UNIVERSITAT GRAZ
UNIVERSITY OF GRAZ

Buro fur Internationale Beziehungen | Office of International Relations | GRAZ]

Application at University of Graz
using UNIGRAZonline and Mobility-Online

Content
SETTING UP YOUR ACCOUNT ..ottt ettt sttt 2
Creating the UNIGRAZonline basic USer aCCOUNT ..ottt 2
Activating your Mobility-Onling @CCOUNT........oiiiiiiiieee e 4
WORKFLOW in MODility=OnlNe . .c.oueeiieeiiieeeeee ettt 5
Step 1 - Application and registration ... e 5
Step 2 - Intended Courses/Learning AQrEé@mMENT .......coei ettt 6
Step 3 - Uploading application dOCUMENTS ....cc.evviiiiiiriiciirececreeeee et e 6
Step 4 - Completing Your @appliCatioN ....c..cvciiirieice e 7
AGREEMENT and ACCEPTANCE @t UNi Graz ......cccoveieiiieirieiieieieieisieesetesete sttt 7
CONTACTS & TUTORIALS . ..ttt ettt et s bt s et e e st e et e entesateesbeenteenteenneenee 8
IMPORTANT TIPS

When entering your data please do NOT use any characters specific to your language (¢, ¢, §, etc.) even if they

appear in your name.

Use the same email address throughout the entire application process and always check inbox AND spam folder

in this email account so as not to miss important emails!

In case you register together with colleagues / friends using the same computer, please make sure NOT to use

the same browser!

Make sure to remember USERNAME and PASSWORD when creating the account!

Screenshots, etc. might differ depending on program.
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SETTING UP YOUR ACCOUNT

To get started, follow the instructions in the email:

Dear Ms. Atesterin,
[This email will guide you through your application / admission process to the University of Graz:

Important: In case you register together with study colleagues / friends using the same computer, please make sure NOT to use the same browser.

1. Open the to guide you through the application process. Also watch the online tutorials for instructions: '
2. Following the instructions, create an account in UNIGRAZonline

3. Then wait for at least 60 minutes before continuing with the next step.

4. Click on the Login-link in the very last line of this email for account activation in Mobility-Online.

5 Make use of the to successfully complete the application process.

6. For all further logins in Mobility-Online use

JAPPLICATION DEADLINE: 1 June for winter semester + 1 November for summer semester
Do NOT reply to this email. In case you have any questions, please contact incoming.exchange@uni-graz.at.
[Best wishes,

IChrista Grassauer

Login
f your e-mail client does not show the link in the correct way please copy or enter the following address into the address bar of your browser:
hitps:/| |

Creating the UNIGRAZonline basic user account

Click on the UNIGRAZonline link in the nomination email and create your basic user account:

1. Open the Online help to guide you through the application process
2. Following the instructions, create an account in UNIGRAZ online

Instructions for data entry:

e enter your name based on the computer-legible line in your passport. Do NOT use any characters specific to

your language (¢, ¢, §, etc.) and also do NOT use all caps.

e Ifyou have a middle name, enter your first AND middle GrAzomme 200

name in the field “first name”. Registration - basic user
e Date of birth: enter the date according to the format
stated (DD.MM.YYYY - day.month.year) Master data

. . Mr./Mrs iMs. | Please select_.
e  Email address: use the same email address throughout

First name
your entire application process. Last nams
. . . . Date of birth
. Previous enrolment at Austrian university: If you were Format: DDMM.YTYY

Maiden name

enrolled at an Austrian university in the past, select “yes".

Then select the Austrian university at which you were Account data
. . E-mail address
enrolled and enter the matriculation number (=student ID o dos@exampie.com
Re-enter e-mail address
number) you received at this university. If you do not johr doe@example com

. R X Preferred language | [EXV =10 -
remember your student ID number, contact the Austrian university

at which you were registered in the past and request the number. Study programme data
Do not continue the process until you have retrieved the Austrian P> e you regstered or have you been registered at an Austian university? | No -

student ID number and can enter it here.
Confirm data

Click “Confirm data” at the end of the page.

