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AMUSTAGE

Student guide (English version)

1/ Open the application

AMUSTAGE is on ENT

Q, Chercher une application...

» &

Man profil
SESAME

Convention de
stages -
AMUStage




2/ Create an agreement

Click on Créer une convention . In the horizontal menu, grayed-out fields are currently inaccessible.

Etudiant

2.1 Student data

As you are connected to your ENT, you are automatically recognised and your administrative details are displayed.

You can change them if you need to, particularly the address or a contact: this will only have an impact on the placement
agreement.

Complete the "Caisse Primaire d'Assurance Maladie" box using the drop-down lists.

If you are affiliated to an organisation other than
CPAM (e.g. MSA, MGEN, etc.), select "Other" (at the

bottom of the drop-down list) and make a note of it.

"Other" (at the bottom of the drop-down list) and

make a note of it.
This information appears at the bottom of the first

page of the training agreement.

£ Caisse Primaire d'Assurance Maladie

Région CPAM *
Auvergne-Rhone-Alpes

Libelid CPAM ¢
iisse primaire d'assurance maladie (CPAM) du F'uy—de—[)émé

Adresse CPAM *

63031 Clermont-Ferrand Cedex 9




Then select the framework in which the course is to take place:

& Choisissez le cadre du stage

Formation *

3M127C - Master Psychologie - 1ére année 2023/2024(... =

Année 2023/2024
inscription
Formation 3M127C - UFR Psychologie, Sc.

This is for the current academic
year. If you are doing a work
placement in the previous year up
to 31 December, and your
previous registration does not
appear, contact your school.

If you get this error message :

i Choisisser le cadie du stage

Wous nibtes naceit b sucane Termation highble.

You can also contact your school

Sociales, Sc. Educ.

Elérnent pedagogiqua*
3427B507 - Stage Psychologue : 6 crédits ECTS

Mombre d'heures de formation * ;

@ Plus de 200 heures o Saisie manuelle :

If your course includes several
training, choose the one that
best suits you

The number of ECTS credits is
indicative (does not appear in
the agreement and will not

appear in your schooling data)

Type ot COMVETT i

FORMATIOMN INITIALE

Leave « Plus de 200 heures ».

Langue de la convention *
1. Stage en France (ou pays francophone)

The type of agreement is
automatically selected according to
your registration.

\

Language of the agreement:

For placements abroad, there are two possible scenarios:

Anglais (stage étranger)

- Work placement in a french-speaking

O The agreement will be in french

- Work placement in a non-french-speaking
country :

O The agreement will be bilingual English/French

country : Frangais (stage en France)

The "Internship in France" model agreement applies to students undertaking an internship in France.

Francophone (stage étranger dans un pays francophone)

Once you have completed this first page, click on to continue. The "Student" completion bar turns green.

_ Etudiant _
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2.2 Selecting the host establishment
Etab. d'accueil

In the horizontal menu, click on the second tab

As in the "Host establishment” tool (see point 4), search for or create the host establishment that will be hosting the
trainee.

/™\ ATTENTION :

- If you can't find the structure you're looking for, check its SIRET number, check various entries (official name, but
sometimes also acronyms or common names...).

- Beware, too, of subsidiaries of an institution: an AMU component or lab will not be a host institution in its own right,
but a department of the "Aix-Marseille Université" institution, just as, for example, a production site of an industrial

company will be a department of the main institution.

- NEVER modify host institution data lightly! Any changes made at this level will have an impact on all the agreements of
students doing their internship in this structure.

- Don't hesitate to ask the SUIO or your school for advice if you have any doubts.

There is no button to validate this step. Once the host establishment has been selected, the completion bar under "Host
establishment" turns green.

2.3 Selecting the host service

In the horizontal menu, click on the third tap.  Service daccueil
Click on "Select a service" to access the services already in the database.
If you can't find what you're looking for in this list, you can "create a new reception service".

