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1 Loglin

Once your Internship Provider account in the “Atlas” program has been certified, you can log in to the
application from here. On the login tab, select “Internship Provider” to be redirected to the next login

page to fill in details (Image 1.1 — Login).

Log in

In order to login, choose the user category you belong to:

& Undergraduate Student
IE Internship Provider I

w Internship Office

If you're having trouble to signin, you can contact Helpdesk

Image 1.1 - Login

On this page, you fill in your account username and password and select "Log in" to enter the application.
From the same tab, you have the option of a password reminder, by pressing the corresponding option

(Image 1.2 — Fill in account details/ Password reminder).
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Login to ATLAS

Username

Password

Remember Me

Log in

Forgotten password

Back to Main Page

Image 1.2 - Fill in account details/ Password reminder
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After logging into the application, you can:

1. Edit host company’s information.

2. Create and edit Internship Positions.

3. Update the selected Internship Positions.

4. Complete Evaluation forms of your Interns and Internship Offices you cooperate with from
the tab Evaluation.

5. Create and edit new users for branches of the company.

6. Contact “ATLAS” helpdesk.

(Image 1.3 — Main Page)

I # & > -
m Host company information Internship Positions Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk

v Your account has been certified. You may start using the services provided by the Information System of “Atlas”. Detailed instructions are available here.

Host Company's application enables user to execute the following actions: :

« Edit host company’s information.

« Create and edit Internship Positions.

« Update the selected Internship Positions..

« Complete Evaluation forms of your Interns and Internship Offices you cooperate with from the tab Evaluation.
« Create and edit new users for branches of the company.

« Contact with “ATLAS” helpdesk .

Image 1.3 — Main Page
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2 Host company information Update

2.1 Host company information

From the «Host company information» tab, you can change the information you entered when creating
the account. After completing the changes, you should select «Update Host company’s information» to
register the new details (Image 2.1 — Host company information). In the event that any of the elements
you are trying to change does not have the prescribed format, a relevant message appears with the fields
that are not valid and information on how they should be filled.

To modify the locked fields of your account (Legal Representative Details, Host company’s Name) you
can print the Change Personal Information Form and send it to the Help Desk by e-mail at
helpdesk@atlas.grnet.gr.

Note: To change other information such as the name of the Host Company’s Contact Person, you should
contact the helpdesk.
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Image 2.1 — Host company information
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2.2 User’s Details

In the «User’s Details» tab you can change the e-mail of the account by selecting «Change E-mail» (Image
2.2 — User’s Details /Change E-mail).

Note: After the change has been made, you will receive an e-mail with instructions for certifying the new
e-mail you registered.

Home Host company information Internship Positions Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk
Host company information User's Details Provider's Logo

» User's Details
Username: I

# Change E-mail

E-mail:

Image 2.2 — User’s Details /Change E-mail
2.3 Provider’s Logo

In the «Provider’s Logo» tab, you are given the option to add an image with your Provider’s Logo (Image
2.3 — Provider’s Logo).

Note: The file should be png or jpeg, with a maximum size of 500KB.

Home Host company information Internship Positions Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk
Host company information User's Details Provider's Logo

NO IMAGE
AVAILABLE

=+ Add Logo

r'y

Image 2.3 - Provider’s Logo
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3 Internship Positions

From the tab "Internship Positions" you can see the internship positions you have already registered,

edit them or add new ones (Image 3 — Internship Positions).

From the tab "Number of Preferences" you can find out about the number of students who have added

this internship position to their list of favorites.

Home Host company information Internship Positions Selected Positions Evaluation My Reviews
Filters
Group ID: Country: -- indifferent -
Status: - indifferent — ‘ - l Region:
Position’'s Object: -- indifferent -- v City:
Posiitons that about to expire within the next 10 days D
Show revoked positions: |:|
Add new Internship Position Export to Excel Export to Excel Positions by User Accounts
Num... I -
Group Id 4 Last Updated Group Status Title of PO?“'_OH N Intern§h|p N
Objetives Location
Prefe...
Technical
216707 1/11/2024 Published Support ® =
Representative

Internship Host's Branches Contact Helpdesk

v Institution: - indifferent -- hd
Department:
Creation Type: - indifferent — -
€2 Clear
Total PreA... . . .
Posit... Posit... Active Until Actions
1 0 1/11/2025 Q O s, d

Image 3 — Internship Positions

3.1 Add new Internship Position

To add a new internship position, select "Add Internship Position" (image 3.1 - Add Position).

Filters

Group ID: Country: -- indifferent -
Status: - indifferent - - Region:

Position's Object: — indifferent — - City:

Posiitons that about to expire within the next 10 days |:|

Show revoked positions: D

image 3.1 - Add Position
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3.1.1 Step1l

In Step 1 (Image 3.1.1.1 — Step 1/Position details) fill in the form with general information about the
internship position such as title, number of available positions, description, geographical area, duration
(in weeks), type of position and (optionally) the desired time frame for the internship, the contact phone
number for the position and (optionally) the name and e-mail of the supervisor, as well as (optionally)
keywords as a short description of the niche that will act as additional search criteria for the niche.

Note: You can see an indicative example of a position with the General Position Details filled in, by
selecting the link "Position Group Example" (Image 3.1.1.2 — Example of filled position).

