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1 INTRODUCTION TO ARS 

Welcome to the ARS user guide. This is a technical/practical user guide on how to 
create and submit a Nordplus application. For information on general and specific 
Nordplus rules, please read the Nordplus handbook  available on 
www.nordplusonline.org.  
 
 
If this guide does not answer your questions, please contact the Nordplus 
administrator in your home country. 
 



 

  
 

2 CONTACT DETAILS  

Denmark 
Danish Agency for International Education 
Visitors’ address: Fiolstræde 44, 1171 København 
K 
Telephone: +45 3395 7000 
Fax: +45 3395 7001 
Email: iu@iu.dk 
Website: www.iu.dk 
 
Estonia 
Centre for Educational Programmes 
Sihtasutus Archimedes – Archimedes foundation 
Koidula 13a, Tallinn 10125 
Telephone: +372 6 96 24 18 
Fax: +372 6 96 24 26 
Email: arch@archimedes.ee 
Website: www.archimedes.ee 
 
Finland  
Centret för internationell mobilitet och 
internationellt samarbete CIMO 
PB 343, FI-00531 Helsinki  
Visitors’ address: Hagnäskajen 6  
Telephone: +358 (0) 207 868 500 (switchboard) 
Fax: +358 (0) 207 868 601 
Email: nordplus@cimo.fi 
Website: 
www.cimo.fi/Resource.phx/cimo/mainpage/mainpa
ge.htx 
 
Faroe Islands 
Altjóða Skrivstovan 
Educational Exchange Office 
J. C. Svabos gøta 14 
Postboks 272 
FO-110 Torshaven 
Telephone: +298 322065 
Fax: +298 352501 
Website: www.ask.fo 
 
Greenland 
Nordens institut i Grønland/NAPA 
Postboks 770 
3900 Nuuk, Greenland 
Telephone: +299 32 47 33 
Fax: +299 32 57 33 
Website: www.napa.gl 
 
Iceland 
The Office of International Education – 
Alþjóðaskrifstofa háskólastigsins 
Háskólatorg v. Sudurgötu, 101 Reykjarvik 
Telephone: +354 525 4311  
Fax: +354 525 5850  
Email: ask@hi.is  
Website: www.nordplus.is 
 
 

Latvia 
State Education Development Agency (Valsts 
izgl�t�bas att�st�bas a� ent� ra) 
Va�� u iela 1, R�ga 
LV-1050, Latvia 
Email: nordplus@apa.lv 
Website: http://www.viaa.gov.lv/eng�
 
Lithuania 
Education Exchanges Support Foundation – 
Švietimo main�  paramos fondas 
Gele�inio Vilko g. 12, LT-01112 Vilnius 
Telephone: +370 (8) 5 212 3364 
Fax: +371 (8) 5 249 7137 
Email: info@smpf.lt 
Website: www.smpf.lt 
 
Norway  
Norwegian Centre for International 
Cooperation in Higher Education – SIU 
Box 1093 Sentrum, N-5811 Bergen 
Visitors’ address: Vaskerelven 39 
Telephone: +47 55 30 38 00 
Fax: +47 55 30 38 01 
Email: nordplus@siu.no 
Website: www.siu.no 
 
Sweden 
Internationella programkontoret  
Box 22007, 104 22 Stockholm 
Visitors’ address: Kungsbroplan 3A, 2 tr 
Telephone: +46 (0) 8 453 72 00 
Fax: +46 (0) 8 453 72 01 
Email: registrator@programkontoret.se  
Website: www.programkontoret.se 
 
Åland 
Ålands Landskapsregering, utbildnings- och 
kulturavdelningen 
Självstyrelsegården 
Pb 1060, AX-22111 Mariehamn, Åland 
Telephone: +358 (0)18 25 000 
Fax: +358 (0)18 19155 
Website: www.regeringen.ax 



 

  
 

 
 
 

3 IMPORTANT INFORMATION FOR FIREFOX USERS 

 
 
The software that ARS is built on is best used with Internet Explorer, and we 
recommend that applicants use Internet Explorer.  
 
Firefox users can still use ARS, but some pages (forms) run scripts that take some 
seconds to load, show and hide information. Internet Explorer does not show the 
user a page until it is fully loaded. Firefox shows the various parts of a page as it 
loads. 
 
If you start to enter data into a page (or form) when it is not fully loaded, you interrupt 
the loading process, and the resulting page can either be confusing, or mean that the 
system requires that you complete certain actions that you did not intend to 
complete. 
 