You will then be asked to check and confirm your data. If your data is correct, click “Submit data”.

If corrections are in order, click "back” make the corrections and confirm again, then submit data.

Back‘ Submit data }

UNIVERSITAT GRﬂC)

2von 8

N’



The following message will appear after your confirmation of the data.

Allow for some time until this email reaches your email account!

UIGRAZ srane:

Ragistration - basic user

Thank yeu very much for your registration!

An amail will be sent lo=unmy for activating your access 1o the system.

Check your inbox and spam folder for the email with the subject "Activating the access to UNIGRAZonline”. To
activate your UNIGRAZonline basic user account, click on the first link in that email.

This link is valid for max. 21 days, make sure to activate your account within this timeframe!

Activating the access to UNIGRAZonline esteingang x

UNIGRAZonling <unigrazonline@uni-graz.at

¥p Englisch = > Deutsch = Machri

Dear E—

you have successfully entered the following registration data in UNIGRAZonline:

First name:
Last name
Date of birt

To activate your account please click on the following link: https:flonline uni-graz atkfu_onlinefwbselbstregperson emailBs

The following webpage will be opened. Click “Continue” to proceed:

UMIGRAZonline V200

Registration - basic user

o Thank you very much, Your e-mail address[[ 0 has just been verifled by the system,

Naxt you will receive your personal account at UNIGRAZonline, please click 'Continue”,

Follow the instructions to create your password and enter a security question & answer.

Remember/write down the username and password >> you will need it later to activate your account and

complete your application in Mobility-Online.

Then click “Complete registration”.

P, s . Il s i . Pt g I B £ s A Tt it s i, sl i e T el B Qo By A N . I i g T it il it
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Your UNIGRAZonline basic user account has been created successfully.

Ms Atesterin, Sophie

Emalil -
Your picture
_could be displayed
Homepage i

Now wait for at least 60 minutes, then reopen the email “Application /Admission to the University of Graz” and
continue with step 4. In case the system does not update within the 60 minutes, give it until the next day as

sometimes the timeframe might be longer due to system updates, etc.

Activating your Mobility-Online account

Once you have successfully completed steps 1-3, follow the instructions in step 4 to click on the link in the LAST LINE

of the email for the initial activation of your Mobility-online account.

Dear Ms. Atesterin,
[This email will guide you through your application / admission process to the University of Graz:

Important: In case you register together with study colleagues / friends using the same computer, please make sure NOT to use the same browser.

1. Open the to guide you through the application process. Also watch the online tutorials for instructions: .
2. Following the instructions, create an account in UNIGRAZonline

3. Then wait for at least 60 minutes before continuing with the next step.

Click on the Login-link in the very last line of this email for account activation in Mobility-Online.

5. Make use of the to successfully complete the application process.

6. For all further logins in Mobility-Online use

IAPPLICATION DEADLINE: 1 June for winter semester + 1 November for summer semester
Do NOT reply to this email, In case you have any questions, please contact incoming.exchange@uni-graz.at.

Best wishes,
IChrista Grassauer

Login
your e-mail client does not show the link in the correct way please copy or enter the following address into the address bar of your browser:
ps:i| ]

The following page will open - enter your UNIGRAZonline username and password and click “Login”.

If you do not remember your username/password, follow instructions to retrieve the information.

You have now successfully activated your Mobility-Online Account and

KARL FRANZENS - UNIVERSTTATNGRAZ will see your workflow on the screen and can continue the application
milth process by taking care of the data entry and document upload. If you do
Shibboleth University of not complete the entire process right away, you can always log off and
Graz log in again later to continue.

e
ALL further logins to Mobility-Online:
———— From now on whenever you want to log in to your Mobility-Online

account you will use the following link: https://mobility.uni-

graz.at/mobility/login and enter your username and password to

Information about the login:

access the system. In case of login problems, delete cookies / empty

O cache in your browser, ensure no passwords are saved in your browser or
switch to a different browser altogether.
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https://static.uni-graz.at/fileadmin/bib/downloads/Incoming_Exchange/FAQ_student_reset.pdf
https://mobility.uni-graz.at/mobility/login
https://mobility.uni-graz.at/mobility/login

WORKFLOW in Mobility-Online

Please be aware that the workflow will look slightly different for each program.