Home Host comgany information Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk
Step 2 Step 3 Step 4
Add position’s objects Selection of azadamics Group view
Position group data
Group data
Total o -
5
Durstion {weeks): i -
Country: E
Frafecture -
City -
Time-framed position No time lirni -
Position type: - choose position type - -
Accessible to people with disatilites 1| Select -
Supery
Tag
Tags m £ ed by comma. A 1= m from the: studes more e word, & ma
Image 3.1.1.1 - Step 1/Position details
European Union Operational Programme “Public Sector Reform” - EznA
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Position group example

General information

Title: Technical Support Representative
Total positions: 1

Available positions:

Candidate's responsibilites:

- Diagnosing and solving technical issues of equipment, software and network.
- Client tech support.

- Finding the right equipment in accordance with clients' needs.

Description:
escription Afull training session is included in order to get familiar with the working field

in request.

Trainee's Requirements:
- Basic knowledge of of computer and software engineering.

Duration (weeks):

e

Image 3.1.1.2 — Example of Filled Position
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After filling in the details select "Save and Continue" (Image 3.1.1.3 — Save & Continue).

Note: Some fields of the form give information on how to fill them in.

Home Host company information Intemship Positions Zslected Positons Ewsluation Ny Reviews Internship Host's Branches Contact Helpdesk
Step 2 Step 3 Step 4
Add position’s objects Selection of academics Group visw
Paosition group data
Group data
Tile: | Technical Suppont Representatve |
Total positions: | 1 | - |
Description Candidats's responsibiliies: ™
- Dizgnosing and solving s=chnical issuss of equipmant, software and network
- Cliznt tech support. -
- Finding the right equipment in accordance with dients’ neads.
s
Detailed description of the job position for the current role. The fisld should include informaticn regarding the employes’s responsibilities, required knowledpe
areas, 3oCess o space, ete. (see Posifion group example)
Duration {weeks): i 12 | -
Country:
Prefecture: | | - |
City: | | - |
Time-framed position No time limit -
Position type: | Full time | - |
Accessible to people with disshilites |1 | Select -
Sugeniisor | GIORGOS PAPADOPOULOS |
Supenisor email: giorgos{@papadopoulosmail com |
Contact phone: | EB000000D0 |
Taps
| = | Managment |
Tags must be seperated by comma. A tag used as an extra search term from the students and it can contain more that one weord, .g “business manager™

Image 3.1.1.3 - Save & Continue
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3.1.2 Step2

In Step 2 you can add the position’s objects. Selecting " Add position’s objects" (Image 3.1.2.1 — Step 2/
Add position’s objects) displays the list of available objects (Image 3.1.2.2 — Viewing Objects).

Home Host company information Internship Positions Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk

Step 3 Step 4
Selection of academics Group view

Choose one or more objects which suit to the offered position.

Add position’s objects

SIN Name Actions

No data to display

44 Previous Step Save & Continue b»

Image 3.1.2.1 - Step 2/ Add position’s objects

Add position’s objects X

[] Administration of supply chain / procurements
D Advertising

D Aesthetics

[:] Agriculture/ Fishing/ Forestry

[ Athletics

D Business administration

["] Business Gonsultant

Cancel

Image 3.1.2.2 — Viewing Objects

Select one or more of the available objects related to the location and then "Save" (Image 3.1.2.3 — Add
Objects/Save).

European Union Operational Programme “Public Sector Reform” j EZ"A
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Add position’s objects x

|__J Agricururer FISning/ Forestry

[ Athletics

|:| Business administration

Business Consultant
|:| ‘Computer Science
D Culture/ Arts/ Entertainment

|:| Customer service

Image 3.1.2.3 — Add Objects/Save

At this stage you can delete any of the selected position’s objects, select "Save & Continue" to proceed
to Step 3 or select "Previous Step" to return to Step 1 (Image 3.1.2.4 — Delete/Previous Step/ Save &
Continue).

Home Host company information Internship Positions Selected Positions Evaluation My Reviews Intemship Host's Branches Contact Helpdesk

Step 3 Step 4
Selection of academics Group view

Choose one or more objects which suit to the offered position.

Add position’s objects
SIN Name Actions

21 Business Consultant | X Delete |
44 Previous Step Save & Continue b»

Image 3.1.2.4 — Delete/Previous Step/ Save & Continue
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3.1.3 Step3

In Step 3 you select the Departments for which you want the Internship position to be accessible (Image
3.1.3.1 — Step 3/Add Departments).

I|:| Visible to all academicsl

Add Departments

Institution:

School

Department

Description of the available

Home Host company information Internship Positions Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk

Step 4
Group view

Select the academic departments that will have access to the position group

Actions

internships of each Department

No data to display

44 Previous Step Save & Continue Mp

Image 3.1.3.1 - Step 3/Add Departments

If you select "Add Departments" (Image 3.1.3.1 — Step 3/Add Departments) a list opens in which you can

select from which departments the specific position will be accessible (Image 3.1.3.2 — List of

Departments).