If you use Firefox, especially if you do not have a fast internet connection, please be 
patient and wait until the form (page) is completely loaded before you start to enter 
data.
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GUIDE TO: CREATE AN APPLICATION  
 

4 LOGGING ON TO ARS 

 

Step Action Screen shot Results 

1  Log in to Nordplus ARS System using the 
following web address: ars.norden.org. 

Enter your user name and Password. If you 
are a new user, log in on the ‘I am a new 
user ’ to create a user name and a 
password. 

 

 

The Nordplus Welcome form is presented which 
contains an introductory text and radio buttons 
that allow the user to select the Programme 
under which the application is to be made. 

 

 

 

 

 

Relevance : 

All programmes  
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5 CHANGING PASSWORDS – HANDLING YOUR USER ACCOUNT  

Step Action Screen shot Results 

1  Choose the “Your data”  tab. 

Here, you can change your contact 
information, and you can reset your 
password. 

 

Write in your old password in the Current 
password  field. Enter your new one in New 
password , and re-enter in Retype new 
password. Press the button Change 
password. 

 

 

 

 

After pressing the button Change password, 
your password has been reset.  

 

 

 

 

Relevance : 

All programmes  
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6 STARTING AN APPLICATION  

Step Action Screen shot Results 

2  On the Nordplus Welcome form, select the 
radio button next to the programme name 
you wish to make an application under, and 
select ‘Continue’ 

 

General instructions: 

Note the layout of the form. The navigation 
on the right are the steps that you need to 
complete for your application. The part on 
the left is a form in which you can complete 
the information relevant to your application. 
Each step contains a new form.  

Selecting certain options in some forms may 
cause new steps to appear in the navigation 
on the right. Deselecting an option will 
remove those steps again. Forms that 
contain a lot of text have save buttons 
that you should use every time you leave 
your PC.  The system may log you off while 
you are away and if you haven’t saved your 
data, you may loose all the work you 
completed on that form.  

The Continue button also saves your work 
so you need not use both. 

 

Language choice: If you wish to, you can 
from this page on choose to get the 
application form in the Norwegian language. 

 

 

The Applicant form  under the heading 
Application [sub programme]  is presented 

 

Notice that the Welcome step has been 
checked off. This means that this step has been 
completed and you need not return to it.  

The entire process is complete when all steps at 
the right hand side of the page have a check 
mark next to them (except the final step – 
application).  

The step gets the completed status when all 
required data is completed, and you have 
clicked on the ‘Continue’ button.  

 

Please note that the Nordplus Language and 
Culture programme  is not open for participants 
from the Baltic region. 

 

Relevance : 

All programmes 
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7 ENTERING INFORMATION ON COORDINATING INSTITUTION (“A PPLICANT ”) 

Step Action  Screen shot  Results  

3  On this page you should fill in information 
about your institution as a coordinator of the 
application. Complete the applicant 
information section.  

 

Specific to the ‘Institution’ field: 

Higher Education: Can only complete this 
field by clicking on the Click to find your 
institution  icon as shown in step 4 to select 
a university or university college. 

Language and Horizontal:  Can complete 
this field by either clicking on the Click to 
find your institution  icon to select a 
university or university college as shown in 
step 4 OR by entering the text into the field. 

Adult and Junior:  Have to enter the text 
into the field. The icon for the fixed list of 
institutions is not available. 

 

 

 

Applicants in Adult and Junior : Go to step 7 in 
this guide. 

 

Applicants in Language and Horizontal  not 
using the Click to find your institution  icon, 
go to 7 in this guide. 

 

Applicants in Higher Education  continue to 
step 4 in this guide. 

 
 
 

Individuals (persons) are eligible for support 
only within the Nordplus Language and 
Culture programme.  Applicants in the other 
programmes must be an 
organisation/institution/school.��

�
Please note that the Nordplus Language and 
Culture programme  is not open for participants 
from the Baltic region.�



 

 
 

Step Action  Screen shot

4  On this page (step 4, 5 and 6) you select 
your institution from a fixed list (this step is 
only available for Higher Education, 
Horizontal and Language). 

Click on the spectacles icon ‘Click to find 
your institution’.  

 

Screen shot  
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Results  

 

A new window opens with a fixed list of country 
names 



 

 
 

Step Action  Screen shot

5  On this page (step 4, 5 and 6) you select 
your institution from a fixed list (this step is 
only available for Higher Education, 
Horizontal and Language). 

