I UCLouvain

How to use Mobility Online for UCLouvain exchanges

A guide for incoming students

UCLOUVAIN LOGIN LINK:

https://www.service4mobility.com/europe/LoginServiet?org_id=183&sprache=f
r&isEmbedded=0&loginType=1&identifier=LOUVAINOI

Keep an eye on the application deadlines so that you can complete all the
mandatory steps on Mobility Online in time.

Contact

If you need help, please contact your usual UClLouvain coordinator.

®

Useful information: https://uclouvain.be/en/study/etudiant-echange.html

Do not reply to mobility-online@uclouvain.be ! It is used to send
automatic emails through the Mobility Online platform.
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Steps to complete on the Mobility Online UCLouvain
platform

A. CREATING YOUR ACCOUNT

1) Read the first email very carefully
You will receive an email from mobility-online@uclouvain.be (*UCLouvain
registration & accommodations, Visa application, UCLouvain account and

Learning Agreement”) once you have been selected for an exchange program
at UCLouvain:

UCLouvain registration & accommodations,
Visa application, UCLouvain account and
J‘nu _—

Learning Agreement

UCLouvain

Inscription et logements a I'UCLouvain,
demande Visa, compte UCLouvain et contrat
d'étude

Dear Future Exchange Student

This email summarizes the full admissicn procedure and has to be kept preciously

case you need further assistance.
Congratulations on your selection to the exchange program at UCLouvain, Belgium |

Here are the 5 STEPS to be carried out immediately:

1. Registration at UCLouvain > Deadline : November 30th (for Spring Term) & May
31st (for Fall Term)

This email summarizes the full admission procedure. Keep it preciously!!

Please contactyour faculty coordinator in case you need further
assistance.

2) Log in on the platform

You will receive an email from mobility-online@uclouvain.be once your
nomination has been accepted by your UCLouvain coordinator.

Connect to Mobility Onlinethanksto the link that is at the very end of the email
you received:
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Cher-e étudiant-e,

Votre université nous a informé de votre nomination pour un séjour d'échanges a 'Université catholique de
Louvain (UCLouvain).

Pour compléter votre candidature, veuillez vous enregistrer dans le portail de candidature Mobility-Online.

Vous trouvez le lien pour I'enregistrement a la fin de ce courriel. Votre mot de passe doit étre composé de 6
caractéres au minimum et doit contenir une majuscule et un chiffre au minimum_

Bien cordialement,

Votre Coordinateur Mobilité UCLouvain

Dear student,

Your university has informed us of your nomination for a mobility at Université catholique de Louvain
(UCLouvain).

To fill in your application, please log in our online application platform Mobility Online.

You will find the relevant link for registration at the end of this email. Your password must be composed of
minimum & caracters and must contain a capital letter and at least one digit.

Best regards,

Your UCLouvain Mobility Coordinator

Si votre client e-mail n‘affiche pas comrectement le lien, vous pouvez copier manuellement l'adresse suivante
dans la barre d'adresse de votre navigateur ou cliquez dessus:

https:{iwww.servicedmobility. com/europe/ReqistServiet?
bew_reg_nr=20682480468kz_bew_art=IN&kz_bew_pers=S&aust id=5824&spr_id=32438&org_id=183

Enter your birthdate to register to the platform:

Etape 1 sur 2 Ent

ns la premiére étape de ['enregistrement, vous devez renseigner votre code d'enregistrement et votre date de naissance. Le code d'enregistrement est automatiquement affiché dan

Code d'enregistrement ]=
Date de naissance (ji/mm/aaaa) | ’l? Avjourd hui

You will then receive an email to confirm your access to Mobility Online:

Confirmation Accés Mobility
.. ‘ Online

UCLouvain
Access Confirmation Mobility

Online

Cher Fuller Tim,

Nous vous confirmens l'accés au portail de candidature Mobility-Online.

Vous trouvez votre login et le lien pour le portail a la fin de ce courriel
Cordialement,

Votre coordinateur Mobility Online

Dear Fuller Tim,

We hereby confirm your access to the online application platform Mobility-Online.
Please find your login and link to the platform at the end of the email.

Best regareds,

Your Mobility Coordinator
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B. BEFORE MOBILITY: ONLINE APPLICATION

Direct access via following link

El Before mobility

Online Application 23/03/2020 Display application l

Confirmation email: your online application has 23/03/2020

been saved

Online registration 23/03/2020

Personal data completed 23/03/2020 Complete personal data 2

Application information checked / completed 23/03/2020 Check [ complete application data 3
Passport or ID card uploaded 09/05/2020 Consult uploaded passport or |D card
University Regulations and Data Protection:

Uploaded

Application file submitted 22/04/2020 Submit the application file 5
Application file approved by the Mobility 26/05/2020 6

Coordinator

Admission and registration form - to be signed 26/05/2020 Admission and registration form - to be signed 7
Admission and Registration form signed and 26/05/2020 Download the signed Admission and 8
upleaded Registration form

UCLOUVAIN LOGIN LINK:

https://www.service4mobility.com/europe/LoginServiet?org_id=183&sprache=f
r&isEmbedded=0&loginType=1&identifier=LOUVAINOI

Here are the steps to begin your online application. Some steps must be
completed by the student, but others are completed by your UCLouvain
coordinator. It means that for some steps, all you will have to do is to wait for
your coordinator to finish their task! (ex: step 6)

@ You have a direct access to the pages you must complete thanks to the
last column “Direct access via following link”. When you don’t know what
to do, always check this column and click on the links!

