Guidelines for the application with
Mobility-Online

Students, who wish to study at HTWK Leipzig for one or two semesters, must apply
through the Mobility-Online application platform. After your home university has
nominated you for exchange or Free Mover studies at HTWK Leipzig, you will receive the
link to the online platform by email.

1. Completing the application form

Please fill in the application form and click ,,Send application* to begin with the
application process.

HTWK

Leipzig University
of Applied Sciences

Application for exchange or Free Mover studies at HTWK Leipzig

| Al fields marked with a (<) must be filled in. |

Application Delails

Academic Year

| 2018/2013

Type of application Incemings Outgoings =
Type of person Students Teachers =
= |7
Exchange programme | Erasmus (SMS) -

M|

Original name of certificate
Certification date

Country

Achieved grade

Duration One semester Two semesters  *
Semester | <-- No choice > -
Personal Details
Last name | J*
First name | J*
Gender Male Female =
Date of birth | J*
Country of birth | <— Please sslect --> -
Place of birth | -
Mationality | <— Plezse select > -
2. Nationality | <-— No choice —> -
Email address | < (2
Same e-mail-address for verification | J*
Data conceming school-leaving certificate for university entrance
[ - @

Leipzig University
of Applied Sciences

HTWK
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Data concerning school-leaving certificate for university entrance

Original name of certificate

Certification date

Country

Achieved grade

Data concemning achieved academic grade (if applicable)

Title of academic degree
Certification date
Country

Achieved grade

Data conceming current studies

Country of the home institution | < Please select -

Name of home institution | <-- Please select -

>

>

~|*

Study programme

Beginning of studies J*

Current semester in the study programme

syl (< Pemetsis %)

>

Data concemning planned stay

Host country [ Germany

0|

Host institution [LEIPZIGOZ - Hochschule fiir Technik, Wirtschaft une v ] ®

Reason for stay - Study ) Placement/Intemship '~ Project work '~ Final project = @

Faculty | <-- Please select --

>

v\‘

Planned study programme | <-- Please select -

Level of German | <-- Please select -

Level of English | <-- Please select -

Planned arrival date

Planned departure date

=

>

=

Cancel application Send application

powered by

2. Creating a user account for the Mobility-Online application platform

You have received an email with a link to create a user account for the Mobility-Online
platform. Please follow the link and enter your birth date. The registration code is set
automatically. With the language option you can choose to apply in English or in German.
Click ,,Continue* for the next step.

I-ITW K ot Appid Sclnces Guidelines for the application with Mobility-Online 2|9



MOBILITY-ONLINE

Online registration for Mobility-Online
(Bilateral Agreements)

Step 1 of 2 - Input Registration number

First you have to enter your registration code and your date of birth. If this site was executed via the link in the confirmation mail the registration code
should be filled out by the system.

Blease confirm your entries and press the button [Next step]

Registration number\agnamanﬁ -
Date of birth (ddmmayyyy) [ | * 8] Today

N

Back | Continue

English

In the next step, please choose a user name (login) and password. Please note: You can
select the password freely. It has to contain at least six characters and at least one number
and one capital letter! Please do not use special characters.

MOBILITY-ONLINE

online registration for Mobility-Online
(Bilateral Agreements)

Step 1 of 2 - Input Regi: number

First you have to enter your registration code and your date of birth, If this site was executed via the link in the confirmation mail the registration code
should be filled out by the system.

Please confirm your entries and press the button [Next step]

Registration number 830340306
Date of birth 01.02.1830

Step 2 of 2 - Input User Name and
Now, you can enter your desired login and passward (at least 6 characters, at least one upper-case letter, at least one digit, no special characters).
Should your desired login already exist in the datebase, please try another one.

For the purpase of passwerd security, repeat the chosen password to confirm.

Please procesd by clicking on the butten: [Continue].

Login [
Password
Repeat password

Back | Continue

Once you have successfully registered, you can continue with your application through the
button ,,Login to Mobility-Online.
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MOBILITY-ONLIN

Online registration for Mobility-Online
(Bilateral Agreements)

Step 1 of 2 - Input Registration number

First you have to enter your registration code and your date of birth. If this site was executed via the link in the confirmation mail the registration code
should b filled ut by the ystem.