Click on the + sign next to the country of 
your institution.  

6  Scroll down the alphabetically sorted list of 
institutions and select one. 

 

Screen shot  
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Results  

The country list expands to include institution 
names 

 

The institution name is autofilled. 
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Step Action  Screen shot  Results  

7  Complete the information blocks ‘Institution’ 
Applicant Unit’ and ‘Applicant Person’.  

 

If you wish to leave your work at any time, 
click on the save button at the top or bottom 
of the form. 

Notice that ‘Applicant person’ normally is 
yourself or the coordinator of the project in 
your institution.  

 

If you were to exit your browser after saving, the 
work you have completed will be retained.  

8  Scroll down to the Letter of Intent 
information block and select the check box ‘I 
would like the ARS to send me my Letter 
of Intent’ and clicks on ‘Continue’.  

 

A dialogue box is presented with the message:  

An email has been sent to you with your letter of 
intent.  

The ‘Project’  form is presented. 

 

If later you wish to change information in this 
form and you do not wish to receive a new 
Letter of Intent, you can deselect this check box 
so that you do not get it again. 
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8 ENTERING INFORMATION ON YOUR PROJECT  

Step Action  Screen shot  Results  

9  On this page you should fill inn information 
on the project. 

Complete the ‘Project Summary’ information 
block. 

 

Title:  Please choose a short title for your 
project. 

 

Purpose: Please describe the purpose/aim 
of the project. What is the main aim of the 
project? This part should also be brief. 

 

  

 

 
 



 

  
 Page 15 of 46 

Step Action  Screen shot  Results  

10  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Project summary: Please describe the 
project in a few sentences. If you were to 
present your project in 1 minute, what would 
you tell them? 

 

Primary and secondary subject area: 
Please choose from the list. Notice this is 
only for Higher education. 

 

Annual priority: Please choose from the 
list. The list consists of the priorities for each 
programme this year, and you should 
choose which priority that correspond mostly 
with your project. 

 

Relations to other Nordplus applications:  
Please indicate if this application is related 
to other applications in this round 
(applications from the same group of 
partners, for instance) or to previous or 
ongoing projects in Nordplus. 

 

Network name:  Please enter the name of 
your network, if you have one. 

 

Complete all remaining information blocks in 
the Project  step and select the ‘Continue’ 
button. 

Please be aware that any formatting made 
your word processor (bullets, paragraphs, 
fonts) will not be transferred to ARS. 

 

 

 

The Add co-applicant information  form is 
presented 

 

 

Relevance:  ‘Primary and secondary subject 
area’ for Higher Education only. 
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Step Action  Screen shot  Results  

11  Scroll down to the Letter of Intent 
information block and select the check 
box ‘I would like the ARS to send me my 
Letter of Intent’ and clicks on ‘Continue’. 

 

A dialogue box is presented with the message:  

An email has been sent to you with your letter of 
intent.  

The ‘Project’ form is presented. 

 

If later you wish to change information in this 
form and you do not wish to receive a new 
Letter of Intent, you can deselect this check box 
so that you do not get it again. 
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9 REGISTERING PARTNERS (CO-APPLICANTS ) 

Step Action  Screen shot  Results  

12  On this page you should fill in information about your 
partners (co-applicants). 

Please note that applications for mobility activities should 
have at least two participating institutions from two countries, 
and that applications for project/network activities should 
have at least three participating institutions. 

Complete the first Co-applicant information block; ‘Co-
Applicant 1’ . 

Specific to the ‘Institution’ field: 

Higher Education:  Can only complete this field by clicking 
on the ‘Click to find your institution’  icon as shown in step 
4 in this guide to select a university or university college. 

 

Language and Horizontal:  Can complete this field by either 
clicking on the ‘Click to find your institution’  icon to select 
a university or university college as shown in step 4 in this 
guide OR by entering the text into the field. 

 

Adult and Junior:  Have to enter the text into the field. The 
icon for the fixed list of institutions is not available. 

 

Click on the ‘Add co-applicant’  button to create more co-
applicants. Note that it is only possible to remove the last 
added co-applicant using the ‘Delete co-applicant’  button. 

Later, you have the opportunity to select which co-applicants 
should receive a Letter of Intent, and which are actually 
participating in your project before you submit the 
application, so it is not important at this time that this list of 
co-applicants contains only participating project partners.  

