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1 .  A P P F O R M S

2 .  TA B L E S

S E T T I N G  U P  A P P F O R M S  A N D  TA B L E S  I N  ‘ E A S Y ’

?



1 .  A P P F O R M S
H OW  TO  S E T  U P  YO U R  A P P F O R M



1.- AFTER LOGGING IN, GO TO THE LEFT MENU AND CLICK ON “’INSTITUTIONS”

2.- CLICK ON 
“APPFORMS”



3.- CLICK ON THE “ERASMUS+” APPLICATION FORM

OR ON ITS WHRENCH TOOL



4.- NAME YOUR FORM 

AND SAVE CHANGES



5.- YOU WILL FIND ALL THESE SECTIONS FOR SETTING UP



6.- USE  ’INFORMATION AND ACADEMIC OFFER’ TO INSERT 
A LINK TO YOUR ACADEMIC OFFER & GIVE ANY 
INSTRUCTIONS YOU WANT TO THE APPLICANT

Use _  _  for italic
or *  * for bold

Do not forget:     
‘Save Changes’



7.- IN  ’PROFILE’ USE THE BLANK FOR 
WRITING INSTRUCTIONS TO THE APPLICANT

CLICK ON ‘WORLD’  TO GET AND SET UP THE 
LIST OF BLANKS YOU WANT IN YOUR FORM



8.- TICK THE FIELDS YOU CONSIDER 
TO CUSTOMIZE YOUR FORM

Always ‘Save
Changes’

DECIDE IF YOU WANT A FIELD MANDATORY OR NOT

UNCLICKABLE FIELDS ARE MANDATORY 

BY DEFAULT 

Basic Standard Questions for everyone



9. IF YOU NEED SPECIFIC INFORMATION FROM APPLICANTS COMING 
FROM A CERTAIN GEOGRAPHICAL AREA, CLICK ON  “ANOTHER 

TERRITORY” FOR CUSTOMIZING YOUR FORM



10. PROCEED SIMILARLY FOR NEXT SECTIONS 
LIKE CONTACT, HOME UNIVERSITY, ETC...



? TIME FOR 

QUESTIONS



2 .  TA B L E S
H OW  TO  C O N F I G U R E  YO U R  TA B L E S



1.- AFTER LOGGING IN, GO TO THE LEFT MENU AND CLICK ON ‘INCOMING’ or
‘OUTGOING’

2.- CLICK ON “TABLES”



OR OUTGOING “TABLES”

INCOMING “TABLES”





DATA FROM MOBILITY SECTION

DATA FROM THAT SECTION WONT BE EXPORTED TO TABLES 



INCOMING ‘TABLES’ – 1. PRESS ‘NEW SHEET’

2. GIVE A NAME TO YOUR TABLE





FILTERING DATA USING ACCORDING TO DIFFERENT CRITERIA

3. SETTING UP FILTERS



3. SETTING UP FILTERS



BY TERMS
BY INTAKES

BY REGIONS OR COUNTRIES3. SETTING UP FILTERS



BY OTHER CRITERIA, LIKE ‘HOME INSTITUTION’

BY MOBILITY TYPES
3. SETTING UP FILTERS



BY APPLICANT STATUS
BY OFFER STATUS

BY OFFER DECISION
3. SETTING UP FILTERS



ALWAYS ‘SAVE CHANGES’

3. SETTING UP FILTERS



5. SETTING UP COLUMNS

TWO WHRENCHS: BLACK AND WHITE

BLACK ON THE LEFT WHITE ON THE RIGHT



4. SETTING UP COLUMNS

BLACK FOR 
COLUMNS 

(fields) 
CHOICE

WHITE FOR 
TABLE USE



4. SETTING UP COLUMNS

BLACK FOR 
COLUMNS 

(fields) 
CHoice

WHITE FOR 
TABLE USE



DECIDE WHICH 
COLUMNS YOU 
WANT IN YOUR 

TABLES

click on the BLACK wrench
to customize your columns

4. SETTING UP COLUMNS



4. SETTING UP COLUMNS



4. SETTING UP COLUMNS

TO REMARK: TICK ON THE ‘APPLICATION’ 
BOX IN ‘APPLICATION: METADATA’ TO GET A 
LINKS TO EACH APPLICATION IN YOUR TABLE

LINKS



CLICK ON COLUMN NAMES TO ORDER DATA AFTER YOUR PREFERENCES

5. ORDERING DATA



REMINDER:

YOU WILL GET IN YOUR 
TABLES ONLY DATA OF 

FIELDS PREVIOUSLY 
TICKED WHILE SETTING 

UP THE RESPECTIVE 
SECTIONS IN YOUR 

APPFORMS



Do not forget to press
the “apply changes” 

button



6. SHARING TABLES 

USE THE WHITE WHRENCH

CREATE A PDF TO PRINT

EXPORT TABLE TO EXCEL

SHARE THE TABLE

RENAME THE TABLE



6. SHARING TABLES 

OPTION TO SHARE  THE TABLE WITH YOUR ADMINSTRATORS OR 
REVIEWERS IN A PDF OR IN A EXCEL TABLE



6. SHARING TABLES 

CLICK ON SHARING

YOU WILL GET THE 
NEXT MESSAGE:



6. SHARING TABLES 

Export the table with the ‘Application’ links to Excel



6. SHARING TABLES 

The reviewers can have a temporary acces to the applications through

the ‘Application’ links. 



? TIME FOR 

QUESTIONS



THANK YOU FOR YOR ATTENTION