/"\ Please note that it is compulsory to fill in the details of a reception service. Even if the host establishment is small (an
association, a small business, a sole proprietorship, etc.), you still need to create a host service.

The completion bar turns green: you can continue.

2.4 Selecting a professional tutor

Tuteur professionnel
In the horizontal menu, click on the fourth tab r—

As with the welcome service: search for an existing contact or enter a new one.

Definition: the professional tutor is the person in the host establishment who will monitor
the trainee's progress on a day-to-day basis, and who is the main contact for the teacher

in charge of monitoring and assessing the work placement.

The completion bar turns green: you can continue.



2.5 Entering internship data

In the horizontal menu, click on the fifth tab.

All fields marked with an "*" are mandatory.

Modéle de la convention

Paysde ta convention *

FRANCE

Stage

Description du stage

Thematique du stage *

Sujet *

Compétences *

Fonctions et taches *

Détails

« MODEL AGREEMENT »

We don't know what purpose this information serves: it has no impact on the agreement template, and appears

nowhere on the agreement.

« INTERNSHIP DESCRIPTION »

Internship theme: this information, although compulsory, does not appear on the agreement. It's up to you to find what

best fits your internship: it's a closed list that we won't go into.

Subject: the subject of the internship, in a few words. This information appears on the 1st page of the agreement.

Duties and tasks: list the tasks you will be carrying out.

Skills: list the skills you'll be using / discovering during your internship.

Details: information entered here will not appear in the agreement.

/"\ Functions and tasks" and "Skills" boxes: this information is important, and must be written precisely, as it is
contractually binding. However, it's also important to remember that if there's too much text, the layout can become out

of sync with the rest of the agreement.




Dates / horaires

Date de début du stage * = Date de fin du stage * =

Interruption au cours du stage ?

(O oui (@ Non
Avez-vous des horaires de travail réguliers

@) oui () Non

Nombre d'heures hebdomadaires du stage * Nombre de jours de congés autorisés

<»

ournodalités des congés et autcrisations dabsence duram le stage

Durée effective du stage en nombre d'heures *

<>

Temps de travail * - Commentaire sur le temps de travail

« DATES / TIMES »
Start date of course / End date of course: note the start and end dates of the course.

Interruption during the course? It is possible to record several interruption periods.

Interruption au cours du stage ?

® oui () Non

Ajouter des nouvelles périodes d'interruptions

Périodes d'interruptions actuelles :

date de Debut date de Fin dctions
01/11/2023 15/11/2023 s i
01/12/2023 15/12/2023 V. i}




Do you have regular working hours? This function allows you to calculate the effective time of your internship if your
working hours are irregular: if you click on "NO", the application will ask you to define the different internship periods
and specify the daily working hours for each.

Number of hours per week of training: If you left "YES" to the previous question, you will be asked to enter the
number of hours of training per week.

Actual duration of internship in hours: this is calculated automatically. But if you don't agree with the result
displayed, you can delete the result and enter your own.

Working hours: "full-time" or "part-time".
Number of authorized days off: ... if provided for by the host organization.

Comments on working hours: this box will appear on the agreement. Use it to make any additional or more precise
comments.

« GRATIFICATION »

Gratification

Gratification au cours du stage ?

® oui () Non

La limite basse de rémunération & ne pas dépasser est Slimite

Montant de la gratification

Mantant de la gratificati... Typedegr.. = Durée * hd

Monnaie utilisée pour le paiement * v Modalité de versement de la gratification * v

Gratuity during the internship? If you check "YES", this will open the "GRANT AMOUNT" box.
Enter :

- Amount of bonus

- Type of payment: "net" or "gross".

- Duration: per hour, day, week, month, year, or for the entire internship.

- Currency used for payment

- Payment of gratuity



Divers

Comment le stage a-t-il té trouvé ? * w Modalité de suivi du stagiaire
#
Confidentialité du stage / Théme du stage
(O oui (@ Non _
Liste des avantages en nature
Tt N &
Nature du travail a fournir suite au stage * b A
Travail exceptionnel
Maodalité de validation du stage * e
A
Si le stagiaire doit télétravailler, &tre présent la nuit, le dimanche ou un
jour férie, préclser
« DIVERS »

How was the internship found? This information, although compulsory, does not appear on the agreement.