Note that you can also edit the information in each 
information block at any time, so if you wish to use a 
redundant information block for a new co-applicant, you can 
do this. You just need to be sure that you select this 
changed co-applicant’s check box in the next step so that 
the LOI will be sent. 

Click on the ‘Continue’  button. 

 

Firefox users :  

Please wait until the form is fully loaded before 
you start to enter data. You should see only 1 Co-
applicant information as presented in the screen 
shot to the left.  

 

When Continue  is selected, the Send LOI’s to 
co-applicants  form appears. 

 

Exception for Nordplus Language and culture: 
Applications to Nordplus Language and culture do 
not require partner institutions (co-applicants). 

 

Please note that the Nordplus Language and 
Culture programme  is not open for participants 
from the Baltic region. 
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Step Action  Screen shot  Results  

13  Check the checkboxes next to all or some of the co-
applicant names.  

If you want to write a personal message to your co-
applicants, choose  the check box ’If you wish, you can 
add a personal message by checking the box below’.   

A text area appears. 

 

 

14  If you want to write a personal message to your co-
applicants, enter this message in the text area and select 
‘Continue’.  

A dialogue box appears with the message:  

An email with prefilled LOIs has been sent to your 
co-applicants. You are copied on the emails 

Emails are sent to your co-applicants by the 
system. Prefilled Letters of Intent are attached. 
You are copied on each of these emails. 

 

The form Select Activity Types  is presented.  

 

It is expected that your project partners get the 
appropriate legal person in their institution to sign 
the letter of intent. They can then either scan and 
send you the LOI electronically, or send them to 
you on paper and you scan and attach electronic 
version to the application. 



 

 
 

10 REGISTER ACTIVITIES  

Step Action  Screen shot  

15  On this page you should select what kind 
of activities your project consist of; 
Network/Projects and/or Mobility. 

Select the ‘Mobility’  and the 
‘Network/Project’  activity type check 
boxes and click on the ‘Continue’  button. 

 

 

Results

Three new steps called 
plans
meny at the right hand side of the page
budget form is presented.

 

Relevance

Horizontal Programme:
because mobility is not part of this programme.
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Results  

Three new steps called Mobility  and Mobility Travel  
plans  and Network/project  appear in the navigation 
meny at the right hand side of the page. The Mobility  
budget form is presented. 

Relevance : All programmes 

Horizontal Programme:  Cannot select Mobility 
because mobility is not part of this programme. 



 

  
 Page 20 of 46 

10.1 Mobility 

Step Action  Screen shot  Results  

16  On this page you should fill in information about the 
Mobility  activities in your project. 

Perform the following actions: 

·  Select an activity from the fixed list ‘Activity’ . 

·  Enter the total number of Board and Lodging 
reimbursement increments 
(weeks/days/months) for the activity next to 
each relevant travel category. 

·  Next to the relevant travel category in the table 
(number of return trips), enter the total number 
of persons travelling to destinations inside that 
category for the project. 

·  Please note that the categories have their own 
travel rates associated to them for the 
calculation of the amount that can be granted 
for travel.  

·  The Scandinavia and Baltic category indicates 
travel within the Scandinavia (including 
Finland) and Baltic region.  

·  The Greenland, and Faroe Islands and Iceland 
categories refer to travel from or to those 
countries e.g. from Denmark to Greenland, or 
from Estonia to Iceland. 

Describe the activity in the text field. 

Click on the ‘Add new activity’  button to add 
activities to your budget.  

When completed, click on the ‘Continue’  button.  

A total is calculated from the set travel rates 
associated with the travel categories, and the set 
Board and Lodging rate associated with the 
activity selected. 

 

The Mobility travel plans  form is presented. 

 

Relevance:  All programmes except Nordplus 
Horizontal 
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Step Action  Screen shot  Results  

17  On this page you should specify the Mobility 
travel plan  for each of the activities you selected 
on the previous page. 

 

Select an activity from the fixed list ‘Activity’ and 
complete the table with the number of persons 
travelling from the countries on the vertical axis, 
and to the countries on the horizontal axis. 

The activities selected here should correspond to 
the activities selected in the Mobility budget form 
you completed in the previous step. If you 
registered several activities, please select the ‘Add 
new activity’  button and complete the form. 
Repeat until you have the same numbers of 
activities as in Step 14 and then press the 
‘Continue’  button.. 

The entered data is saved and the 
Network/Project form appears. 

 

Firefox users : Please wait until the form is fully 
loaded before you start to enter data. You should 
see only 1 Activity block as presented in the 
screen shot to the left. 

