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Agri-Mocks is a virtual exchange program in which consortium members – for the lack of in-person 
meetings - need to organize all exchange, collaboration, communication, data collection, project 
management, and capacity building with digital tools. The purpose of the e-Management handbook is to 
provide all consortium members and newcomers with the necessary information to easily and 
successfully navigate our digital project management tools: wbmoodle and zenkit. It follows the 
structure of these two digital project management platforms and tries to cover all aspects of their use. 

Foreword:
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Mission Statement

To empower and equip unemployed and under-employed youths with skills in agriculture, climate-smart rural development, and 
entrepreneurship through innovative online training, intercultural exchange, and community engagement. We foster personal growth, 
civic participation, and career readiness by offering digital tools, mentoring, e-internships, and collaborative learning experiences 
grounded in values of trust, respect, and co-creation.

Vision Statement

A world where young people—regardless of background—are empowered with the skills, mindset, and opportunities to lead 
sustainable rural development, embrace intercultural collaboration, and contribute meaningfully to their communities and the global 
economy.
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Project Management Structure:

1. The Agri-Mocks project is governed by the Grant Agreement and the Consortium Agreement, which were signed by all consortium partners. All rules and regulation laid out in
these two agreements apply.

2. Project Steering Committee (PSC) has the role and responsibility of project oversight. It consist of representatives from each Beneficiary and be chaired by the project coordinator.

PSC shall be responsible for providing strategic guidance and decision making as well as coordinating the project’s activities, monitoring progress, and ensuring compliance with the
project's objectives and deliverables. The PSC shall make decisions based on a majority vote. The coordinator has a veto right, which she will only exercise when she is convinced
that a decision might threaten the success of the project.

The coordinator and the consortium are obligated to carry out decisions made by the PSC.

2. PQA Team is responsible for providing guidance and advice on quality and ethical issues which arise during the course of the project, developing and implementing quality and
ethical standards, identifying and addressing risks and challenges, monitoring and evaluating project activities to ensure that they are conducted in a transparent and ethical
manner, and that the deliverables are of high quality.

3. Consortium meetings are key meetings necessary for establishing project structure and project management plans, resolving various issues, making decisions, resolving conflicts,
reviewing progress reports, submitting reports. Consortium Meetings are held regularly, in order to assure the effective development of the project activities and are organized,
moderated, and documented by the coordinator, who also decides the frequency of these meetings.

4. The AGRI-MOCKS project has work package structure, consisting of 5 work packages:

WP.1 –SETTING OFF (duration 1-4 months)
WP 2 –EVE DESIGNING AND CAPACITATING NEWCOMMERS (duration 5-14 months)
WP 3 –IMPLEMENTATION OF E-INTERNSHIPS IN HE AND YOUTH NON-FORMAL EDUCATION SECTOR (duration 13-36 months)
WP.4 –COMMUNICATION, DISSEMINATION AND EXPLOITATION (duration 5-36 months)
WP.5 –MANAGEMENT AND QUALITY ARCHITECTURE (duration 1-36 months)

However, work in these work packages is organized and executed by a number of topical taskforces and committees. 

5. Overall project management is run through the HSWT wbmoodle platform to assist consortium members quick maneuver and exchange in real time, enabling joint work of 
deliverables, while online meetings are done normally through Zoom platform, and these meetings are recorded and stored on the wbmoodle platform.
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Project Management Structure:
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Steering Committee Members: 

HSWT - Anja Weber
KITA - Samuel Owusu-Takyi
NICOSA - Thembeni Mazamisa
WEBIN - Yahya Adow Ibrahim
UFS - Corli Witthuhn
Hawassa University - Yitna Gebreab
UGB - Anicet Manga (or Prof. Ousmane THIARE)
EDI - Getnet Dadebo
BizMetrics - Matthew Ash
HAMK - Eija Laitinen
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Wbmoodle platform:

Course: AGRI-MOCKS | Plattform HSWT

Click on the 
little arrow 
next to your 
avatar

9
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Click on ‚Preferences‘
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Change your personal settings:
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Change language settings:

Click on ‚Sprache wählen‘
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Change language settings:

Select your preferred language

Or click on ‚Sprache‘ in 
the scroll down menu
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Change language settings:

Select your preferred language
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Click on ‚Calendar‘
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View your calendar:
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Click on the little 
arrows to select 
‚Agri-Mocks‘
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Click on any 
calendar entry to 
see the details
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Export your calendar to outlook:

Click on ‚export calendars‘
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Export your calendar to outlook:

click on ‚export calendar‘
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Export your calendar to outlook:

Then click on ‚ Export‘

Select range you want to export
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In outlook choose 
the calendars you 
want to see
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Social forums:

Posts in these two forums are automatically send to all 
participants via email

Click on the headers in green to 
open the forum and see the entries 
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Click on ‚Add 
discussion topic‘ to 
write your own posts

Or click on any of the 
green headers to 
open a post
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You can see who 
posted and when

Click on ‚Reply‘ to 
respond to a post
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Write your response in 
the window that 
opens below the post

Then click on 
‚Post to forum‘

or tick the box ‚Reply privately‘ to 
respond only to the owner of the post 
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Zoom meetings:

Jour fixe and coordination meetings will be held on Zoom using the link posted on the platform
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You can find recordings and PPTs of zoom meetings here
Just click on the headlines in green to open the links
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Here you can find explanations of acronyms or add any that are missing
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Adding to the platform:

1. Change the settings to ‚Edit mode‘

2. Click on ‚Add entry‘
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Adding to the platform:

Add the text here

Enter a Titel for your entry

You can also upload additional materials here

As the last step click on ‚Save changes‘
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You can find our rules of engagement here 
and are also welcome to add

30
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This is a wiki (similar to Wikipedia) where we can collect online tools, games,
ice breakers, etc. that we know or come across. 
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Adding to the wiki:

Green headers are links 
to already existing pages.