Plzase confirm your entriss and press the button [Next step]

Registration number 330340306 =
Date of birth 01,02.1220

Step 2 of 2 - Input User Name and

Now, you can enter your desired login and password (at least 6 characters, at least one upper-case letter, at least one digit, no special characters).
Should your desired login already axist in the database, please try another one.
For the purpose of password security, repeat the chosen password to canfirm.

Please procesd by dlicking on the button: [Continue].

Login Frauke3
Password

Repeat password

Registration successful
Your registration was successful.

By pressing the button [Login Mobility-Online] you will be forwarded to Mobility-Online. Ther you have the possibility to edit your application dsta
again, to administer your personal data, download and print documents.

Additionally you will receive an E-Mail with the confirmation of your registration. This E-Mail contains the link to Mobllity-Online for futurs login.

Bfm.m successful

Close Window || Login to Mability-Online |

3. Completing your personal data

In your user account, you have to fill in your personal data under ,,Complete personal
details“.

e [6)
Applicant details
Lastrame  schmidt Broa - BWE
Firstrame  Frauke Host country  Germany
Dateofbirth  01/05/1990 Hostinsttution  LEIPZIGO2 - Hochschule fir Technik, Wirtschaft und Kulur Leipzia
Country of the home institution  France Planned armval date  21/03/2019
Name of home institution  PARISO0S - IUT de IUniversts Paris Descartes Planned departure date  24/09/2019
o Necessarysteps Done Done on Done by Direct acoess via following link O EEETE
= Before the mobility 11
Online application = 0L11.2018 Frauke Schmict display/chang application cata
Confirmation link = 01112018 Automatically generated
Online-Registration 5 01112018 Frauke Schimick
(3)  Personal cetais completed O ‘Complte personal detaily
#oplcation form printzd =]
Signed applcation form uploadd =]

Learning Agresment uploaded
Transcript of records uploaded
Certificate of Language uploaded
© uploaded

D copy uploaded

Passport photograph uploaded

Bewerbung als vollstandig markiert (vom Bewerber)

oooooooog

‘pplication marked 25 complete

General 0/2

Once you have filled in all necessary data, you must save the changes with ,,Create.
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Personal details

Personal details
Last name | Schmidt
First name | Frauks
First name (official)
Academic title
Gender Male '® Female
Date of birth | 01.05.19%0
E-mail address | franziska, schmidt@htwk-leipzig.de

Nationality | France v
Second naticnality | <-- Please select > -
Communication language = German -
Permanent address details
cfo
Strest

Additional address information
Country | <-- Please select = -

Post code

City

Telephone number

Mobile phone number

[ Back to the application workflow ][ Create ] <:|

4. Printing, signing and uploading of the application form

With ,,Download/print application form*, you must download and print the application
form.

Application workflow @
Applicant details
Last name  Schmidt Planned study programme  Betriebswirtschaft (Bachelor) - BWB
Firstname  Frauke Host country  Germany
Dateof bitth  01/05/1990 Hostinstitution  LETPZIGO2 - Hochschule fur Technik, Wirtschaft und Kultur Leipziq
Country of the home institution ~ France Planned arivel date  21/03/201%
Name of home institution  PARIS00S - IUT de I'Université Paris Descartes Planned departure date  24/09/2019
= [—— Done [ Done by Direct acoess via following link
= Before the mobility 1/1
Online pplication 01112018 Frauke Schmid: Displey/change epplication data
Confirmaticn link 01.11.2018 Automatically generated
Online-Registration 01.11.2018 Frauke Schmidt

Fersonal details completed 01.11.2018 Frauke Schmidt Complete personal details
()  Apslcation form printed Download/print applicatien form
Signad application form uploaded