= Institution:

DEMOCRITUS UNIVERSITY OF
THRACE

UNIVERSITY OF PELOPONNESE

[ UNIVERSITY OF THESSALY

] NATIONAL AND KAPODISTRIAN
UNIVERSITY OF ATHENS

[J UNIVERSITY OF PATRAS

D ARISTOTLE UNIVERSITY OF
THESSALONIKI

[T UNIVERSITY OF PELOPONNESE

D NATIONAL AND KAPODISTRIAN
UNIVERSITY OF ATHENS

D DEMOCRITUS UNIVERSITY OF
THRACE

ARISTOTLE UNIVERSITY OF
[ Fceen A

School

SOCIAL, POLITICALAND
ECONOMIC SCIENCES

ECONOMICS AND
TECHNOLOGY

SCIENCES

THEOLOGY

HUMANITIES AND SOCIAL
SCIENCES

THEOLOGY

HUMANITIES AND CULTURE
STUDIES

THEOLOGY

CLASSICS & HUMANITIES
STUDIES

THEOLOGY

Department

ECONOMICS

INFORMATICS AND TELECOMMUNICATIONS
INFORMATICS AND TELECOMMUNICATIONS

THEOLOGY
PHILOSOPHY

THEOLOGY

HISTORY, ARCHEOLOGY AND CULTURAL
RESOURCES MANAGEMENT

SOCIAL THEOLOGY AND THE STUDY OF
RELIGION

GREEK PHILOLOGY

SOCIAL THEOLOGY AND CHRISTIAN

Schools/Departments X

European Union

European Regional
Development Fund

Image 3.1.3.2 — List of Departments
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By selecting the "Save" button you will see the descriptions set by the Departments you selected for the
Internship of their students. After reading them and taking into account any restrictions mentioned in
them, select the button "I have read the descriptions and taken them into account" (Image 3.1.3.3 -
Department Descriptions).

Schools/Departments e

B institution:

7 DEMOCRITUS UNIVERSITY OF
THRACE

UNIVERSITY OF PELOPONNESE

[ uNERSITY OF THESSALY
NATIONAL AND KAPODISTRIAN
M | NIVERSITY OF ATHENS

[[] UNIVERSITY OF PATRAS

D ARISTOTLE UNIVERSITY OF
THESSALONIKI

D UNIVERSITY OF PELOPONNESE
[:l NATIONAL AND KAPODISTRIAN
UNIVERSITY OF ATHENS

[:l DEMOCRITUS UNIVERSITY OF
THRACE

ARISTOTLE UNIERSITY OF
[t cmmen

School

SOCIAL, POLITICAL AND
ECONOMIC SCIENCES

ECONOMICS AND
TECHNOLOGY

SCIENCES

THEOLOGY

HUMANITIES AND SOCIAL
SCIENCES

THEOLOGY

HUMANITIES AND CULTURE
STUDIES

THEOLOGY

CLASSICS & HUMANITIES
STUDIES

THEOLOGY

Department

ECONOMICS

INFORMATICS AND TELECOMMUNICATIONS

INFORMATICS AND TELECOMMUNICATIONS

THEOLOGY

PHILOSOPHY

THEQLOGY

HISTORY, ARCHEOLOGY AND CULTURAL
RESOURCES MANAGEMENT

SOCIAL THEOLOGY AND THE STUDY OF
RELIGION

GREEK PHILOLOGY

SOCIAL THEQLOGY AND CHRISTIAN

flnTHIRE

Save

Cancel

Image 3.1.3.3 — Department Descriptions

Then, the list of Departments you selected is displayed and if you wish to delete any of the selected

Departments you can press the bin symbol to Delete (Image 3.1.3.4 — Delete Section).

Home Host company information [NEGENIL IS Selected Positions Evaluation My Reviews Intemship Host's Branches Contact Helpdesk

Step 4
Group view

Select the academic departments that will have access to the position group

D Visible to all academics

Add Departments

Description of the available

Institution: School Department Acti

nstitution choo! epartmen internships of each Department fons

NATIONAL AND KAPODISTRIAN

UNIVERSITY OF ATHENS THEOLOGY THECLOGY '

DEMOCRITUS UNIVERSITY OF SOGIAL, POLITICAL AND ECONOMIG

THRAGE SCIENCES ECONOMICS ' X
INFORMATICS AND

UNIVERSITY OF PELOPONNESE

44 Previous Step Save & Continue PP

ECONOMICS AND TECHNOLOGY TELECOMMUNICATIONS

[ ;
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Image 3.1.3.4 — Delete Section

Note: By selecting the icon in the column "Description of the available internships of each Department"

you can see again

the description of the specific Department.

In addition, with the options "Add Departments" and "Visible to all academics" you can add additional
individual Departments or all Departments respectively (Image 3.1.3.5 — Add Departments / Previous
Step / Save & Continue).

I|:| Visible to all academicsl

Add Departments

Select the academic departments that will have access to the position group

Step 4
Group view

Description of the available

Institution: School Department internships of each Department Actions

E:T\‘/(;:jgl\}ingKAﬁ:iﬂgTRlAN THEOLOGY THEOLOGY . X
$EE£§ER‘TUS UNIVERSITY OF gg‘(IJEI:Ié,EPSOLIT\CAL AND ECONOMIC ECONOMICS n X
UNIVERSITY OF PELOPONNESE ECONOMICS AND TECHNOLOGY !II'\IJ;.(E?JI\(QQTI\I/'I%?\JT;\]:I"IONS n X

44 Previous Step Save & Continue PP

Image 3.1.3.5 — Add Departments / Previous Step / Save & Continue

By selecting "Save & Continue" you can proceed to Step 4, while selecting "Previous Step" returns to
Step 2 (Image 3.1.3.5 — Add Departments /Previous Step/Save & Continue).