Red headers are links to pages that have been 
created but not yet populated
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Adding to the wiki:

If you click on a red 
header you can start 
populating the new page.

Just click on the ‚Create page‘ button
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Adding to the wiki:

Once you are done click on the ‚Save‘ button

Enter your text here 

You can add URL links to other websites, videos, etc. 

Enter the URL link here
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Adding images to moodle:

Once you are done click on the ‚Save image‘ button

You can also add images or videos by 
directly copy-pasting them into the 
text window or by clicking on the 
image or video icon

Click on ‚Browse repositories‘ button
And select the file on your computer

Tick the
‚This image is decorative only‘ 
and the ‚Auto size‘ boxes

Set the first 
image size to 
533
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Adding to existing wiki:

To add to any existing wiki page, 
change from ‚View‘ to ‚Edit‘ or 
‚Comment‘

Enter your text, images, etc.
here. Create a new line first
by pressing enter.
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Adding a new wiki page:
Go to the wiki start page.
To add to a new wiki page, change 
from ‚View‘ to ‚Edit‘

Create a new line first by pressing enter.
Then type Link: [[Name of your new page]]
And save. 37
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Adding a new wiki page:

Your new wiki page will appear at the 
bottom of the start page in red.
Click on the red header of your new 
wiki page to open it. 
You can then start populating it
By changing from ‚View‘ to ‚Edit‘.
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Wbmoodle platform chapter/folder tiles:

Our wbmoodle platform is set to tile format. That means you see each folder as a tile as shown 
below. Each tile represents a chapter that can be opened to view its contents. 
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You can open each chapter by clicking on the corresponding tile:
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Navigating inside wbmoodle:

The chapter tiles are like the front 
page of a book, or the front of a 
drawer. Once you click on a tile it 
opens the drawer and you can see 
the folders inside. You can then 
click on these to dive into the next 
deeper level of wbmoodle to see 
the contents inside a folder. These 
can be viewed individually or 
downloaded as an entire folder. 
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You can always get back to the front 
page of wbmoodle with the tile view, by 
clicking on the green ‚Agri-Mocks‘ link 
in the headline. In the same way you 
can navigate one level upwards by 
clicking on the chapter title in green.
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The COMMITTEE & TASKFORCES folder:

Once you open 
the folder you see 
its content. In this 
case a folder for 
each committee 
or taskforce.
These folders also 
appear as tiles.
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The COMMITTEE & TASKFORCES folder:

Only members of each the 
corresponding committee or 
taskforce have access to 
their folders.
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Inside the committee or taskforce folders:

You can 
navigate by 
selecting 
chapters in 
the table of 
contents

You can also navigate by clicking on 
the forwards or backwards arrows
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Inside the committee or taskforce folders:

Each of the folders 
consists of the 
following chapters:
• Description
• Members
• Tasks
• Chat forum
• Document folder

You might find that the page for ‚Description‘ or ‚Tasks‘ 
is not yet or not sufficiently populated. 
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Adding or changing text in the committee & taskforce folders:

First click on ‚Settings‘. 

This opens the window in which 
you can update the chapters:
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Adding or changing text in the committee & taskforce folders:

2. Click into the text 
window that opens and 
make any needed 
changes

1. Scroll down 
and then select 
the chapter 
that you want 
to update

3. Once you finish scroll 
all the way down to the 
bottom of the page and 
click ‚Save and return to 
course‘
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The Chat forum:

You can use the chat forum in your committee or taskforce folder if you want to communicate only with your 
committee or taskforce members and not the entire consortium. 
Messages that you write in this forum are automatically send via email only to the members of this committee 
or taskforce. 
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Writing in the Chat forum:

1. Click on ‚Add discussion topic‘

2. In the window that opens enter a 
headline and write your message.

Add the text here

3. Lastly, click on ‚Post to forum‘
49
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Reading Messages in the Chat forum:

You can see posts in your forum as a list. It shows 
also who posted and when. You can also see if there 
have been replies to a post.