Leaming Agreement uploaded

oo

Transeript of records uploaded
Certificate of Language uploaded
O uplozaded

1D copy uploadsd

Passport photograph uploaded

Bewerbung als vollsténdig markiert (vom Bewerber)

oooooooo

Appiication marked as complets

¥ General 0/2

Please check if all the data is correct and sign the document on page 3. The coordinator of
your home university must fill in and sign the document as well.
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Termine, intended travel dates, durati-
on of stay

Einreise/ arrival: 15.03.2019
Ausreise/ departure: 30.07.2019

Beachten Sie bitte, dass wahrend des Teilstudiums Studien- und des
eaming Ag erbracht werden konnen, der Abschiuss mit ei-
nem Akademischen Grad an der HTWK Leipzig jedoch ausgeschlossen ist.

Please note that during your non-degree study period you are allowed to adduce programme achieve-
ments and exams according (o the agreed study programme (Leaming Agreement), but you are not en-
titled to graduate from HTWK Leipzig with an academic degree.

Ort und Datun/ city and date Unterschrift des Studenten/ student's signature

Bestitigung der Angaben und des durch die ap-
proval of data and study programme by home university

Hochschule/ home university.

International Office (Name, Vomame)/
international office (family name, given name):

Telefon/ phone number:

Fax/ fax:

E-Maill emait:

Ort und Datun/ city and date Unterschrift und Stempel/ signature and stamp

With ,,Upload signed application form*, you must now upload the document to the
application platform again.

Application workflow
Applicant details
Lastname  Schmidt Planned study proaramme  Betrisbswirtschaft (Bachelor) - BWB
First name  Frauke Host country  Germany
Dateof bitth  01/05/1950 Host institution ~ LEIPZIG02 - Hochschule fiir Technik, Wirtschaft und Kultur Leipzia
Country of the home institution  France Planned amal date  21/03/2019
Name of home institution  PARISO0S - 1UT de ['Universits Paris Descartes Plonned departure date  24/08/2019
= [I——— [ Doneon Done by Direct access via following link B s/ ]

= Before the mobility 1f1
Online application 01.11.2018 Frauke Schmidt
Confirmation link 01.11.2018 Automatically generated
Online-Ragistration M 01.11.2018 Frauke Schmidt
Personal details completed =l 01.11.2018 Frauke Schmidt Complete personal detzils
Application form printed = 01.11.2018 Frauke Schmid: D application form

® signed application form uploaded O Lpload signed applicatien form

Leaming Agrezment uploaded (]
Transcript of records uploaded O
Certificate of Language uploaded O
€V uploaded O
I copy uploaded O
Passport photograph uploaded O
Bewerbung als vollsténdig markiert (vom Bewerber) O
Application marked as complete O

General of2
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Please choose a document to upload and save your changes with ,,Create.

Upload name | Application form

Owner | Schmidt, Frauke
File || Datei auswahlen | KeX

—— N
| cancal || create | <:|

Please send the complete application document, signed by you and your coordinator, by

regular mail to the following address: HTWK Leipzig, International Office, Postfach 301166,

04251 Leipzig, Germany. You only have to send it via regular mail if the document has

original signatures. If the document was only signed digitally or scanned, you don’t

need to send it via regular mail.

5. Upload of other documents

Please continue with the next steps and upload the following application documents to

the platform:

O

Learning Agreement (programme of studies) - You usually receive the Learning
Agreement form from your home university. Please ask your coordinator.

Transcript of Records (list of courses and grades completed) - Master students
need to hand in a copy of their Bachelor certificate as well. You can only upload one
document. Please merge the documents into one.

Proof of German/ English language skills - Please submit a copy of a recognized
language certificate and/or the HTWK Leipzig Language Certificate completed by a
language instructor at your home university. If you wish to attend courses taught in
German, German proficiency of at least level c which is equivalent to the B1/B2
levels of the Common European Framework of Reference for Languages is required.
If you wish to attend courses taught in English, English proficiency on a comparable
level is required. We strongly recommend that you take German language lessons
before your arrival, as general structures and university life function largely in
German. You can only upload one document. Please merge the documents into
one. Native speakers do not need to hand in a language certificate.

cv
Passport or ID copy
Photograph (will be used for your student ID card)
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6. Completing your application

Once you have uploaded all required documents, you must complete your application
with ,,Mark application as complete*.