1) Display application
By clicking this link, you will arrive on your online application file. Complete it
very thoroughly.
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MOBILITY-ONLINE

Learning agreement |
(before mobility)
completed

Master data Personal details

Data of Study

Pipeline

E-mails (10)

Country of the home institution
Home Institution

Faculty/School

Home Coordinator
Home Coordinator Email
Home Coordinator Phone

Official title of the programme followed by the student at the moment of mobility
(e.g. Master in Law)

Number of academic year completed

Credits already achieved (ECTS)

Lewvel of study at the moment of mobility
Academic year

Number of ECTS credits required during mobility
Proficiency in French

Proficiency in English

| hereby declare that the above information is true and correct and that | have
sufficient financial means to cover my living and study expenses, including the cost of
people accompanying me. In applying for admission, | declare that | will never
depend financially upen the Université catholique de Louvain, nor upen the Belgian
authorities.

Neoma Business Schoo

4,00

86,00

Premier cycle (Bachelor)
Master 1-

deuxieme cycle (Master)

Seme annee

Native
‘Very good
Cood
Basic
Poor *
Native
Very good
Good
Basic
Poor *

Troisieme cycle (PhD) *

Type of Application

Type of Person
Exchange programme
Year of the exchange
Duration of the exchange

Entrants Sortants *

Etudiants/Stagiaires Teachers/Staff *
‘[
[

You must also upload documents:

1 A double-sided copy of a valid passport or identity card (your nationality

must clearly appear);

1 A copy of the Transcript of records of all previous years you spent in

higher education;

2) Complete personal data

By clicking this link, you can complete your personal data.
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Last name
First name
Date of birth | 17/03/1999

Permanent address details

Street

Country
Post code
City

Mobile phone number

Current address details

Street

Country
Post code
City

Mobile phone number

3) Check/complete application data
By clicking this link, you can check and complete your application data if
needed. Make sure there is no mistake!

4) Consult uploaded passport or ID card

By clicking this link, you can check that your passport/ID card is the correct one,
that it is still valid and that your nationality clearly appears.

5) Submit the application file

By clicking this link, you submit your application file. Make sure everything is
correct and complete before doing so!

6) Wait for your coordinator’s (dis)approval

Wait until your file has been reviewed by your UCLouvain coordinator. You will
be notified by mail once they are done:

If your file is complete: you can move on to step 7

1
@'ﬂ If your file is incomplete: go to Mobility Online and read the comment
written by your UCLouvain coordinator (1). The reason why your file is
incomplete is written on the website! After your modifications (i.e.
adding a missing document, changing a document, adding your
signature on your file, etc.), you will have to submit your application file
again (2).




Il UCLouvain MOBILITY-ONLINE

Veuillez maodifier les éléments demandés puis 18/05/2020

soumettre a nouveau votre candidature dans
I'étape "Dossier de candidat ra coproier 1

s Eléments a corriger : Bonjour, Il mangue les Transcripts of records dans votre dossier. Pourriez-vous les rajouter? Merci.
Dossier de candidature soumis 12/05/2020 o Soumettre le dossier de candidature

(») Dossier de candidature validé par le O
Coordinateur Mobilité
Bulletin d'admission et d'inscription complété - D
Asigner
Bulletin d'admission et d'inscription signé a D
télécharger

7) Admission and registration form - to be signed

By clicking this link, you will download the admission and registration form. Do
not forget to read it, to sign it and date it for step 8.

8) Download the signed Admission and registration form

Upload the Admission and registration form that you have signed and dated
at step 7.
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C. BEFORE MOBILITY: LEARNING AGREEMENT

You have two possibilities to submit your learning agreement:

- You can upload the Learning Agreement approved by your home
University directly on the platform Mobility Online (using the template of
your home university if this one exists).

- You can start the procedure via the Mobility Online platform to create
your learning agreement and enter your courses (course by course) to
issue your learning agreement with our template (1).

1) Enter the courses to complete the learning agreement (before mobility)

By clicking this link, you'll be able to enter the courses you wish to take in your
Learning Agreement, one by one.

]

When you enter a new course, you'll have to give the host institution course
detail, but also the details about an equivalent course at your home institution.
All the boxes must be completed.