Clicking of the green header of a post will open 
it and you can read the post:

Authors of a post can also edit or 
delete it.
Other members can click on the 
‚Reply‘ button to respond to a post.
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Replying to messages in the Chat forum:

Once you click on the ‚Reply‘ button 
to respond to a post, a new window 
opens:

Add the text here

Write your message and click on ‚Post to forum‘
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The Document folder:

You can use the document folder in your committee or taskforce folder if you want to share documents only 
with your committee or taskforce members and not the entire consortium. 
Documents uploaded here are only accessible to the members of this committee or taskforce. 
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Uploading documents to the Document folder:

To upload a document to 
the document folder click 
on the ‚Edit‘ button

This will open the upload window. You can either 
directly drag and drop files into the window or 
select a file on your computer by clicking on the 
‚file‘ icon
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Selecting a file for uploading to the Document folder:

1. Click on ‚Datei auswählen‘ (choose file)
2. This will open a window on your computer like the one shown on the right
3. Select the file you want to upload
4. Click on ‚Öffnen‘ or ‚Open‘
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1. Enter a name for the 
file under ‚Save as‘

Saving a file for uploading to the Document folder:

2. Click on ‚Upload this file
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Reading a file from the Document folder:

You can either open individual 
documents in your folder, by clicking on 
the green header,
or download the entire folder by 
clicking on the 
‚Download folder‘ button. 

Each folder already contains:
a) a template for keeping minutes 

of your committee or taskforce 
meetings

b) a template for writing reports 
(For the 4 topical TFs only)

56



57



AGRI-MOCKS project e-management handbook – Author: Anja Weber – HSWT – May 2025

Saving reports in DELIVERABLES & REPORTING:

You may first upload and share your draft reports in your committee or taskforce folders for review by 
other members. The final version of the report must be uploaded under the DELIVERABLES & REPORTING 
tile in the ‚Reports‘ folder.

58



AGRI-MOCKS project e-management handbook – Author: Anja Weber – HSWT – May 2025

Saving reports in DELIVERABLES & REPORTING:

Clicking on the ‚Reports‘ folder tile will 
open a database as seen on the left.

You can read uploaded reports by clicking 
on the green header.

Upload your own report by clicking on the 
‚Add entry‘ button in the bottom right 
corner of your screen.
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Making a database entry:

The date will fill automatically

1. Select your Work package 
from the drop down menu

2. Give your report a title under 
‚Introduction‘

3. Upload your report by 
clicking on the file icon

4. You need to scroll down to 
see more boxes!

5. You may also upload images 
e.g. screenshots from online 
meetings, etc. 

6. You can also add weblinks 
to any social media posts, 
websites, etc. 

7. Once you finish 
make sure to click 
the ‚Save‘ button 
at the bottom 
right edge of your 
screen!
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The DELIVERABLES & REPORTING folder:
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Milestones:

Mile-
stone 

No

Milestone Name Work 
Package 

No

Lead 
Beneficiary

Means of 
Verification

Due Date New Due 
Date (if 
delay)

Delivery 
Date 

(actual)

Achieved Comments Actions

1 Implementation package adopted 
and distributed to partner 

organizations

HSWT KOM report + 
Implementation 

package

31 Mar 
2025

2 FoP group established UGB Contact list of 
FoPs

31 May 
2025

3 e-internship developed with VR 
platform, materials, instructions 

and learning resources and 
approved for admission and 

implementation

HAMK Modules and 
virtual platform

31 Jan 
2026

4 Selection of successful applicants 
(applied gender sensitive and 

inclusion supportive principles) 
completed and applicant informed 

about admission to the e-
internships

KITA e-Internship 
implementation 

report

31 Jul 
2027

5 Partner project staff trained to apply 
PQA methodology in project 
implementation, individual 
meetings with each partner 

completed

WEBIN PQA inception 
report

31 May 
2025
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Deliverables:

Delivera
-ble No Deliverable Name WP No

Lead 
Beneficiar

y
Type

Dissem-
ination 
Level

Due 
Date Description

D1.1 Project Quality Architecture Toolkit WP.1 WEBIN R SEN M4
e-document of 40 pages in English, presenting the PQA methodology of monitoring and 
evaluation activities in complex multi-partner projects, with instruments (questionnaires 

and report templates) to be used in M&E processes.

D1.2 Administration Manual for social 
network accounts WP.1 EID R SEN M4 e-document of 40 pages in English, presenting instructions how to use and administer 

accounts and profiles on social networks..

D1.3
Inception report containing 4 

thematic reports and 
recommendations

WP.1 UGB R PU M4
e-document of 40 pages in English presenting the state of the art in 4 thematic areas in 

partner countries, (from twin transition to career guidance), containing recommendations 
for project consortium and also for stakeholders.

D2.1
Set of training reports from 

facilitated webinars for HE teachers 
and youth trainers

WP.2 HAMK R SEN M6 Set of e-documents in English, each up to 8 pages long elaborating on webinar flow, 
conclusions and recommendations.

D2.2.1

Student e-internship curriculum: 
‘’Twin transition in agriculture and 
rural development’’ for HEIs, with 

materials, instructions and learning 
resources

WP.2 HAMK R SEN M12 e-document in English, containing 10 pages without annexes, presenting the curriculum 
‘’Twin transition in agriculture and rural development’’ for HEIs

D2.2.2

Youth e-internship curriculum: 
‘’Civic participation and twin 

transition in rural development’’ for 
youth workers, with materials, 

instructions and learning resources

WP.2 NYCP R SEN M12 e-document in English, containing 10 pages without annexes, presenting the curriculum 
‘’Civic participation and twin transition in rural development’’ for youth workers

D2.2.3

Virtual co-working space (VR 
platform) for collaborative work of 

students and youth during e-
internship

WP.2 BM DEC SEN M12
Virtual platform for collaborative work of students and youth, with 2 modes, one for 
virtual companies for students, and another for office collaborative work of youth 

organizations.