If you choose the position to be "Visible to all academics", then you are asked to confirm your choice by
selecting "OK" to confirm or "Cancel" to cancel this choice and limit the place in Departments related to
its subject. If you select "OK", you go to Step 4 (Image 3.1.3.6 — Confirm selection).

‘You have chosen the internship position to be accessible from ALL Greek university Departments. It is noted that by limiting
the accessibility of position to Departments relative to its expertise, you increase the possibility of the position to be chosen.

Image 3.1.3.6 — Confirm selection
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3.1.4 Step4

Step 4 aggregates all the information you have entered for the location. Once you confirm that the

details have been entered correctly, you can select "Save Group". Otherwise, you can go to the Previous

Steps and make the corresponding corrections (Image 3.1.4.1 — Step 4).
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1. Time the Position remains active

Once you have posted the Internship Position, it remains active for twelve months from the date of
posting. In case you wish to renew the position for another year, you can click on the corresponding icon
TL  in the column "Actions" (Image 3.2 — Position renewal icon).

Add new Internship Position Export to Excel Export to Excel Positions by User Accounts €+ Clear
Num... Position's Internship's Total PreA
Group Id | Last Updated Group Status Title of T N P N " Active Until Actions.
Objetives Location Posit... Posit...
Prefe...
Technical
216707 1/11/2024 Published Support 0| B 1 0 [i111/2025 Qo /s ]
Representative

Image 3.2 — Position renewal icon

1. Publish Internship Position

From the tab "Internship Positions" you can publish an internship position that you have added to the

system by clicking on the relevant icon . in the column "Actions" for the respective position (Image
3.3.1 — Publish position icon).

Home Host company information Internship Positions Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk
Filters
Group ID: Country: - indifferent — - Institution: — indifferent — -
Status: - indifferent - ‘ - ‘ Region: - indifferent —- Department: - indifferent --
Position's Object: - indifferent — v City: - fferent — Creation Type: - indifferent - v
Posiitons that about to expire within the next 10 days D
Show revoked positions: D
Add new Internship Position Export to Excel Export to Excel Positions by User Accounts ¥4 Clear
Ll Position's Internship's Total PreA
Group Id { Last Updated Group Status Title of Objetives Location Posit... Posit... Active Until Actions
Prefe...
Image 3.3.1 — Publish position icon
European Union Operational Programme “Public Sector Reform” - EZ"A
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In order for a post to no longer be published, select the relevant icon © 'De-Publish" in the column
"Actions". Please note that de-publishing the position is not possible when the position is already
assigned or pre-reserved. In this case, you are given the opportunity to withdraw additional positions of

the same group that have not yet been pre-reserved, as well as pre-reserved positions that may be

released by Practice Offices by selecting the relevant icon X in the "Actions" column (Image 3.3.2 — De-
publish position/Withdraw position icon).

Home Host company information Internship Positions Selected Positions Evaluation My Reviews

Filters

Group ID:

Status: - indifferent -
Position’s Object: - indifferent —

Posiitons that about to expire within the next 10 days

Show revoked positions:

Country: -- indifferent —
- Region:
v City:

Add new Internship Position Export to Excel Export to Excel Positions by User Accounts

Group Id 4 Last Updated Group Status
216708 1/11/2024 Published
216707 1/11/2024 Published

Num...
Title of
Prefe...

Position's
Objetives

Internship's
Location

Manager 0

Technical
Support
Representative

Internship Host's Branches Contact Helpdesk

- Institution: -- indifferent - A
Department:

Creation Type: - indifferent — v

¥ Clear

Total
Posit...

PreA...

Posit... Active Until

Actions

1 1 1/11/2025

aQ s w ox]

1 0 1/11/2025

afo]s w o

Image 3.3.2 — De-publish position/Withdraw position icon
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1. View Internship positions

The "Internship Positions" tab displays all the positions you have entered in the system. You can search
for positions based on criteria such as the status of the position, the position’s object, the geographical
area, as well as the Institution/Department for which the position is accessible. In order to display all
positions that meet the respective criteria, press the "Search" button (Image 3.4.1 — Search for position).

Note: If you want cancelled positions to appear in the search results, tick the corresponding box.

Filters

Group ID: Country: - indifferent — - Institution: — indifferent — v

Status: -- indifferent - v Region: Department:

Position's Object: -- indifferent - v City: Creation Type: -- indifferent - v

Paosiitons that about to expire within the next 10 days |:|

Show revoked positions: |:|

Image 3.4.1 — Search for position
S . =l . " s - " . .

By clicking on the icon in the column "Position's Objetives" you can view the selected position

objects (Image 3.4.2 — Position Object).

View Position’s Objective X
Position's Objetives
Business Consultant

Image 3.4.2 - Position Object
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Q .

In addition, you can see the details of the position you are interested in by clicking on the icon ™ in
" . " . s . ey .
the column "Actions" (Image 3.4.3 — View position icon, Image 3.4.4 — Position details).
Filters
Group ID: Country: -- indifferent - - Institution: -- indifferent -- -
Status: — indifferent — - Region: Department:
Position’s Object: - indifferent -- v  City: Creation Type: — indifferent - v
Posiitons that about to expire within the next 10 days D
Show revoked positions: D
L Position's Internship's Total PreA.
Group Id J Last Updated Group Status Title of Objetives Location Posit... Posit... Active Until Actions
Prefe...
EMGSa
216708 1/11/2024 Published Manager 0 = ANAPOY 1 1 1/11/2025 @ S od X
ANAPOY
EMGSa
Technical
= AKTIOY-
216707 1/11/2024 Published i:p;:;);mative 0 = BONITSAS 1 0 1/11/2025 @ [+ IV S ]
B AITOAOAKAP. .