 

Relevance:  All programmes except Nordplus 
Horizontal 
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10.2 Projects/network 

Step Action Screen shot Results 

18  On this page you should fill in information 
about your Network/Project . 

Select an activity from the fixed list 
‘Activity’  and complete the remainder of 
the information for one activity block.   

 

Click on the ‘Add new activity’  button to 
add activities to your budget.  

When completed, click on the ‘Continue’  
button.  

 

 

The expenses entered in the numeric fields, 
Travel , Board and Lodging  and Other  are 
totalled by the system in the Total  field.  

 

The View budget total form appears with a 
prefilled budget. The totals for the activity types 
are presented and totalled as a project total. The 
grant percentages are auto calculated for the 
activity types and administration costs. The grant 
percentages are totalled and the applicants own 
contribution to the project is calculated by the 
ARS. Applications for project and network 
activities are required 50% co-financing in most 
programmes and 25% co-financing in Nordplus 
Adult. ARS calculates 50%/25% of what you have 
budgeted for, this is the minimum contribution 
the project partners must put into the project 
should it be supported by Nordplus. 

 

The step View budget total  is only accessible 
when all the activity types selected in the step 
Select activity types , have been completed. 

 

If you incorrectly selected an activity type in 
Select activity types, go back and deselect it, 
click on Continue  again and you should have 
access to the View budget total form. 

 

Please read the Nordplus handbook for further 
guidance on how to make your budget.  
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11 BUDGET 

Step Action  Screen shot  Results  

19  On this page you should check if the auto 
filled data is correct. If not, you have to go 
back to the step Mobility  or the step 
Network/Project  to correct it. 

All the data is auto filled with the budget 
information you entered in the budget 
forms. 

Attach a detailed budget overview using 
the attach files button. A detailed budget 
is not required for all project applications, 
but is mandatory for all application to 
Nordplus Horizontal, and for bigger 
applications in the other programmes 
(applications exceeding 10 000 Euros in 
Adult, 15 000 Euros in Higher Education) 

 

When you select the radio button 
indicating that you have funding from 
another source, complete the details (how 
much and from which source) in the text 
area ‘Description of other funding’.  

Click on the ‘Continue’ button 

 

The Confirm co-applicants form is presented 
with the names of the co-applicants that the user 
has submitted. Each name has a check box next 
to it. 

 

 

 

Please read the Nordplus handbook for further 
guidance on how to make your budget.  
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12 CONFIRM PARTNERS (CO-APPLICANTS ) 

Step Action  Screen shot  Results  

20  On this page you should confirm your co-
applicants. 

Complete this step when you have 
confirmed the participation of your project 
partners, (Co-applicants). 

Check the check box next to the 
confirmed co-applicants only and click on 
the ‘Continue’  button. You do not need to 
go back to the Co-applicants form and 
edit the information there; only the Co-
applicants with check marks next to their 
names will appear in the contract. 

 

A dialogue box appears with the message: 

The co-applicants you have selected will be 
included in your contract if your application is 
successful.  

 

The Attach LOIs  form is presented. 
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13 ATTACH LETTERS OF INTENT (LOI S) 

Step Action  Screen shot  Results  

21  On this page you should attach the Letter 
of intent (LOI) from your partners (co-
applicants) and your own institution. 

 

Click on the ‘Attach files’  button. 

 

Upload the LOIs sent to you by your 
project partners, and your own. 

 

Use the Browse button to locate the files 
on your PC or local file server. 

When all files have been uploaded, click 
on the ‘Submit button.  

 

Close the window. Click on the 
‘Continue’  button at the end of the page. 

 

Please note that the coordinator 
(applicant) is responsible of uploading 
their own letter of intent as well as 
their partner’s (co-applicant’s) letters 
of intent. 

 

 

A new window opens with an upload file function. 

 

 

 

The Review application and submit form  is 
presented. 

 

Your files will appear in a list below the blue bar. If 
you do not see your files there, they have not 
been uploaded. 

 

 
 

If you accidentally upload the wrong file, you can 
delete it by clicking on the red X next to the file 
type icon. 



 

  
 Page 26 of 46 

14 PRINT APPLICATION  

Step Action  Screen shot  Results  

22  On this page you can print out your 
application. 

Select the Print  step. Here you can 
launch a PDF of your application in 
progress at any time by clicking on the 
‘Show application (PDF)’  button. 

 

Click on the Print icon in the PDF browser 
and the PDF will be printed to your default 
printer. 