Applicant details

Lost name Schmidt Planned study programme  Betriebswirtschaft (Bachelor) - BWB

First name  Frauks Host country  Germany

Date of birth  01/05/19%0 Host institution ~ LEIPZIGO2 - Hochschule fur Technik, Wirtschaft und Kultur Leipziq

Country of the home institution ~ France Flanned anrival date  21/03/201%

Name of home institution  PARISO0S - IUT de Université Paris Descartes Flenned departure date  24/08/2015
= Necessary steps Done Done on Done by Direct acvess via following link [ 15/18 ]

£l Before the mobility 11
Online application 01.11.2018 Frauke Schmidt Display/change application data
Confirmation link 01112018 Automatically generated
Online-Registration 01.11.2018 Frauke Schridt
Personal details completed 01.11.2018 Frauke Schridt Complete personal detzils
Application form printed 01.11.2018 Frauke Schridt Downlozd/print application form
Signed application form uploadad 01.11.2018 Frauke Schridt
Leaming Agreement uploaded 01.11.2018 Frauke Schmid: Upload Leaming Agresment
Transaript of records uploaded 01.11.2018 Frauke Schridt Upload Transcript of Records
Proof of language skills uploaded 01.11.2018 Frauke Schridt Upload proof of language skills
CV uploaded 01.11.2018 Frauke Schmidt Unlsad yaur
1D or passpart copy upleadad 01.11.2018 Frauke Schmidt Unload ID or passport copy.
Passport photograph uploaded 01.11.2018 Frauke Schmidt Upload passport phote

(3]  Application merked a5 complet= O
General o/2

With ,,Forward to update*, you can add the check mark.

Applications incoming

[ Cancel ][ Forward to update ]<

1 hereby confirm uploading all required documents.

Once you have added the check mark, you have to save your changes with ,,Update.

Applications incoming

Cancel || Update <—‘

1 hereby confirm uploading all required documents. |«
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This was the last step of your application.

Only if all documents have been uploaded by the end of the deadline and the application

has been completed with ,Mark application as complete“, we will be able to further

process your application. We will check if all the documents were uploaded correctly and

send you a confirmation email. We will also mark ,,Application marked as complete (by

the International Office)“ in your workflow. Should any documents be incorrect, we will

contact you directly.

Applicant details
Schmidt Planned study programme  Betrigbswirtschaft (Bachelor) - BWE
e Frauke Host country ~ Germany
Date of birth  01/05/1330 Host institution  LEIPZ1G02 - Hachschule fir Technik, Wirtschaft und Kultur Leipzia

Country of the home institution

Name of home insticution

France

PARISO0S - IUT de Université Paris Descartes

Planned amival date  21/03/2019

Planned departure dats  24/09/2019

®  General

If you have any questions, please do not hesitate to

Confirmation link
‘Online-Registration

Personal ompleted

Application form printed

Signad application form uploaded

01.11.2018

01112018

01112018

01.11.2018

01.11.2018

01112018

Frauke Schidt
Automatically generated
Frauke Scamide
Frauke Schmidt
Frauke Schidt

Frauke Schmidt

Direct access via following link

Display/chenge applicetion data

1/1

Learning Agrezment uploaded
Transcript of records uploaded
Proof of language skills uploaded
CV uploaded

1D or passport copy uploaded

Passport photagraph uploaded

Mark application as complete (by applicant)
Application marked 25 complete (by HTWK International Office)

leipzig.de)

We look forward to receiving your application!

The International Office

HTWK

Leipzig University
of Applied Sciences

01112018

01112018

01.11.2018

01.11.2018

01112018

01112018

B —

Frauke Schmidt
Frauke Schmide
Frauke Schmidt
Frauke Schmidt
Frauke Schmidt

Frauke Schmide

Upload Leaming Agreement

Unload Transcript of Records

Upload proof of languege skill

Upload your &V

Vark spplication as complete

o2

contact us! (mobility-online@htwk-
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