Title:
Total positions:

Available positions:

Description:

Duration (weeks):

P S,

European Union

European Regional
Development Fund

Image 3.4.3 — View position icon

Preview Position x

Technical Support Representative
1

1

Candidate's responsibilities:

- Diagnosing and solving technical issues of equipment, software and network.

- Client tech support.

- Finding the right equipment in accordance with clients’ needs.

A full training session is included in order to get familiar with the working field

in reguest.

Trainee's Requirements:

- Basic knowledge of of computer and software engineering.

12

A AT

Image 3.4.4 — Position details
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3.2 Edit Internship Positions

By ’ selecting the second icon from the "Actions" column, you have the opportunity to edit the
internship position you are interested in (Image 3.5.1 — Edit position icon). In this case you can modify
the details of the desired location by selecting "Save & Continue" to go to the next step each time.

Home Host company information Internship Positions Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk

Filters
Group ID: Country: -- indifferent — v Institution: -- indifferent — v
Status: - indifferent — - Region: Department:
Position's Object: -- indifferent - - City: Creation Type: -- indifferent - v
Posiitons that about to expire within the next 10 days D
Show revoked positions: D
Add new Internship Position Export to Excel Export to Excel Positions by User Accounts €1 Clear
W Position's Internship's Total PreA
Group Id |} Last Updated Group Status Title of e N P . """ Active Until Actions
Objetives Location Posit... Posit...
Prefe...
EMada
216708 1/11/2024 Published Manager W = ANAPOY 1 1 1/11/2025 Q @ X
ANAPOY
Technical EMaca
216707 1/11/2024 Published S rt @ B= AKTIOY: 1 0 1/11/2025 Q o © o
o R:p?:sentative . ESRIY:
g AITOAQAKAP. .

Image 3.5.1 — Edit position icon

In case a position has been pre-reserved from the group of available positions, you can modify only the
contact details of the position, as well as add additional departments for which you want the position to
be accessible.

Attention! The individual changes will be implemented ONLY for the free positions of the specific group.
If you wish to modify the positions that have been pre-reserved by an Internship Office, you should go
to the tab "Selected positions" and once you have located the position select edit.
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» To edit the Departments for which the position is accessible, select the Departments you want
and then "Save Accessible Choices" (Image 3.5.2 — Edit Department Access).

Edit Schools/Departments in which the positions will be accessible

Visible to all academics

Add Departments

Description of the available
Institution: School Department B

internships of each Department Actions

No data to display

+ Save Accessible Choices

Image 3.5.2 - Edit Department Access

» To edit Moderator and Contact Details, after selecting the icon "Edit Moderator and Contact

Details" (Image 3.5.3 — Edit Supervisor’s Contact Info) update the field you want in the pop-up
window and then select "Save" (Image 3.5.4 — Contact Details/Save).

Edit Supervisor's contact info

Supervisor |

Swervsoremal |

Attention! The following modification will be applied only for the free positions of the group. If you wish to modify the positions that have been preassigned by internship office, you need to go to
page "Selected Positions" and after you found the position, click edit

# Edit Supervisor's contact info

Image 3.5.3 — Edit Supervisor’s Contact Information

Contact data

Supervisor XX

email xx@gmail.com

Contact phone 2100000000

Image 3.5.4 — Contact Details/Save

Please note that you have the option to withdraw the position if you want additional positions of the
same group that have not yet been pre-reserved as well as pre-reserved positions that may be released
by Practice Offices not to be available for selection.
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3.3 Delete-Withdraw Internship Positions

By selecting the revoke icon * from the "Actions" field, you can delete or withdraw your desired
traineeship position (Image 3.6.1 — Delete-Withdraw Position). You can only delete unpublished posts
that you haven't published before. Published traineeships that have been pre-reserved by Internships
can be withdrawn, and pre-reserved positions that may be released by Internship Offices will no longer
be available for selection.

Add new Internship Position Export to Excel Export to Excel Positions by User Accounts €2 Clear
Num... Position's Internship's Total  PreA
G Id Last Updated G Stati Titl f " Active Until Acti
roup S lLestioaats roup Status © ° Obijetives Location Posit... Posit.. ~coveont ctions
Prefe...
Eihada
216708 1/11/2024 Published Manager = ANAPOY 1 1/11/2025 s nom .

ANAF'OY

Image 3.6.1 — Delete-Withdraw Position

To complete this action, you must confirm that you wish to delete or withdraw (Image 3.6.2 — Confirm
Deletion/withdrawal) or withdraw respectively in the window that appears.

Revoke

You have chosen to withdraw a reserved internship position. If you retract a position, the additional positions of this group
that have not yet been captured or any reserved positions freed from the Internships’ Office will no longer be available . It is
emphasized that it is not possible to reset the position after the Withdrawal. Are you sure you want to remove the position?

Coc [ come |

V.