D2.2.4
Set of e-internship recognition tools 
with procedures of acceptance and 

validation
WP.2 HAMK R SEN M12 Zip folder containing e-internship recognition tools with procedures of acceptance and 

validation

D2.3

Gender-sensitive and social 
inclusion supportive call for 
participant and admission 

procedure

WP.2 HAMK R PU M10 e-document in English 6 pages long, containing gender-sensitive and social inclusion 
supportive call for participant and admission procedure
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Deliverables cont.:

D2.3

Gender-sensitive and social 
inclusion supportive call for 
participant and admission 

procedure

WP.2 HAMK R PU M10 e-document in English 6 pages long, containing gender-sensitive and social inclusion 
supportive call for participant and admission procedure

D2.4 ToT training report WP.2 HU R SEN M14 e-document in English 5 pages long, containing flow and conclusions from the training.

D2.5
Training report from EVE project 
development training session for 
HE teachers and youth trainers

WP.2 WEBIN R SEN M17 e-document in English 5 pages long, containing flow and conclusions from the training.

D3.1 Set of reports from e-debates WP.3 KITA R PU M13
Set of 36 reports (from each partner institution 1 report per edition) from e-debates 

merged into 1 single file. Document in English, ca. 108 pages long. Reach report will 
elaborate on key findings, conclusions and recommendations.

D3.2 Implementation report of e-
internship Spring 2026 WP.3 HSWT R SEN M19 e-document in English of 20 pages without annexes, presenting preparation, 

implementation, follow up and remarks by implementing organizations.

D3.2.2 Implementation report of e-
internship Fall 2026 WP.3 HSWT R SEN M25 e-document in English of 20 pages without annexes, presenting preparation, 

implementation, follow up and remarks by implementing organizations.

D3.2.3 Implementation report of e-
internship Spring 2027 WP.3 HSWT R SEN M31 e-document in English of 20 pages without annexes, presenting preparation, 

implementation, follow up and remarks by implementing organizations.

D3.2.4 Implementation report of e-
internship Fall 2027 WP.3 HSWT R SEN M36 e-document in English of 20 pages without annexes, presenting preparation, 

implementation, follow up and remarks by implementing organizations.

D3.3
Zipped file containing a min. 4 draft 

proposals for EVE with 35% 
completion rate

WP.3 NYCP R SEN M36
Zip file containing a min. 4 draft proposals for EVE with 35% completion rate. The 

proposals may be available in any suitable form, not necessarily in official Erasmus+ 
EVE form.

D3.4 Transformative learning toolkit on e-
internships WP.3 KITA R PU M33 e-document in English of 60 pages containing transformative experiences from 

implementing first 2 editions of student and youth e-internship.

D3.5 Set of evaluation reports of 4 
editions of e-internships WP.3 WEBIN R SEN M36 Zip file containing 4 evaluation reports of 4 editions of e-internships. Each e-document is 

in English and has up to 12 pages.

Delivera
-ble No Deliverable Name WP No

Lead 
Beneficiar

y
Type

Dissem-
ination 
Level

Due 
Date Description
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Deliverables, cont.:

D4.1 Alumni e-network of students and youth 
multipliers WP.4 UFS OTHER PU M36 e-network of alumni students and youth multipliers consisting of all individuals who participated in 

student or youth e-internship.

D4.2 Set of video testimonials (links) WP.4 UFS DEC PU M36 Selected video testimonials, each 30-120 seconds long, will be posted on YouTube channels of 
partner institutions and will be used on social networks for promotional purposes.

D4.3

Green paper - Educational and sector 
policy and practice improvements 

promoting new skills and innovations for 
new generations working in agri sector 

and rural development

WP.4 UFS R PU M36
e-document in English of up to 60 pages elaborating on educational and sector policy and practice 
improvements promoting new skills and innovations for new generations working in agri sector and 

rural development.

D4.4 Set of 3 merged newsletters WP.4 EDI R PU M36 e-document in English, containing 3 merged newsletters, all together up to 20-24 pages long.

D4.5 Set of institutional program transfer 
agreements WP.4 EDI R SEN M36

Set of 12 Transfer Agreements, 6 with HEIs 6 with youth NGOs, regulating transfer of student and 
youth e-internships to new 6 universities and 6 youth organizations, and allowing them to organize 

the e-internships with no limits.

D4.6 Conference report WP.4 UFS R PU M36 e-document in English of 5 pages summarizing the conference flow and conclusions.

D5.1 Project sustainability strategy with MoUs WP.5 HSWT R SEN M36
e-document consisting of the description of measures to be taken by partner institutions to ensure 

sustainability of project results and continuation of cooperation beyond the project lifetime. 
Document accompanied by MoUs signed between the partners.

D5.2.1 Progress quality report #1 WP.5 WEBIN R SEN M13

Progress quality report #1 will be published after 1st project year. This e-document in English will be 
up to 30 pages long and will summarize the implementation from the year 1, level of 

accomplishment of project indicator and creation of results, and will elaborate on evaluation 
findings about management, CD, work packages, results and events, as well as about internal 

verification of results.