Your Mobility-Online workflow provides you with an overview of all necessary steps of the application / admission
process. As you continue your preparations, more steps will become accessible at the appropriate time.

In this overview all necessary steps of an application are shown in the correct order. In Addition, you can see whether the
respective step has already been completed successfully, and if so, by whom and when.
~

O®®

Last name Atesterin Field of Study
= -
| Search Engllscl1 First name(s) Christa Host institution GRAZ01 - University of Graz
Display personal data Date of birth 23.01.2000 Stay from (dd.mm.yy... 01.10.2021
Country of the home ... United States (USA) Stay to (dd.-mm.yyyy) 27.02.2022

My Application 3

Data Home institution US ALBUQUERQUEQ1-EX - Uni...

bl Necessary steps Doneon Done by ::m :;lmk i b PR

> Before the mobility - Step 1: Application and registration
> Before the mobility - Step 2: Intended Courses / Learning Agreement (LA) 0/1

> Before the mobility - Step 3: Uploading application documents 0/9

Each step of the process is indicated in the workflow. Steps that have been completed will be indicated by a green
check-mark. The system also indicates when a particular step has been completed and by whom (the student, Office
of International Relations, etc.).

For data entry/uploads you click on the links in the grey boxes.

Always read the helptexts provided in the yellow boxes and follow the instructions!

Done on Direct access via following link
Before the mobility - Step 1: Application and registration
Cancel mobility (irreversible) O
First info e-mail received [¥] 27.04.2021 Automatically generated
Online-Application ]
Address data completed N

Step 1 - Application and registration

To enter your application data, go to “Before the mobility - Step 1: Application and registration” and click on

“Enter/edit application details".

Before the mobility - Step 1: Application and registration

Cancel mobility (irreversible) [l Cancel mobility

First info e-mail received [+] 04.04 2022 Automatically generated
Online-Application O Enter/edit application data )
Address data completed [l

Please note that the data entry has to be completed IN ONE GO - it is not possible to save part of the data and
return to complete the data entry at a later time! It is of course possible - once the data has been completed and

saved - to return to it if changes are necessary.
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Click "Forward to update” to start the data entry. Then enter your data (required fields are marked with an asterisk *)
always considering the helptexts provided in yellow boxes.

Click "Update” for submitting the data, then click “Cancel” to return to your application workflow.

Edit application

[
Cancel Forward to update

Click "Complete address data” to enter your CORRECT and COMPLETE address data.

Address data completed [] ( Complete address dats I

Click "Update personal data” for submitting the data.

Then click “Back to the general overview” to return to your application workflow.

Step 2 - Intended Courses/Learning Agreement

NOT relevant for Degree-seeking students and exchange students applying for CEEPUS, Erasmus+ SMT and

Go Styria!

In this step you will be uploading your intended courses to your application. A detailed explanation is provided in the

helptext - follow the instructions provided.

Betfore the mobility - Step 2: Intended Courses / Learning Agreement (LA)

Open the Instructions for Course Upload for further information

Intended courses uploaded / LA completed O Upload intended courses /
complete LA

Cancel Create

\IMax_ 400 (width) * 500 (height) pixels possible! The photo can be resized with the help of the editing tool.
nstructions for photo-upload

Upload name  Passport photo M

Step 3 - Uploading application documents

When uploading your documents, please consider the following tips:
e  First upload the photo following the instructions provided in the system.
Once the photo is uploaded, the application form will become available for download.

e All other documents must be uploaded in PDF-format.

o For documents conversion to PDF check out www.ilovepdf.com.

o In case any upload includes more than one document (e.g. dual nationality > two passports), the
documents must be merged and uploaded in one PDF-file.

e Degree-seeking students: Upload already legalized document scans where necessary.
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http://www.ilovepdf.com/

Print application form
Please print the application form, sign it and upload the signed application form by clicking “create”.