Image 3.6.2 — Confirm Deletion/Withdrawal

Note: Published positions that have not been pre-reserved by Practice Offices can be de-published and
then withdrawn. If you choose to withdraw a position, the position cannot be restored. You can only
choose to clone the location to create an identical location, whose elements can then be edited (Image
3.6.3 — Position Cloning).
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Add new Internship Position Export to Excel Export to Excel Positions by User Accounts €2 Clear

Num...
Group Id 4 Last Updated Group Status Title of
Prefe...

Position's Internship's Total PreA...

Active Until Acti
Objetives Location Posit... Posit... ‘oo ions

Image 3.6.3 — Position Cloning
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3.4 Clone Internship Positions

By selecting the icon =" from the "Actions" field, you can clone the position you want (Image 3.7.1 —

Clone position Icon). By cloning the position, a copy of the same Internship Position is created which you
can then edit.

Note: In case you wish to create 2 identical traineeships we suggest that you modify the field "Number
of available positions" in Step 1 in the details of the position.

Add new Internship Position Export to Excel Export to Excel Positions by User Accounts

€3 Clear

Num...

Group Id | LastUpdated  Group Status  Title of [RE=EIS [T Total | PreA... |, tive until Actions
Objetives Location Posit... Posit...
Prefe...
Technical
216709 1/11/2024 Published Support 0| = 1 0 1/11/2025 Q 0 7 ‘RE
Representative

Image 3.7.1 — Clone position Icon

Once you select the corresponding button you are asked to confirm that you wish to clone the position
in the window that appears (image 3.7.2 — Confirmation of Cloning).

Clone Position

Click the Clone button to create an identical Internship position which you can edit afterwards. ‘\n\n In case you are not going
to change anything in the position to be created, we encourage you to click Cancel and change the number of available
positions at the existing position.\n\nAre you sure you want to clone this internship position?

image 3.7.2 — Confirmation of Cloning

Once the cloning of the position is confirmed, the preview (Step 4) of the new position is displayed.
You can check the details and then click "Save group" to proceed with posting the position or return to
a previous step to edit the desired data (Image 3.7.3 — Step 4/Position Preview).
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Image 3.7.3 — Step 4/Position Preview
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3.5 Export Internship Positions

By selecting the "Export to excel" button, you can export to an excel file the internship positions you
have registered (Image 3.8.1 — Export Excel Positions).

Note: If you have narrowed the search results using a filter, the excel file will contain only the internships
that appear in the results table.

Filters

Group ID: Country: -- indifferent — - Institution: — indifferent — v
Status: — indifferent — - Region: Department:

Position's Object: - indifferent — v  City: Creation Type: — indifferent — -
Posiitons that about to expire within the next 10 days D

Show revoked positions: D

Add new Internship Position Export to Excel Export to Excel Positions by User Accounts ¢ Clear

Image 3.8.1 — Export Excel Positions

3.6 Export Internship Positions by Branch User Accounts

By selecting the button "Export to excel Positions by User Accounts", you can export to an excel file the
internship positions registered by branch accounts of the central agency (Image 3.8.2 — Export Excel of
Branch Positions).

Filters

Group ID: Country: -- indifferent - - Institution: - indifferent -- A
Status: - indifferent - Region: Department:

Position's Object: -- indifferent -- City: Creation Type: -- indifferent - v
Posiitons that about to expire within the next 10 days |:|

Show revoked positions: D

European Union

European Regional
Development Fund

Image 3.8.2 — Export Excel of Branch Positions
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4 Selected Positions

From the tab "Selected Positions" you can be informed about your positions selected by Internship
Offices (Image 4.1 — Selected Positions).

Home Host company information Internship Positions Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk
Filters
Group ID: Position's Object: -- indifferent -- v Student’s Name:
Position ID: Country: -- indifferent -- - Student’s Surname:
University that
Title: Region: reserved the -- indifferent - -
position:
Department for
Position status: -- indifferent — - City: which thle
reservation was
made:
Do not show the completed positions: ]
Export to Excel Export to Excel Positions by User Accounts €2 Clear
Reserved for
Last ' Group Posit... Position's Title Internship's Implement... Internship Office Department / Supervisor Actions
Update ID ID Objective location Details Details p. Details
Assigned Student
BUSINESS
ATHENS ADMINISTRATION
SUON2024 -\ ERSITY OF
1/12/2024 200487 330490 Advertising | 30/08/2024 BN~
ESPA ECONOMICS AND
BUSINESS 7,

Image 4.1 - Selected Positions

By pressing the "Colors Explanation" button, a new window appears with the color code of the positions
(Image 4.2 — Position Color Code).

I

Color explanation

Reserved positions

Assigned to student positions

Positions that are in progress by the student

Positions for which the student has completed the internship

Completed positions that Internship’s office has submitted
Not-finished completed positions of Internship’s office

Image 4.2 - Position Color Code
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In addition, you can select the internship positions you wish to appear on the screen, by selecting the
corresponding fields in the "Search Filters" (Image 4.3 — Search and View Selected Positions). In this
way you have the ability to aggregate positions that have some common characteristics, by selecting a
physical object, geographical area, position status or institution that has reserved the positions, as well

as to search for positions based on the code or title of the position. Positions that have been assigned
to a student, can be searched with additional criteria the name and surname of the student. The

search is completed by pressing the "Search" button.

Note: If you do not want completed positions to appear in the search results, you can tick the

corresponding box.

