled in!) and sign it when you 
think the document is final

• When you make a change and 
parties need to sign again, click on 
NOTIFY to let the student and the 
other coordinator know

• If you need another person (i.e. 
Head of Department) so sign the 
LA click on SHARE YOUR ACCESS

Quick Tips on the Learning Agreement



Advice: prepare a document with the list of 
requirements and procedures of your partners to be 
given to your students, they will:

Making Things EASYer for you and your outgoing students



Upload your subjects in an excel file – the cheatsheet can help 
you!

Making Things EASYer for you and your incoming students



Making Things EASYer for you and your outgoing students

- Give them the new EASY Manual for Students

- Tell them that applications can be cloned (copied)



Fantastic Materials and Where to Find Them



2020 update
shared practices 
to make it EASYer

Sara Primiterra, AEC EASY Project Manager

EASY Code of Conduct



1

Keep your profile (both in Contact Persons and

Administrators) up to date (and do the same with your

external partners)

Get used to make and 
yearly review of the data at 

the beginning of the 
academic year!



2Agreements: if you do not have an IIA with an institution but you 

want to allow applications please ask them the permission to 
activate the mobility in EASY

Ask Permission to Activate Agreements



Check, Update and Customise your Application
Form making sure that the Information is
complete and accurate 3



Please put here

- your requirements

- a link to your course catalogue

- exact starting and ending dates of your semesters

Information and Academic Offer Section

Documents Section: 
Please list here the documents the students should upload and how they 

should name them

Study Plan: 
Insert subjects there so that the student can choose

from a dropdown menu



To select questions in each 
section click on World and the 

list will appear. The EASY 
Standard Fields are already 

selected for you. Remember to 
Save Changes at the end



Do you need a specific question in the Application form that is not listed in 

the system? Please mail your request to events@aec-music.eu

Customize your application form

mailto:events@aec-music.eu


Use the Official Name of the Instruments
when attaching Flags to applications 4



Official Names of Instruments for Flags



Use the word “TEST” in the name of the
applicant when doing test applications

5Please note that the Dreamapply Demo institution can be used as 
fake partner to test applications



Put official starting and finishing dates
in the Acceptance Letter 6



External Institutions are warmly encouraged to 
accept incoming applications via EASY, especially if 
they do not use any other system. If external 
institutions ask you to send an application via mail 
or via post (!) please send them an email with 
events@aec-music.eu in copy telling them that this 
is an indication give by the AEC to all its members

All external institutions are invited to 
accept incoming applications via EASY 7

mailto:events@aec-music.eu


Internal institution should follow the 
application flow in the system from the 
beginning to the end: update the status of 
each applications until the end of the 
process, including the rejected ones.

The student should be notified about your 
decision via the system. Do not 
communicate your decisions “privately” to 
the IRC outside the system!

7.1



8
If you have difficulties or doubts while working in 
EASY contact Sara at events@aec-music.eu and/or 
post on the EASY Facebook Group to get advise from 
your international colleagues

mailto:events@aec-music.eu


Questions?


