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General information

This tutorial is to help you to use the 
Erasmus+ Tools on the School Education 

Gateway.



• Funded by Erasmus+, the European programme for 
Education, Training, Youth and Sport  
ec.europa.eu/programmes/erasmus-plus/

• Supervised by the Directorate General for Education 
and Culture (Unit B.2 – Schools and Educators; 
Multilingualism)

• Linked to eTwinning, the community for schools in 
Europe www.etwinning.net

• Run by European Schoolnet, an international 
partnership of 34 European Ministries of Education 
www.eun.org

Background: School Education Gateway

http://ec.europa.eu/programmes/erasmus-plus/
http://www.etwinning.net/
http://www.eun.org/


Erasmus+ Opportunities

Schools across Europe can benefit from the 
funding opportunities provided by the 

Erasmus+ Programme, including support for 
training courses and teaching assignments for 
professional development – or participation 

in project partnerships

The School Education Gateway tools 
help schools prepare their Erasmus+ 

Key Action 1 and 2 applications.



Tools to support schools’ Erasmus+ applications

• For "Key Action 1 – Learning Mobility of Individuals"

➢ Course Catalogue: Search for on-site teacher training courses abroad 
(part of the Teacher Academy)

➢ Mobility Opportunities: Post and/or search for offers of teaching 
assignments and job shadowing abroad

• For "Key Action 2 – Strategic Partnerships"

➢ Strategic Partnerships: Post requests and search for partners for 
collaborative school-related projects



• Anyone can add a listing free of charge. The listings are not checked 
or pre-approved before publication. However, the content is 
monitored, and users can report any irregularities.

• Most features are similar across all three tools and are therefore only 
explained in detail under Course Catalogue.

• Before starting:
• Create an account OR log in with an existing account, as only members can 

post announcements.
• Add an organisation to your profile. For this you need to have a PIC number.
• Read the Terms & Conditions.
• Read the Frequently Asked Questions.

General



Tip!
You can log in with your eTwinning, 
Facebook, Google+, Twitter or 
LinkedIn account

Or create an account for 
School Education Gateway

Log in / Create an account



Select “Organisations” in the 
left menu and click
“Add organisation”

1 2 3

Go to “My profile” Check if your organisation is 
already in the database. If not, you 
can create it

Add an organisation



PIC (Participant Identification Code)

• PIC (Participant Identification Code) is needed to add a listing in the
Erasmus+ Tools on the School Education Gateway. 

• PIC (a 9-digit code) is also needed anytime your organisation wants to 
participate in a EU-project proposal. 

• To obtain a PIC for your organisation, please follow the instructions
here: 
http://ec.europa.eu/research/participants/portal/desktop/en/organisa
tions/register.html

http://ec.europa.eu/research/participants/portal/desktop/en/organisations/register.html


www.schooleducationgateway.eu/courses

A dedicated catalogue for 
professional development 

courses for school teachers and 
staff

Course Catalogue

http://www.schooleducationgateway.eu/courses


Upcoming courses 
(chronological order)Search by keyword, 

language, location or dates.
You can choose between a simplified and 

advanced search mode. You can also filter 
the results afterwards.

Members only
Shortcut to
- Saved searches 
- Saved courses
- Add a new course

Latest reviews

Click on the map to browse 
courses by country

Tip! Select “Online” 
under Type if you want 
to browse only online 

courses.

Course catalogue:
Search



Courses: detailed view
1. Course details
2. Course provider’s profile
3. Find more information through course links 

(website, social media)
4. Other courses organised by the same provider
5. Navigate using the Next/Previous buttons

For registered users only
6. Shortcut to saved searches and saved courses
7. Add to favourites
8. Contact the course provider
9. Follow the organisation
10. Report a problem 
11. Rate and review 



How to select a course? 
• There are thousands of courses in the course catalogue. They have not 

been pre-approved or filtered before publishing.

• See here the tutorial “How to select a teacher training course abroad”

Contacting the course provider:

• When you find an interesting course, please contact the course provider 
directly to obtain further information or to book your place.

• Use the “Contact” button on the course detail page or the course website 
link.

• School Education Gateway does not organise any on-site courses, therefore 
we can’t answer any inquiries about individual courses.

https://www.schooleducationgateway.eu/en/pub/resources/tutorials/how_to_select_a_teacher_traini.htm


For course providers: 
Add a course

Please remember to first log in and add an 
organisation to your profile!

Then you can Add a course:
• On the Course Catalogue page
• Under Profile >> Courses >> Add a course

Please note that you cannot add online 
courses – only on-site courses. 



Add a course: form

• Fill in all the fields; compulsory 
fields are marked with (*)

• In the description field you can use 
basic html tags to shape your text 
(bullet lists, bold, italic)

• Saving and publishing your course:
• A new course is saved as ‘draft’
• To publish the course, go to your list 

of courses where you can edit it 
further or publish it directly. 



• Drafts: the listings are not publicly visible, and they can be published 
and/or further edited.

• Published: the listings appear on the public platform.

• Completed: the listings are over (i.e. they happened in the past) but 
they are still publicly accessible on the platform.

• Blocked: the listings have been blocked by the administrators.

Listing statuses



Adding multiple sessions

• You can create and view multiple 
sessions within one course item

• Course status: option to mark if session is 
fully booked or cancelled

• The multiple sessions will appear in the 
course catalogue and the course detail 
view



Add a course: Contact

Select in the form how you want to be 
contacted

• By email – specify your email address

• Via contact person (someone in your 
organisation)

→ Make sure the Notifications are activated!