D5.2.2 Progress quality report #2 WP.5 WEBIN R SEN M25

Progress quality report #2 will be published after 2nd project year. This e-document in English will 
be up to 30 pages long and will summarize the implementation from the years 1 & 2, level of 
accomplishment of project indicator and creation of results, and will elaborate on evaluation 

findings about management, CD, work packages, results, events and sustainability plan 
implementation, as well as about internal verification of results.

D5.3 External evaluation report WP.5 WEBIN R SEN M36

E-report in English of up to 40 pages with annexes, presenting evaluation findings of an 
independent team of evaluators, along with assessment of project implementation, results and 

likelihood to achieve impact. The evaluation findings will be structured to address the relevance, 
coherence, effectiveness and efficiency, and sustainability criteria. The report will be distributed to 

project and WP coordinators and PSC members and discussed within consortium.

Delivera
-ble No Deliverable Name WP No

Lead 
Beneficiar

y
Type

Dissem-
ination 
Level

Due 
Date Description
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Digitalized receipts and supporting documents:
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Clicking on the ‚Digitalized 
receipts and supporting 
document‘ folder tile will open a 
database as seen on the left.

You can view uploaded receipts, 
etc. by clicking on the green 
header.

Upload your own receipts or 
supporting documents by clicking 
on the ‚Add entry‘ button in the 
bottom right corner of your screen.
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Uploading digitalized receipts and supporting documents to the database:

1. Select your institution 
from the drop-down menu

2. Select the type of document your are 
uploading

3. Click on the ‚file‘ icon to select the 
document on your computer
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Uploading digitalized receipts and supporting documents:

1. Click on ‚Datei auswählen‘ (select file) to select a file 
from your computer

2. Give your file a title under ‚Save as‘

3. Do not forget to click the ‚Save‘ button 
at the bottom right corner of your screen!
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Weekly Timesheets:

Each institution has its 
own folder for 
uploading weekly 
timesheets of all staff 
members involved in 
the project.
Timesheets should be 
filled and uploaded 
every Friday, as the 
template auto-fills the 
dates for the week. 

HSWT Accumulative: 156

Name:

Week ending:

Day Date Preparation (Online) event Reporting Name of the 
activity Total

Montag 05.05.2025 8 WP1 8,00

Dienstag 06.05.2025 8 WP1 8,00

Mittwoch 07.05.2025 8 WP1 8,00

Donnerstag 08.05.2025 8 WP1 8,00

Freitag 09.05.2025

Samstag 10.05.2025

Sonntag 11.05.2025

Total hours 32,00 32,00

09.05.2025

Date

11.05.2025

Weekly Time Record

Anja Weber

Signature

Time sheets have to be dated and signed

Individual time sheets have to be 
kept for each staff member
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Viewing or adding weekly Timesheets:

You can download 
all time sheets here

You can 
view any 
uploaded 
timesheet 
by clicking 
on the green 
header

You can also search for uploads from a particular 
person by selecting the initials of their name

You can upload a 
new timesheet by 
clicking on the 
‚Edit/upload files‘
button
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Uploading weekly Timesheets:

Click on the 
‚file‘ icon to 
select a new 
timesheet 
for uploading 
from your 
computer

Follow the same upload routine by 
1. clicking on ‚Datei auswählen‘ (choose file), 
select it on your computer, click on ‚open‘.
2. Give it a title under ‚Save as‘
3. Click on the ‚Upload file‘ button.

Lastly, do not forget to 
click on the ‚Save 
changes‘ button at the 
bottom of the page! 71
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The project coordinator will remind all consortium members every Friday to hand in their timesheets.

Every Monday the coordinator will post under Announcements the updated accumulated staff hours 
against the projected hours as stated in the Grant Agreement. 

Accumulated staff hours:

This will enable individual institutions as well as the 
monitoring and evaluation team to track the current 
status of staff hours against the goal. 
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MANAGEMENT TOOLS:

Under the MANAGEMENT TOOL tile you can find links to 
the Gantt charts for each work package:
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Project Gantt Charts (WP1):
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Project Gantt Charts (WP2):
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Project Gantt Charts (WP3):
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Project Gantt Charts (WP4):
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Project Gantt Charts (WP5):
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ZENKIT: 
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The lists of 
tasks for 
each WP 
are hosted 
on ZENKIT. 

Click on ‚+ Add Widget‘ to add views to your 
dashboard, like a list of your tasks, your tasks for 
today, tasks by person, etc. 
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ZENKIT work package view: 
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1. Click here to open the side bar
2. Switch to Agri-Mocks Project view to see the work packages

3. Click on a work package tile to open it
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Once you click on a work package tile it opens the list of all tasks (T), deliverables (D) and milestones (M) 
associated with that work package.  

Changing the ZENKIT work package view: 

You can switch between Kanban, Kalender, Gantt Chart, Table, List, etc. view. 
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The ZENKIT Kanban view: 

The Kanban view allows you to 
read the descriptions of each 
task, see the due date and the 
consortium member(s) to whom 
this task is assigned.

Scroll down to see more tasks 
below.