Note that signatures with the mouse or signature copied into the document will not be accepted.

)
;

Please upload your signed application form (incl. photo) in pdf-format. (do not sign with the mouse or copied pics)

Upload name | 1. Application Form -

Upload application form incl. photo
and signature (mandatory)

Owner | Atesterin, llse -

ﬁ File |P\ease enter the File 4

Please follow the same procedure when uploading all other documents.

Step 4 - Completing your application

Once you have entered your data and uploaded all documents, now is the time to double-check your application and
- if necessary - make final changes to your data entries/uploads.

Once you are sure you have entered all necessary data and uploaded all documents, click “All documents uploaded”

Confirm once all documents are uploaded.
= ==

All documents uploaded O ( All documents uploaded

—
Application documents verified as 'complete’ by [

Office of International Relations

and confirm “I have uploaded all documents” and click “save”. Once you click “save” no further changes are possible!

| Attention: In case you confirm a second time (documents were incomplete before), first go to "Forward to update" and then click "save"!

| have uploaded all documents|

‘ Back to the application workﬂom([ Save

The Office of International Relations will now review your data entry and documents.
e In case documents are missing or changes are necessary, you will be contacted via email to edit/adapt your
application in Mobility-Online.

e If data entry and documents are complete you will receive information about the next steps via email.

AGREEMENT and ACCEPTANCE / ADMISSION at Uni Graz

Exchange students - next steps
1. Mobility Agreement - to be signed and uploaded by student
2. Acceptance Letter - available for download

3. Payment of student union fee - when prompted via email

Degree-seeking students - next steps
1. Send the printed ORIGINAL signed application form together with all other documents as hard copies to
University of Graz by registered mail.
2. Admission Certificate & Residence Permit letter (if applicable) - available for download

3. Payment of tuition fee - when prompted via email

7 von 8

UNIVERSITAT GRAZ



CONTACTS & TUTORIALS

TUTORIALS & FaQs
If you encounter any problems throughout the application process, please refer to the tutorials:

o Setting up your account

e Activating Mobility-Online & Overview of the application tool

e Basic User Account: How to find your username and/or reset your password

LINKS

e  Orientation Platform > planning the arrival

e Covid19 International Arrivals Website > travelling to Graz & Covid19 regulations

e Covid1? Website of Uni Graz > Covid19 regulations at Uni Graz incl. contact in case of further questions

CONTACTS
In case of any remaining questions, contact:

e erasmus.incoming@uni-graz.at:

Erasmus+ SMS, Erasmus+ SMT, CEEPUS, SEMP

e erasmusplus.intl.incoming@uni-graz.at:

Erasmus+ International

. incoming.exchange®@uni-graz.at:

Best of South-East, Go Styria, International Exchange, ISEP, Joint Programme (Exchange), iStudy, Utrecht Network
(AEN, MAUI, REARI-RJ)

. jointdegrees@uni-graz.at:

degree-seeking students for > Circle, Admission Joint Programme
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https://bbb-scale.uni-graz.at/playback/presentation/2.3/0742d684dc86482f5078f5ef07e3eef6a0d72dd0-1619608542563?meetingId=0742d684dc86482f5078f5ef07e3eef6a0d72dd0-1619608542563
https://bbb-scale.uni-graz.at/playback/presentation/2.3/0742d684dc86482f5078f5ef07e3eef6a0d72dd0-1620125461493?meetingId=0742d684dc86482f5078f5ef07e3eef6a0d72dd0-1620125461493
https://static.uni-graz.at/fileadmin/bib/MO/mo_basicuser-reset.pdf
https://orientation.uni-graz.at/de/
https://international.uni-graz.at/en/international-arrivals-covid-19-info/
https://covid-19.uni-graz.at/en/
mailto:erasmus.incoming@uni-graz.at
mailto:erasmusplus.intl.incoming@uni-graz.at
mailto:incoming.exchange@uni-graz.at
mailto:jointdegrees@uni-graz.at