 

You can save the PDF or send it to others 
by email.  

 

When no longer required, close the PDF 
window. 

 

To ensure you do not keep returning to 
this step, click on the ‘Continue’  button at 
the end of the page. 

 

 

 

 

The Print form opens with text and a Show 
application button.  

A new window with a PDF file which contains the 
application information completed up to that point. 
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15 SUBMIT APPLICATION  

Step Action  Screen shot  Results  

23  On this page you check out your 
application and the attachments (the 
LOIs) and submit the application. 

 

When your application is complete 
navigate to the Submit application step. 
Click on the ‘Show application’ button 
and ‘Attach Files’  button to review your 
application. 

 

When you have reviewed your application 
and you are sure you are ready to submit 
it, select the ‘Yes’  radio buttons to 
indicate your approval of the application 
and the documents. 

 

Click on the ‘Submit’ button. 

 

 
 

 

The Show application  button launches new 
window with a PDF file of the application is 
presented that can be saved and printed by the 
user as in the Print step 

 
 

The Attach files  button launches the Attach files 
window where you can view all the files you have 
attached to your application. 

 
On clicking on the Submit  button, a dialogue box 
appears with Yes/No buttons and the text:  

Are you ready to submit your application to the 
Nordplus programme? If you select Yes, your 
application will be submitted to an administrator in 
its current state. You should not alter your 
application from this point onward. Select No to 
return and edit your application. 

The step and related form Your application has 
been sent  is presented. 
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16 CONFIRMATION OF SUBMITTED APPLICATION  

Step Action Screen shot  Results  

24  On this page you can see a confirmation 
that your application has been sent.  

Your application has been sent  form. 

 

An email confirming receipt of the application has 
been sent to your mail box. 

 

The application process is complete. If your 
application is approved and receives funding, you 
will be notified as stated on this form. You will then 
be asked to return to the ARS system to report on 
your project. 

If your project won’t receive any funding, you will 
also be notified. 
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GUIDE TO: STATUS REPORTS 
 
17 LOGGING ON TO ARS 

 

Step Action Screen shot  Results  

1  Log on to the ARS, using your log-on and 
password from when you applied. 

 

www.ars.norden.org 

 

You will reach the ARS start page 

 

 

 

 

Status reports should be submitted annually 15 
June for projects lasting over a year*. The report 
form is open from 15 May. 

 

Relevance: 

Multiannual projects 

*This is a general rule, but chief administrator may 
decide to have only final report for smaller projects, 
even though they are over a year. Please see your 
contract for information. 
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18 FIND YOUR DUE REPORT 

Step Action Screen shot  Results  

2  Log on to the ARS, using your log-on and 
password from when you applied. 

 

www.ars.norden.org 

 

You will reach the ARS start page. Choose the 
“your actions” banner. You will get to a list of all due 
actions. 

 
  



 

  
 Page 31 of 46 

19 OPEN THE REPORT FORM 

 

Step Action Screen shot  Results  

3  Find the correct project ID in the overview 
(see your contract if you are not sure, or if 
there are multiple lines). You can also 
search by project ID number, if known. 

 

The status report form will open. 

 

 

If this is your first year, you shall fill out status report 
1, the second status report 2 etc.  
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20 FILLING OUT THE STATUS REPORT  

 

Step Action Screen shot  Results  

4  Answer each of the five question by: 

 

a) Giving a point according to a 
scale 1 (not at all) to 5 
(completely) 

b) Further comments. Why did you 
choose the point given?  

Please note that it is mandatory to 
use the “further comments”, and 
especially important if there are 
changes in the project in 
comparison with the project 
description. 

 

You can Generate a PDF version of 
the report by pressing ”View status 
report”.  

 

 
 

 

The report is completed, press CONTINUE.  

 

You will receive an e-mail notification saying that 
your report has been successfully submitted. 

 

After the report has been assessed, you will receive 
a notification, saying that your report has been 
accepted, or that it needs further elaboration.  
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GUIDE TO: FINAL  REPORTS 
 

21 LOGGING ON TO ARS 

Step Action Screen shot  Results  

1  Log on to the ARS, using your log-on and 
password from when you applied. 

 

www.ars.norden.org 

 

You will reach the ARS start page 

 

 

 

 

Final reports must be submitted at latest 30 days 
after the completion of the project (completion date 
is given in your contract). 