Home Host company information Internship Positions

Filters
Group ID:

Position ID:

Title:

Position status: -- indifferent - v

Do not show the completed positions:

dll Color explanation Export to Excel Export to Excel Positions by User Accounts

Last Group Posit... Position's

Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk

Position's Object: -- indifferent -- - Student's Name:
Country: I -- indifferent -- - I Student’s Surname:
University that
Region: I I reserved the -- indifferent - -
position:
Department for
T which the
City: reservation was
made:
m]
42 Clear

Reserved for

Internship's Implement... Internship Office Supervisor

Titl Department / Acti
Update ¥ D D Objective e location Details Details il Details ctions
Assigned Student
BUSINESS
10112034 - lejzgssm . ADMINISTRATION -
1/12/2024 200487 330490 Advertising | 20512212024 e ERANE) BN~
BUSINESS /7

Image 4.3 — Search and View Selected Positions
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In addition, you can print the Certificate of Completion for a specific "Completed" position, in pdf format,

by selecting the icon D", edit the Supervisor and contact details by selecting the icon 'd , but also print
the Student's CV if it is trained and shared with Internship Offices and Host Institutions, by selecting the

icon B (Image 4.4 — Printing of Certificate / Processing of Data / Printing of CV).

Reserved for

Last Group Posit... Po.5|t|cv_ns Title Interrl'lshlp 5 ImpI?ment... Inter!'lshlp Office Department / Supe_rwsor Actions
Update ID ID Objective location Details Details . Details

Assigned Student

ELECTRICAL AND

23/11/2023 AT COMPUTER
Human Resource " TECHNICAL ENGINEERING | ]
12/16/2023 215655 355577 S — tdfg 1E05f;i/2023 UNIVERSITY OF N B @
ATHENS ]

Image 4.4 — Printing of Certificate / Processing of Data / Printing of CV

Attention! You can modify the supervisor’s information only for that location.

It is also possible to prepare a letter of recommendation for it, which will be accessible for printing in
the account of each student (Image 4.5 — Actions of Selected Positions).

Reserved for
Department /
Assigned Student

Last Group Posit... Position's Title Internship's Implement... Internship Office
Update ID ID Objective location Details Details

Supervisor

Acti
Details ctions

BIOCHEMISTRY
AND

01/07/2021 -
Human R UNIVERSITY OF  BIOTECHNOLOGY
912212021 201710 332384 | o nesouree - 31/08/2021 B
Management THESSALY
ESPA

Image 4.5 — Actions of Selected Positions

By clicking on the icon of the reference letter B , the preparation form opens, where you are asked to
fill in the details of the submitter of the reference letter and the text you wish (Image 4.6 — Reference
Letter).

After filling in all the necessary fields, select "Save" and then, if you want the reference letter to be
accessible to the respective students, select "Submit".

Note: The reference letter will be presented to students provided that the Internship Position is in the
"Completed" status.
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Internship Position Data
student Full Name: ||| N
——

Mzpizxdpeswa Zugrameng Emarohfg
Full Mame

Role

Contact Phone

Contact Email

FugarhnpuvouTas To TTESe PTIopETE wa HIBE0ETE cuoTaMK EMGTEM] CTOWSTTY GO gormTpea Trow omoyohiSnxE oTov gopin oog. Evienmd Sipame mpog oupmhpaia:

» [zpiofog armaaydhnong

» AumiEipevo amacshnang

= AEEMSTITE THOU OTTOKOLIOE © OITTTG

»  Bommd yapapoTIKG TG T PoOLATKGTT|TaE Tou @O

Mmapeits va Seite fva evlzkmid mapaSeypa b

o Bave

Image 4.6 — Reference Letter
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Finally, you can export the selected locations to an excel file by selecting the "Export to excel" button.

As well as the positions created by branches with the option "Export to excel Positions by User
Accounts" (Image 4.7 — Export Excel of Selected Positions).

Home Host company information Internship Positions Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk

Filters

Group ID: Position's Object: -- indifferent -- v Student’s Name:

Position ID: Country: -- indifferent -- v Student’s Surname:
University that

Title: Region: reserved the -- indifferent - v
position:
Department for

Position status: - indifferent - - City: pehich th.e
reservation was
made:

Do not show the completed positions: ]

Jll Color explanation Export to Excel Export to Excel Positions by User Accounts | €1 Clear

Image 4.7 — Export Excel of Selected Positions

Note: If you have limited the search results using a filter, the excel file will contain only the selected
internships that appear in the results table.
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5 Evaluation

From the tab "Evaluation" you can evaluate the Internship Office with which you have been in contact
or the student with whom you have collaborated (Image 5.1 — Evaluation of the Internship Office).

Home Host company information Internship Positions Selected Positions My Reviews Internship Host's Branches Contact Helpdesk
Intenship Offices Students Atlas

Filters

Institution: Select -

Image 5.1 - Evaluation of the Internship Office

For the evaluation of the Internship Office, select the corresponding tab and in the "Search Filters" the
institution from the available list and then press the "Search" button (Image 5.2 — Select filters).

Internship Offices | Students Atlas

Filters

Institution: Select v

Office Type 1 Internship Office Details Evaluation

Institution:: UNIVERSITY OF WEST ATTICA
Multiple Departmental Depanments:n rd

Image 5.2 — Select filters
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If you have evaluated this AUA in the past, a lens will appear under the field of "Evaluation" and if you

select it, you can see evaluations you have made in the past (Image 5.3 — View previous evaluation).

