
Mobility-Online Guide 
for Selected Students

Short-term Mobility

Step-by-step instructions to ensure the successful completion of 
the Mobility-Online application process for Outgoing exchange 
students at Mykolas Romeris University. International Office Student Mobility Unit

Email.: outgoing@mruni.eu
Room: I-302; 
Ph.: (370 5) 271 4579;



Step 1 Confirm1

Confirm that you have sent your application documents to the 
partner institution. 

If you have not submitted them yet, confirm that you have 
reviewed the required documents and are ready to submit 
them on time.



Step 1.1 Confirm Document Submission2

Click "Forward to update" to activate 
the confirmation step. If you have 
already sent your application documents 
to the partner institution, tick the 
checkbox and click "Update". 

If you have not sent them yet, complete 
the submission first, then return to this 
page to confirm it.



Step 2 Upload the Signed Learning Agreement3

If this step applies to you, click the 
upload link and upload your fully signed 
Learning Agreement.



Step 3 Complete Your Digital Learning Agreement (DLA)4

If this step applies to you, complete your Digital Learning Agreement by following each workflow step in order.

Digital Learning Agreement (DLA) = Online Learning Agreement (OLA)

Enter the required information, add your courses, and obtain the necessary approvals from your home and host institutions. 

While waiting for the DLA to be fully signed, you may proceed with the next steps!



Step 4 Enter Mobility Information5

Enter your current year of study, the language and proficiency level of your studies at the host institution, and the exact dates 
of your mobility period.

Then, select the responsible persons for the Learning Agreement at Mykolas Romeris University and your partner institution. 
Make sure to select the correct contact person at your partner institution, as choosing the wrong person may prevent your DLA 
from being signed.



Step 5 Add Your Planned Courses6

Click “Create new course at the host 
institution…” to add the courses you plan to take 
during your mobility. (Table A)

Table B has to be kept empty.



Step 5. Enter Host Institution Course Details7

Enter the details of the courses you plan to take at the host institution, including the course code (BIP 
ID), title (BIP name), number of ECTS credits, course level (optional).

If applicable, also provide a short description of the virtual component.



Step 5. Complete Table A9

Once you have completed Table A, click "Final 
Check Before Signing the DLA (Student)" to 
review your Learning Agreement before 
signing.



Step 6 Review and Sign Your DLA10

Review all the information displayed on the final check page to ensure that your personal details, sending and receiving 
institution information, mobility period, and selected courses are correct. 

If you notice any errors, go back and make the necessary changes before proceeding. Once everything has been verified, 
click "Sign and Transfer" to electronically sign your Digital Learning Agreement and submit it to your sending and receiving 
institutions for approval.

testname@gmail.com

testname@gmail.com

faculty at MRU faculty academic 
coordinator



Step 7 Course Selection Approved by the Home Institution11

Once both your Home Institution and Partner Institution have approved your course 
selection, both approval statuses will be marked as complete. 
Your Digital Learning Agreement is now fully approved by all required parties, and you may 
proceed with the next stages of your mobility.



Step 8 Changes to the Learning Agreement12

If you need to make changes to your Learning Agreement during the mobility, you can 
request them in this section.

Please note: Changes to the Digital Learning Agreement (DLA) can only be made after 
the original DLA has been fully signed by all parties before the mobility begins.



Step 9 Upload Your Acceptance Letter13

Upload the acceptance letter or acceptance 
e-mail you received from your Host 
University. If your acceptance was sent by 
e-mail, save the e-mail as a PDF before 
uploading it. Make sure the uploaded 
document is clear and complete.



Step 10 Upload Your Travel Tickets14

Upload your travel 
ticket to the host 
country. If your ticket 
is not yet available, 
upload a travel plan 
indicating your 
planned departure 
date and intended 
means of transport.
Finally, upload your 
return travel ticket 
once it becomes 
available.



Step 11 Upload the Short-Term Mobility Grant Request Form15

Complete, sign, and upload the Short-Term 
Mobility Grant Request Form. Ensure it 
includes both yours (students’) and the 
faculty coordinator's signatures.



Step 12 Upload the OLS Language Assessment Certificate 
(Optional)

16

If you have completed the OLS 
Language Assessment, upload 
your certificate. This step is 
optional and is not mandatory 
for all participants.



Step 13 Confirm Your Final Mobility Dates17

Review and confirm your final mobility dates. Make sure the 
confirmed dates correspond to your approved mobility period and any 
supporting documents submitted.



Step 14 Valid Passport or ID Card of Lithuania Uploaded18

Upload any additional 
documents you wish to 
provide.

Upload a copy of your valid Lithuanian 
passport or ID card. 

If applicable, you may also upload your TRP 
(Visa) or EU Card using this upload section. 
After selecting the file, click Save to 
complete the upload.



Step 15 Update Your Personal Details19

Review your personal information and ensure that all required fields, including 
your name, bank details, gender, and date of birth, are correct.



Step 15.1 Enter Your Bank Details20

Provide your bank account information, including the bank name, 
account number, BIC/SWIFT code, IBAN, and account holder's name. 
Review all details carefully and click "Update Personal Details" to save 
the information.



Step 16 Upload Your Health Insurance21

Upload your valid health/medical insurance policy or European Health Insurance Card 
(EHIC). Ensure that your insurance is valid for the entire mobility period and covers the 
minimum requirements specified in your Grant Agreement.



Step 17 Grant Agreement Received by E-mail22

After receiving the Grant 
Agreement by e-mail, review all 
information, sign the document, 
and upload the signed PDF to 
Mobility-Online. Once both you 
and MRU have signed the 
agreement, your grant will be 
processed according to the 
agreement.



Step 18 Upload the Signed Grant Agreement23

Upload your signed Grant 
Agreement to Mobility-Online. 
Make sure the uploaded file is 
complete, signed, and in PDF 
format. Once uploaded, the 
agreement will be reviewed and 
signed by the responsible 
persons at MRU.



Step 19 During the Mobility24

Download the Confirmation of Arrival template 
and upload the signed Certificate of Arrival after 
arriving at the host institution.

Make sure that the arrival and departure dates in 
the Certificate of Attendance match the dates 
stated in your grant agreement.



Step 20 After the Mobility25

Upload proofs of travel for the 
journey to and from the host 
institution, compiled into one 
document and arranged 
chronologically.



Step 20.1 After the Mobility26

Also upload the Certificate of Attendance, including the arrival and departure sections. 
The dates must match the dates in the grant agreement. 

Accepted travel proofs include:
Boarding passes for flights 
Validated bus or train tickets 
Fuel receipts for carpooling



Step 21 Upload feedback27

Upload a PDF or WORD feedback document about your 
Erasmus+ experience abroad, including your experiences, 
recommendations, and several photos. 

We might use your feedback to share with the prospect 
exchange students, so we ask you to write a useful feedback 
about your experience. 



Step 21.1 EU SURVEY upload28

After the BIP activity, students must 
complete the online EU survey. An 
invitation email will be sent automatically 
to participants after the event. 

Students should complete the survey by 
following the link in the email. After 
completion, you must upload the survey 
in ‘EU survey in PDF format uploaded’ 
step.



Step 21.1 Transcript of Records (Certici28

Participants are required to upload a Transcript of 
Records (ToR). 

Transcript of Record (ToR) =  Any official document 
confirming the achievement of ECTS—whether 
expressed through grades, wording, or another form 
of assessment—is considered a valid Transcript of 
Records for this purpose. 



Step 22 Application Closed29

Once all required documents have been 
approved, your mobility documents are 
transferred to your MRU faculty for the 
recognition process, and your Mobility 
Online application will be officially 
closed.