 

Relevance: 

All programmes 
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22 FIND YOUR DUE REPORT 

Step Action Screen shot  Results  

5  Log on to the ARS, using your log-on and 
password from when you applied. 

 

www.ars.norden.org 

 

You will reach the ARS start page. Choose the 
“your actions” banner. You will get to a list of all due 
actions. 
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23 OPEN THE REPORT FORM 

 

Step Action Screen shot  Results  

6  Find the correct project ID in the overview 
(see your contract if you are not sure, or if 
there are multiple lines). You can also 
search by project ID number, if known. 

 

The final report form will open. 
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24 FILLING OUT THE FINAL REPORT , PAGE 1 

Step Action Screen shot  Results  

7  Answer questions1-5  by: 

c) Giving a point according to a 
scale 1 (not at all) to 5 
(completely) 

d) Further comments. Why did you 
choose the point given?  

Question 6:  

Give a point using the scale 1-5, and 
describe in the open text field.  

Question 7: 

Indicate by yes or no if the activities will 
continue beyond the Nordplus support 
period. Comment.  

Question 8: 

Give a point using the scale 1-5, and 
comment in the open text field. 

Question 9: 

Give a point using the scale 1-5, and 
comment 

Question 10: 

List publications in the open text field.  

Question 11:  

Evaluate your overall Nordplus 
experience from a scale 1-5, 1 meaning 
poor and 5 excellent 

Question 12: 

Give the planned numbers of participants 
and actual number of participants in 
network/project activities 

 
 

After completing all the questions, press 
“continue”. 

 

Press CONTINUE. If you have mobility activities, 
the mobility report form will open. If not, the budget 
form will open. 

 

 

***see attached list over questions asked in the 
report 

 

Please note that it is mandatory to use the 
“further comments”, and especially important if 
there are changes in the project in comparison 
with the project description.  
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25 QUESTIONS 1-11 IN THE FINAL REPORT  

 
1. To which degree did the project meet its overall objectives?  
2. To which degree did the project produce the planned products (e.g. reports, publications, training material, courses)?  
3. To which degree did the project meet its planned schedule?  
4. To which degree did the project meet its planned budget?  
5. To which degree did the co-operation between the project partners meet its planned objectives?  
6. To which extent has the project had a positive impact on the participating partner institutions/organisations?  
Please describe the benefits that have been experie nced by the participating organisations 
7. Will project activities continue when Programme support is terminated? 
8. How effective has the evaluation and/or dissemination of results of the project been. 
9. To which extent have the results of the project benefited target groups outside the institutions?  
10. Publications (list): please provide a list of publications made by the project 
11. How do you evaluate your experience of working with the Nordplus programme. 
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26 FILLING OUT THE FINAL REPORT – MOBILITY STATISTICS  

 

Step Action Screen shot  Results  

8  If you have mobility activities, the page 
Mobility travels actual” will open. 

 

Choose correct activity, and fill out the 
actual travels that were undertaken during 
the project period.  

 

Kindly include the correct numbers of 
travellers FROM country (vertical axis) TO 
country (horizontal axis). 

 

Please make sure to add a new box per 
activity type (e.g. one for teachers, one 
for pupil travels etc).  

 

Press CONTINUE, the budget page will open. 

 

 

 

 

 

 

 

 

 

Relevance: 

Projects containing mobility activities 
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27 FILLING OUT THE FINAL REPORT – BUDGET ACTUALS  

 
 

 
 
   
  

Step Action Screen shot  Results  

9  Please complete the form filling out the 
right column of the budget (budget 
actuals). Here you should fill in the actual 
accounts for the project.  

 

Add the full expenditure for mobility, add 
the full expenditure for Network/project 
(included what was spent of the own 
funding).  

 

The system will calculate the “Nordplus 
contribution network/projects” and the 
Nordplus contribution mobility.  

 

Add the Administrative fee sum.  

 

PLEASE NOTE THAT THE SUMS 
CANNOT BE HIGHER THAN THE 
GRANT DECISSION. 

 

Please attach a detailed overview over 
your expenses.  

 

Please explain any deviations from the 
budget approved by Nordplus.  

 

Press continue. 

 

The accounts are saved. For Higher education 
projects, step 28 will appear, for Nordplus Nordiske 
sprog og kultur, step 15 will appear. 

 

For other projects, the report is completed, press 
CONTINUE.  

 

You will receive an e-mail notification saying that 
your report has been successfully submitted. 

 

After the report has been assessed, you will receive 
a notification, saying that your report has been 
accepted, or that it needs further elaboration.  