Internship confidentiality: if you check "YES", the information "Internship subject”, "Duties and tasks" and "Skills
"Skills™ will be completely hidden in the .pdf export of the internship agreement.

Nature of work to be carried out following internship Validation of internship

How the intern will be monitored: you can indicate how you will be monitored by your mentor (telephone appointment, on-
site visit, etc.).

List of benefits in kind: luncheon vouchers, transport costs, etc.

Exceptional work: telecommuting, presence at night, on Sundays or public holidays, planned travel, etc.

Once you've filled in all the mandatory fields, the completion bar turns green: you can continue.

VALIDATION: as you can see, there's no need to validate at the end of each screen. Saving is automatic.

If you quit your ENT session while you're filling in your agreement, it will be saved and you'll find all the fields
entered the next time you log on to AMUSTAGE.

Please note, however, that this is only a temporary backup, allowing you to work on one agreement at a time. The
"real" registration will take place at the first validation, at step 8 "Summary".

As long as you don't see an agreement number at the top of your screen,
the agreement is only temporarily saved.




2.6 Entering the referent teacher

In the horizontal menu, click on the sixth tab Ens:iwant reéférent .

Recherchez un enseignant via son nom et/ou son prénom

Nom Prénom

Nom / Prénom Mail Département

Aucun enseignant trouveé

Search by surname / first name.
Search the AMU faculty directory.

2.7 Entering the signatory (in the host company)

In the horizontal menu, click on the seventh tab. _Signataire

As for the professional tutor: search for an existing contact or enter a new one. The signatory may be attached to the same
host department as the professional tutor, or to a different host department.

Definition: the signatory is the person with the legal authority to bind the host establishment.

/"™\ WARNING: If an unauthorized person signs the agreement on behalf of the host establishment, the agreement
will have to be redrafted, as it is not possible to make an amendment concerning the signatory.

The completion bar turns green.

Logically, the entire top menu is now green:

Etudiant Etab. daccueil  Service d'accueil  Tuteur professionnel Stage Enseignant référent  Signataire Récapitulatif

You can continue.



Once you have checked the fields, you will find the button B'EUEEEE at the bottom of the page.

The page title now shows the convention number:

Gestion de la convention n®51928 |

The agreement is definitively registered. An e-mail is sent directly to your teacher for pedagogical validation.

2.8 Pedagogical and administrative approval

In the horizontal menu, a ninth tab has appeared: Validation

At the very least, you'll have administrative validation:

validation administrative

X En attente de la validation administrative.

But also potentially administrative verification and/or pedagogical validation, depending on your choice of place of study.

On this tab, you can follow the progress of your agreement, from validation by the teacher to validation by your school
administrators. Once all the approvals have been made, you can print out the agreement and have it signed by the company.
Contact your school to find out who should print it.

Validation (by the teacher or the administration) renders all previous tabs inaccessible: a validated agreement (i.e. one that
has been signed or is in the process of being signed) can no longer be modified, except by means of amendments. In fact, a
new "Endorsements" tab appears:

Récapitulatif = Validation  Avenants  Evaluation du stage

Depending on the component, students may or may not be able to create a rider. Contact your school to find out how to
modify your agreement once it has been validated.
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3/ Delete a convention

3.1In progress

Return to the tab Etudiant and simply click on the button m (bottom right of the screen).

3.2 After validation

Once the agreement has been registered and validated, the "Student" tab is no longer accessible, so the agreement can no
longer be deleted... unless you remove the validation. This operation can only be carried out by your administration (school).

If your school agrees to invalidate your request, you will regain access to tabs 1 to 7. Return to the "Student" tab and click on
the "Delete" button.

/\\ WARNING: all deletions are final! There is no undo function!
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