Once you have accomplished a 
task tick it off so that it turns 
green and is shown as finished 
in the project overview .
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The ZENKIT Table view: 
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The ZENKIT Table view
WP2: 
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The ZENKIT Table view
WP3: 
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The ZENKIT Table view
WP4: 
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The ZENKIT Table view
WP5: 

AGRI-MOCKS project e-management handbook – Author: Anja Weber – HSWT – May 2025

You can always return to the work 
package overview page by clicking on 
the Agri-Mocks folder icon
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Printing or exporting ZENKIT Table view: 
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Clicking on the small arrow 
next to the work package 
name
opens a window, where you 
can change settings.
If you scroll down in the 
settings menu, you will find 
options to print or export 
the work package table of 
tasks.
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View your own tasks in ZENKIT Table view: 
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In the top bar on the right hand side you can change the view from ‚Group‘ 
to ‚Zugewiesen an‘ (Assigned to), which will cluster the tasks as they are 
assigned to individual consortium members. This is helpful if you want to 
quickly see your own tasks only. 
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MANAGEMENT TOOLS cont.:

Under the MANAGEMENT TOOL tile
you can also find links to information 

about the committees and taskforces, 
the draft of the framework for the 

Sustainability plan, and drafts of our 
Mission & Vision Statements
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Taskforces & Committees: 
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1.Project Steering Committee
2.TF Twin transition in agriculture and rural development education and training
3.TF Intercultural dialogue and civic participation in education and training
4.TF Entrepreneurial mindset in agriculture and rural development education and training
5.TF Career guidance in agriculture and rural development education and training
6.Communication & Dissemination (CDE) team
7.Taskforce on e-internship for youths (TFI Y)
8.Taskforce on e-internship in Higher Education (TFI HE)
9.Taskforce on Transformative Learning (TF-TL)
10.E-internship Program Committee
11.Taskforce on Recognition & Verification (TF RV)
12.Taskforce for Green Paper (TF GP)
13.Project Sustainability Strategy Taskforce (Sus-TF)
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Sus-TF Project Sustainability Strategy 
Taskforce: 

Dragana Jovanović (WEBIN)
Saidou Sall (UGB)
Antoinette Damien (KITA)
Nomfundo Molefe (NICOSA)
Abrham Aberra (EDI)
Anja Weber (HSWT)
Tirusew Taye (Hawassa University)

HSWT - Anja Weber
KITA - Antoinette Damien
NICOSA - Thembeni Mazamisa
WEBIN - Dragana Jovanović
UFS - Lynette Jacobs?
Hawassa University - Yitna Gebreab
UGB - César Bassene
EDI - Tsigereda Mekuria
BizMetrics - Matthew Ash
HAMK - Sirpa Ojansuu

TF Twin transition in agriculture and rural 
development education and training:

Taskforce & Committee Members: 
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TF Intercultural dialogue and civic 
participation in education and training: 

HSWT - Anja Weber
KITA - Antoinette Damien
NICOSA - Nomfundo Molefe
WEBIN - Dragana Jovanović
UFS - Lynette Jacobs
Hawassa University - Yitna Gebreab
UGB - Prof. Ousmane Thiare
EDI - Abrham Aberra
BizMetrics - Matthew Ash
HAMK - Sirpa Ojansuu

HSWT - Anja Weber
KITA - Antoinette Damien
NICOSA - Nomfundo Molefe
WEBIN - Dragana Jovanović
UFS – Lynette Jacobs?
Hawassa University - Tirusew Taye
UGB - Abdoul Aziz NDIAYE
EDI - Abrham Aberra
BizMetrics - Matthew Ash
HAMK - Sirpa Ojansuu

TF Entrepreneurial mindset in agriculture 
and rural development education and 
training:

Taskforce & Committee Members: 
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TF Career guidance in agriculture and rural 
development education and training: 

HSWT - Anja Weber
KITA - Antoinette Damien
NICOSA - Thembeni Mazamisa
WEBIN - Dragana Jovanović
UFS - ?
Hawassa University - Anbes Tenaye
UGB - Anicet Manga
EDI - Tsigereda Mekuria
BizMetrics - Matthew Ash
HAMK - Sirpa Ojansuu

Lynette Jacobs (UFS)
Corli Witthuhn (UFS)
Yahya Adow Ibrahim (WEBÌN)
Tirusew Taye (Hawassa University)
Thembeni Mazamisa (NICOSA)
Tsigereda Mekuria (EDI)

Communication & Dissemination (CDE) 
team:

Taskforce & Committee Members: 
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TFI Y e-internship for youths: 

Thembeni Mazamisa (NICOSA)
Samuel Owusu-Takyi (KITA)
Dragana Jovanović (WEBIN)
Yahya Adow Ibrahim (WEBIN)
Anbes Tenaye (Hawassa University)
Abrham Aberra (EDI)
César Bassene (UGB)
Anja Weber (HSWT)

Yitna Gebreab (Hawassa University)
Samuel Owusu-Takyi (KITA)
Getnet Dadebo (EDI)
Tsigereda Mekuria (EDI)
Andre Diatta (UGB)
Anja Weber (HSWT)

TFI HE e-internship for Higher Education:

Taskforce & Committee Members: 
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TF-TL Taskforce on Transformative Learning:

Anja Weber (HSWT)
Nomfundo Molefe (NICOSA)
Sirpa Ojansuu (HAMK)
Tirusew Taye (Hawassa University)
Anicet Manga (UGB)

Matthew Ash (BizMetrics)
Samuel Owusu-Takyi (KITA)
Anbes Tenaye (Hawassa University)
Abdoul Aziz NDIAYE (UGB)
Anja Weber (HSWT)
Tsigereda Mekuria (EDI)
Sirpa Ojansuu (HAMK)

E-internship Program Committee:

Taskforce & Committee Members: 
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TF RV Taskforce on Recognition & 
Verification:

Marko Stojanović (WEBIN)
Antoinette Damien (KITA)
Matthew Ash (BizMetrics)
Yitna Gebreab (Hawassa University)
Saidou Sall (UGB)

Corli Witthuhn (UFS)
Anbes Tenaye (Hawassa University)
Antoinette Damien (KITA)
Nomfundo Molefe (NICOSA)
Prof. Ousmane THIARE (UGB)

TF GP Taskforce for Green Paper:

Taskforce & Committee Members: 
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COMMUNICATION & DISSEMINATION:

In the ‚Materials for 
Communication 
and Dissemination‘ 
folder you can share 
materials for social 
media posts, media 
releases, etc. Please upload the 

Participant Proto Persona 
templates that we 
developed during the KOM 
in this folder.

99



AGRI-MOCKS project e-management handbook – Author: Anja Weber – HSWT – May 2025

Developing the Proto Persona of our expected participants:
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Adding more activities or resources to wbmoodle:

All consortium members have editor rights on 
the wbmoodle platform. That means:

1. You can change to ‚Edit mode‘ 
2. In ‚Edit mode you can make changes to 

the platform
3. You can add more sections
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Available activities or resources on wbmoodle:

In ‚Edit mode‘ you will find the option
‚+ Add and activity or resource‘
At the bottom of each chapter.
Once you click on it, a window as shown on 
the right opens. 

From there you can select any moodle 
functionality, like ‚file‘, ‚folder‘, etc.
By clicking on the little ‚i‘-icon underneath 
each option, you can learn more about these 
functionalities to see if they serve your 
purpose. 
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Setting up a new folder on wbmoodle:

Once you select an option from the above 
mentioned window, e.g. ‚folder‘, a mask will 
pop up, where you have to create that activity, 
by giving it a title and deciding on its settings.  

All fields marked with a red ! Are mandatory 
and need to be filled. 
Other settings are usually pre-set by default. 

Once you finish setting up your activity always 
remember to click on the ‚Save and return to 
course‘ or ‚Save and display‘ button.
The second option will show you the new 
activity that you set up. 
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Settings you might want to change:

You can unselect e.g. the ‚Force download of 
files‘ box, if you want to enable viewing files 
without downloading. 

You can also change ‚Force language‘ to 
English (en). 
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Restricting access to a folder in wbmoodle:

To make contents of a folder e.g. available 
only to a certain group, you can change the 
settings under ‚Restrict access‘ 

1. Click on ‚Add restriction‘
2. Select ‚Group‘
3. From the pop-up window 

select the group to which 
you want to give access 
to the folder
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PARTNER CONTACT INFORMATION:
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Coordinator Anja Weber anja.weber@hswt.de +4915733314908 Coordiantor Regina Cornelia Witthuhn witthuhnrc@ufs.ac.za 

Coordinator 2 Dragan Brkovic dragan.brkovic@hswt.de Legal Signatory Tebogo Machethe machethete@ufs.ac.za 
Primary Coordinator Peter Breunig peter.breunig@hswt.de Financial Signatory Sugandren Moodley moodleys4@ufs.ac.za 
Admin Team Member Meike Dlaboha meike.dlaboha@hswt.de Team member Lynette Jacobs JacobsL@ufs.ac.za
Admin Team Member Tarja Dworrak tarja.dworrak@hswt.de 
Financial Signatory Christian Klopfer christian.klopfer@hswt.de 
Financial Signatory 2 Wassili Pjatak wassili.pjatak@hswt.de Coordinator Yitna Gebreab yitnat@hu.edu.et 
Legal Signatory Carsten Lorz carsten.lorz@hswt.de Financial Signatory Tsedalech Tessema tsedalecha@hu.edu.et 

Legal Signatory Rahmeto Beshir rahmetoabe@gmail.com 
Team member Anbes Tenaye anbest@hu.edu.et

Coordinator Samuel OWUSU- samueltakyi@gmail.com Team member Tirusew Taye tirusewt@hu.edu.et
Team Member Antoinette Damien adamien@kitaghana.org 
Contact Lovans Owusu-Takyi director@kitaghana.org 

Coordinator Ousmane THIARE ousmane.thiare@ugb.edu.sn 
Coordinator Thembeni Mazamisa mazamisa@gmail.com Team member Saidou Sall saidou-nourou.sall@ugb.edu.sn
Team member Nomfundo Molefe nomfundomo@yahoo.com Team member Andre Diatta andre-amakobo.diatta@ugb.edu.sn