 

 

COLUMNS APPLICATION TOTAL AND GRANT 
DECISSION ARE PRE-FILLED.  

 

 

 

Relevance: 

All projects 
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28 PRINTING YOUR FINAL REPORT  

 

 
 
 
 

10  To get access to the PDF version of your 
report, you must be at the step “Final budget”.  

 

Press View final report  to get the print 
version of your report. 

 

PLEASE NOTE THAT IN ORDER TO 
INCLUDE ALL INFORMATION IN THE 
PDF VERSION, YOU MUST PRESS SAVE 
BEFORE PRESSING VIEW FINAL 
REPORT. 

�

PDF-version of your final report 

 

 

Relevance: 

All projects 
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GUIDE TO: FINAL  REPORTS: SPECIFIC STEPS FOR NORDPLUS HIGHER EDUCATION PROGRAMME 
 

29 MOBILITY STATISTICS , STUDENT MOBILITY  

Step Action Screen shot  Results  
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11  Student mobility. 

 

1) Fill out GENDER and AGE 
RANGE for all students 
participating in mobility activities 
in the period you are reporting 
for. Please indicate number of 
students per subject area. 

 

 

 

 

 

 

PLEASE NOTE THAT EXPRESS MOBILITY 
STATISTICS SHALL BE REPORTED 
SEPERATELY.  

 

 

 

 

 

Relevance: 

Nordplus higher education programme 

 

Step Action Screen shot  Results  
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12  Student mobility. 

 
Please indicate the sums 
distributed for travel and board 
and lodging respectively, 
according to subject areas 
(AVERAGE sums per student 
within each subject area).In the 
same form, you are asked to 
indicate the number of students 
participating in work placements 
(total per subject area). 

 

 

PLEASE NOTE THAT EXPRESS MOBILITY 
STATISTICS SHALL BE REPORTED 
SEPERATELY.  

 

 

Relevance: 

Nordplus higher education programme 
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Step Action Screen shot  Results  

13  Student mobility. 

Please indicate the duration  of the 
mobility within each subject field (summed 
up for all participants).   

 

 

 

PLEASE NOTE THAT EXPRESS MOBILITY 
STATISTICS SHALL BE REPORTED 
SEPERATELY.  

 

 

Press CONTINUE, express mobility form opens 
(if relevant). 

If not a part of your project, teacher mobility form 
opens. 

If not a part of your project, the report is submitted.  

 

You will receive an e-mail notification saying that 
your report has been successfully submitted. 

 

After the report has been assessed, you will receive 
a notification, saying that your report has been 
accepted, or that it needs further elaboration.  

 

Relevance: 

Nordplus higher education programme 
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30 MOBILITY STATISTICS , EXPRESS MOBILITY  

 
 
 
 

 

Step Action Screen shot  Results  

14  Express mobility 

 

Please see step 10-12 for instructions 

 

 

 

PLEASE NOTE THAT STUDENT MOBILITY 
STATISTICS SHALL BE REPORTED 
SEPERATELY.  

 

Press CONTINUE, and teacher mobility form 
opens. 

If not a part of your project, the report is submitted.  

 

You will receive an e-mail notification saying that 
your report has been successfully submitted. 

 

After the report has been assessed, you will receive 
a notification, saying that your report has been 
accepted, or that it needs further elaboration.  

 

 

 

 

 

Relevance: 

Nordplus higher education programme 
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31 MOBILITY STATISTICS , TEACHERS MOBILITY  

 
 

 
 

Step Action Screen shot  Results  

15  Teachers mobility 

 

TRAVEL DURATION 

Please indicate the duration of mobility – 
one row for female participants (the total 
duration for all female participants) and 
one for male participants (the total for all 
male participants).  

 

ACTIVITY DESCRIPTION 

Please describe the activity performed 
during the mobility (one row for each 
activity) and the number of students 
taught. 

 

Press CONTINUE, and the report is submitted.  

 

When you have finished your FINAL REPORT in 
ARS, please print it.. The report is signed by the 
coordinator and the head of finance.. The signed 
report must be sent by mail to the chief 
administrator (your contract partner) before the 
deadline for your report. 

 

You will receive an e-mail notification saying that 
your report has been successfully submitted. 

 

After the report has been assessed, you will receive 
a notification, saying that your report has been 
accepted, or that it needs further elaboration.  

 

 

 

 

 

Relevance: 

Nordplus higher education programme 

 