Evaluation of the Internship Office x

1. How satisfied are you with your cooperation with the Internship Office (professionalism, efficiency)?
KaBohou Aiyo MoAu Mdapa oAU

2. How well do you consider the response time of Internship Office upon the information you request?
KaBohou Aiyo MoAu Mdapa oAU

3. Would you be willing to cooperate again with the particular Internship Office?
Oy, Oev 1O £MBUPW lowg Nai, aiyoupa

4. How satisfied are you with the information that the Internship Office provided you with before and during the
students’ internship?

KaBohou Aiyo MoAu Mdapa oAU

5. Did you encounter any problems or have any remarks / suggestions for improvements in regard to your
cooperation with the Internship Office? (Please limit your answer up to 500 characters)

blank

Cancel

Image 5.3 — View previous evaluation
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In case you have not performed an assessment for the Internship office you searched for, the

"Evaluation" field will display the image of a pen. By selecting this icon, you have the opportunity to
evaluate the Internship office by selecting and filling in the available fields, regarding your cooperation.
Then press the "Save" button to complete the process (Image 5.4 — Submit Evaluation).

Evaluation of the Internship Office b4

1. How satisfied are you with your cooperation with the Internship Office (professionalism, efficiency)?
O Kasohou O Aiyo O Mors O Népa oAU

2. How well do you consider the response time of Internship Office upon the information you request?
O Kasohou O Aiyo O Mors O Népa oAU

3. Would you be willing to cooperate again with the particular Internship Office?

O oy, devioembupw O Towg O Na, oiyoupa

4. How satisfied are you with the information that the Internship Office provided you with before and during the
students’ internship?

O Kadodhou O Aiyo O Mo O Népa molu

5. Did you encounter any problems or have any remarks / suggestions for improvements in regard to your
cooperation with the Internship Office? (Please limit your answer up to 500 characters)

-

e

Image 5.4 — Submit Evaluation
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For the Student evaluation, select the corresponding tab and adjust the "Search Filters" you wish and

then press the "Search" button (Image 5.5 — Student Evaluation).

Internship Offices Students Atlas

Filters
Title: Position ID:

Student's Name: Student’s

Surname:
RegistrationNumber
. . View .
Group ID: } Position ID: Title: Assigned Student L Evaluation
Position

AGRICULTURE CROP PRODUCTION
AND RURAL ENVIRONMENT

- ol e

Image 5.5 - Student Evaluation
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6 Internship Host’s Branches

From the tab " Internship Host’s Branches " you can create accounts for the branches of the Host
Institution by selecting "Create User" (Image 6.1 — Create Branch User) and fill in the corresponding
form (Image 6.2 — Filling in branch account details).

Note: The legal representative remains the same as that of the Host Entity.

Home Host company information Internship Positions Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk

Id Account Details User Details Actions

No data to display

Image 6.1 - Create Branch User

Anpioupyia XpnoTn X

» User Account Details

Username *

Password * i
Password confirm *
E-mail * i

E-mail confirmation *

» Host company’s information

Host category * -- choose host category - v
Field of activity * -- choose field of activity -- v
Name *

Marmn (1 atin charactare anbid

Image 6.2 — Filling in branch account details
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By selecting the corresponding icon in the "Actions" column (Image 6.3 — Actions), you can:

1. edit the user details of the branch account u,

2. deactivate it, “ or
3. delete it

Id Account Details User Details

110880 F380AED4-0B1E-488E-9E82-56D1BESFF1DB@F217C895-3D8B-41A4- - n u

B3AF-4803C4F5CDC4.com

Actions

Image 6.3 — Actions

Note: You cannot delete a user account if it has already entered internship positions. In this case, you

can disable it so that it cannot access the app.

7 Notifications

By selecting the symbol
features of the platform (Image 7.1 — Notifications).

. @ [8] = N

m Host company information Internship Positions Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk

Image 7.1 - Notifications

Q

You can view the content of the notifications that you receive through the symbol (Image 7.2
View notifications).
Notifications
Date }  Title Read t Content
12/17/2023 I Yes [a]
Image 7.2 - View notifications
European Union Operational Programme “Public Sector Reform” — EZ"A
Eiirapean Ragianal Managing Authority “Digital Transformation” Programme '_;- 2014-2020
BieslapusetkE(id Co-funded by Greece and the European Union  Partnership Agreement

A . I .
~ you can view the notifications sent regarding the account and/or the new
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@Atlas

7In1ernship Hub

8 Contact Helpdesk

In the tab you can submit a new question by selecting the button "New question to Helpdesk" (Image
8.1 — New Question to Helpdesk).

Home Host company information Internship Positions Selected Positions Evaluation My Reviews Internship Host's Branches Contact Helpdesk

You can also contact Helpdesk by phone at +30 215 215 7860, (Monday-Friday, 09:00-17:00 GMT+3 )

New Question to Helpdesk

Image 8.1 — New Question to Helpdesk

In the form that appears, select the type of report, type your query in the "Text" field and select
"Send" (Image 8.2 — Send Question).

veme [

Phone ]

E-mail 85657DED-0F42-4583-AC3B-BFEC6EBFC155@D0DFF02C-326B-4B3A-A185-BA71C890D1AE.com
User Type | Internship Provider

Issue Type @ Select

Text

V]
-

Image 8.2 — Send Question

European Union Operational Programme “Public Sector Reform” - EznA
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