Team member César Bassene cesar.bassene@ugb.edu.sn
Team member Anicet Manga anicet.manga@ugb.edu.sn

Contact Jelena Nastic 
Stojanovic Team member Abdoul Aziz NDIAYE elhadji-abdoul-aziz.ndiaye@ugb.edu.sn

Coordinator Marko Stojanović 
Contact Sanja Kovacevic 
Team member Dragana Jovanović Coordinator Getnet Samuel Dadebo getnet.samuel@edi-ethiopia.org 

Contact Jasmina Radoicic Contact Emebet Techane 
Shiferaw emebet.techane@edi-ethiopia.org 

Team member Yahya Ibrahim yahya.ibrahim@wb-institute.org Team member Tsigereda Mekuria tsiemma2626@gmail.com

 Contact Jennifer Ohemeng jennifer.ohemeng@hamk.fi 

 Contact Charles Njemo charles.njemobatumani@hamk
.fi Coordinator Matthew Ash matt@bizmetrics.co.za 

Coordinator Eija Laitinen eija.laitinen@hamk.fi 
Team member Sirpa Ojansuu sirpa.ojansuu@hamk.fi
Legal Signatory Pertti Puusaari pertti.puusaari@hamk.fi 

marko.stojanovic@wb-institute.org 
sanja.kovacevic@wb-institute.org 
dragana.jovanovic@wb-institute.org 

jasmina.radoicic@wb-institute.org 

BE 10 HAME UNIVERSITY OF APPLIED SCIENCE LTD, (HAMK), Finland

BE 6 NICOSA YOUTH CAREER PROGRAMME NPC (NICOSA YCP), South Africa

BE 7 ENTREPRENEURSHIP DEVELOPMENT INSTITUTE (EDI), Ethiopia

BE 8 WESTERN BALKANS INSTITUTE (WEBIN), Serbia

jelena.nastic@wb-institute.org 

BE 9 BIZMETRICS (PTY) LTD, South Africa

BE 1 HOCHSCHULE WEIHENSTEPHAN-TRIESDORF (HSWT), Germany BE 3 UNIVERSITY OF THE FREE STATE (UFS), South Africa

BE 4 HAWASSA UNIVERSITY, Ethiopia:

BE 2 KUMASI INSTITUTE OF TROPICAL AGRICULTURE (KITA), Ghana

BE 5 UNIVERSITE GASTON BERGER DE SAINT LOUIS (UGB), Senegal
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Contact Details:
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Friends of the Project (FoPs):
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Friends of the project are organizations or individuals that 
are not formally involved in the project (not project 
partners).

They can contribute to the success of the project, through 
networks, expertise, resources, and dissemination.

Examples are executive management, policy makers, end-
users, alumni, NGOs, other universities and colleges, and 
media partners.

Friends of the project can share outcomes, provide support 
and feedback on activities, offer networks, distribute calls, 
connect project to networks, send participants.

To add an entry to the FoP database start by clicking on the 
‚Add entry‘ button in the bottom right corner of your screen.
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Adding Friends of the Project (FoPs) to the database:
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Provide as much information as you can. 
At the bottom tick the box to update the 
status of contact. 

These fields are 
mandatory and must 
be filled.

Once you are done 
remember to click the ‚Save‘ 
button at the bottom right 
corner of your screen! 111



QUALITY MANAGEMENT:

The Project Quality Architecture, tools and instruments will 
be explained in a separate online session by WEBIN.
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CONTRACTS & LEGAL INFORMATION:

In the ‚CONTRACTS & LEGAL INFORMATION‘ folder you can 
find the proposal and all signed documents, like the Grant 
Agreement (GA) and Consortium Agreement (CA), as well as 
the financial documents. 
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INFORMATION & RESOURCES:

In the ‚INFORMATION & RESOURCES‘ 
folder you can useful information, the 
‚Attendance Sheet Template‘, the

‚Consent to use of images‘ form, the

‚Template to meeting minutes‘ and the 

‚LumpSum Reporting template‘.

Here you can also find the EU ‚Auditing 
Standards‘ and a link to the official EU 
currency converter. 
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INFORMATION & RESOURCES, cont.:

In this folder you can also find the PPTs 
given by our EU coordinator regarding EVE 
projects´, the EU logo and disclaimer that 
must be used on all official documents 
and media releases and publications.

This is also the space to share interesting 
literature and information. 
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Adding to the Literature folder:

In the ‚Literature‘ folder you can find e.g. 
the „Opportunity Scouting Handbook“ 
that relates to the presentation given by 
Emad Helmy during the KOM.

You can also upload your own literature 
contributions by clicking the ‚Edit‘ button.

AGRI-MOCKS project e-management handbook – Author: Anja Weber – HSWT – May 2025

You can download 
individual entries by 
clicking on the 
green headers, or 
download the entire 
folder by clicking on 
the ‚Download 
folder‘ button.
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Adding to the Literature folder:

The procedure to add literature to the 
folder is the same as described earlier 
(pages 53-55).

Click on the ‚file‘ icon. In the window that 
opens select upload, select the document 
from your computer, give it a title, and 
click ‚upload‘.

At the end, always remember to click the 
‚Save changes‘ button.
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