Course management 2. The courses created by your 
organisation can be found here

1. Within Profile 
select “Courses”

You can view and edit
all courses created by 
members of your 
organisations in Profile 
>> Courses >> Your 
courses

Draft courses 
(to publish, click “edit” and 
change status to 
“Published”)

Use “Duplicate” to make a 
copy of a course to create a 
similar one. You can then 
edit the details as required.

Use “Delete” to remove a 
course that is not needed 
anymore. You can’t delete a 
course that has reviews.



Course management: Notifications

In your Profile, under “Manage 
Notifications”, you can define how and 
when to receive notifications about 
your courses.



Mobility Opportunities

www.schooleducationgateway.eu/mobility

Opportunities for school staff to 
undertake teaching assignments 

and job shadowing in a host 
school/organisation abroad

http://www.schooleducationgateway.eu/mobility


You can choose between a simple 
and advanced search mode.

Search by keyword, 
type of mobility opportunity,
language, location or dates.

Mobility Opportunities: 
Search

Members only:
Shortcut to
- Saved searches 
- Saved courses
- Add a new MO

You can search for either:
• Mobility Opportunity offers posted by organisations 

available to act as a host
• Mobility Opportunity requests posted by anyone looking 

for a hosting organisation



Mobility Opportunities:
detailed view

Tip! Learn about the 

Tip! Learn about the  
Mobility Opportunity 
types in the Frequently 
Asked Questions.

1. Organisation’s profile
2. Navigate using the Next/Previous buttons

For registered users only
3. Shortcut to saved searches and saved items
4. Add to favourites
5. Contact the organisation
6. Follow the organisation
7. Report a problem 
8. Rate and review 

http://www.schooleducationgateway.eu/en/pub/about/faq.cfm


Add a Mobility Opportunity 

Please remember to first log in and add an 
organisation to your profile!

Go to Add a Mobility Opportunity
• On the Mobility Opportunities page
• Under Profile >> Mobility Opportunities >> 

Add a Mobility Opportunity

Tip! If you’re looking for a 
mobility period abroad, post 
your own announcement now! 



For more information on the following topics, please refer 
to the guidelines under Course Catalogue, as the same 
features apply to Mobility Opportunities:

• Submission form

• Contact function

• Notifications 

• Management of your Mobility Opportunities



Strategic Partnership request

www.schooleducationgateway.eu/partnerships

Partner search for schools and 
organisations across Europe to carry 

out joint projects aimed at 
improving standards and the quality 

of teaching and learning

http://www.schooleducationgateway.eu/partnerships


Strategic Partnerships: 
Search

You can choose between a simple and 
advanced search mode.

Search by keyword, type of organisation,
your country or dates.

Members only:
Shortcut to
- Saved searches 
- Saved courses
- Add a new SP



Strategic Partnerships:
detailed view
1. Organisation’s profile
2. Navigate using the Next/Previous buttons

For registered users only
3. Shortcut to saved searches and saved items
4. Add to favourites
5. Contact the organisation
6. Follow the organisation
7. Report a problem 
8. Rate and review 



Create a Strategic Partnerships request 

Go to Create a Strategic Partnership 
request
• On the Strategic Partnerships page
• Under Profile >> Strategic 

Partnerships >> Create a Strategic 
Partnership request



For more information on the following topics, please refer 
to the guidelines under Course Catalogue, as the same 
features apply to Strategic Partnerships:

• Submission form

• Contact function

• Notifications 

• Management of Strategic Partnerships



Support materials

Erasmus+ Tools:
• Frequently Asked Questions (in 23 languages)
• Terms and conditions (in 23 languages)
• Tutorial: How to Select a Teacher Training Course 

Abroad (in 23 languages)
• Video tutorials to use the tools

Erasmus+ Programme:
• Erasmus+ Programme website
• Publication: Erasmus+ A practical guide for school 

leaders (in 6 languages)
• Online course: Erasmus+ funding opportunities 

for schools at the Teacher Academy (free of 
charge)

http://www.schooleducationgateway.eu/en/pub/about/faq.cfm
http://www.schooleducationgateway.eu/en/pub/opportunities/terms_and_conditions.htm
http://www.schooleducationgateway.eu/en/pub/resources/tutorials/how_to_select_a_teacher_traini.htm
https://www.schooleducationgateway.eu/en/pub/opportunities/video-tutorials.htm
https://ec.europa.eu/programmes/erasmus-plus/
http://www.schooleducationgateway.eu/en/pub/resources/guide_for_school_leaders2.htm
https://academy.schooleducationgateway.eu/en/web/erasmus-funding-opportunities-for-schools-2019-edition/home


Register and join the 
School Education Gateway today!

www.schooleducationgateway.eu 

support@schooleducationgateway.eu

/EUErasmusPlusProgramme

#EdGateway / #EUteacheracademy / @EUErasmusPlus

schoolgateway

The School Education Gateway is an initiative of the European Union and funded by Erasmus+, the European programme for 
Education, Training, Youth and Sport. Neither the European Union institutions and bodies nor any person acting on their behalf may 
be held responsible for the use which may be made of the information contained herein.

https://www.facebook.com/EUErasmusPlusProgramme/
https://twitter.com/hashtag/EdGateway?f=tweets
https://twitter.com/hashtag/EUteacheracademy?f=tweets
https://twitter.com/EUErasmusPlus
https://www.youtube.com/user/schoolgateway

