UNIVERSITY OF TWENTE.

Mobility-Online is the UT registration system for our incoming Exchange
students. This manual is aimed for nomination of students by our Partners.
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UNIVERSITY OF TWENTE.

Nomination of a student

Step 1.

You have received via e-mail the login details for your institution. You can login via the link in
the e-mail or via this link.

Enter your login and password:

Language English ~

Login L7

O ff—
Password @ 4—

Close Reset Login Forgot your password?

University of Twente | 7522 NB Enschede, Drienerlolaan 5, Netherlands
Tel (+31) 53 489 9111 | info@utwente.nl | ht utwente.nlfen/education/current-students/mobility-online /

UNIVERSITY OF TWENTE.

Welcome to the Mobility Online Registration and login’ portal of the University of Twente.

Current students of the University of Twente : before you can fogin, you have fo register your activity (nternship,
courses abroad or graduation) via the link concerned as indicated on www.utwente nl/en/education feurrent-students
[mobility-online/. A registration page’ can be recognised by the red square (with text) at the top of the page. If no red
square is visible, you are at the login page’. Note that for both registration as well as login you have to use your
studentnumber and password, similar to all UT applications. The blue button visible above with the text Forgot your
password? is not applicable to you!

In addition to the manuals offered by your own programme, you can find some general manuals here.

Staff members of the University of Twente : please login using your UT employee number. More information
regarding how to use Mobility Online can be found here (Dutch only).

Prospective incoming exchange students for the University of Twente : this portal il be putinto use from
January 2018, Itis expected that the portal will be open for siudent applications for course exchange (regarding Fal
semester 2015/2015) from the 15th of March 2018 onwards. More information regarding the application process can be

found at www.utwente.nlfenfeducation/exchange-students/ (incuding on how to apply for a plzcement).

Staff members of our Partners : this portal wil be put into use from January 2018, Itis expected that the portal wil
be open for nominations for course exchange (regarding Fall semester 2015/2019) from the 15th of March 2018 onwards.
You will receive more information about this change in registration system as soon as possible.

Step 2.

To continue please click on “My Mobility-Online” and “Create nomination”:

University of Twente

| Help | Logout

» My Mobility-Online 4—ow—
My institution
My applications
Create ination ¢

Cancel applications
» Administration

Change password



https://www.service4mobility.com/europe/LoginServlet
https://www.service4mobility.com/europe/LoginServlet

UNIVERSITY OF TWENTE.

Step 3.

In the following screen you have to fill out all fields marked with a *. The form is divided into
four sections. Please continue reading for more details regarding all sections and fields, what
to select and what to fill out:

Section 1: Application details

Online registration Mobility Online UNIVEHSITY DF TWENTE. ‘

| Al fislds marked with {*} must be completed, |

— Application details  Open all sub groups Close all sub groups
o Type of applicant Incoming Outgoing =
Type of person Student ) Teacher *

®
Nomination Programme | Nominztion b e
e salact the =shed sxchangs programme:
r

ry'exchange-studern "—I
Academic year | 2020/2021 - o

Exchangs Programme | Placemant - agreement

1+2: These fields are automatically filled out and cannot be changed.
3: Exchange programme you want to nominate the student for. There are two options:

Courses abroad = ‘courses only' or a combination of 'courses & research assignment'
Placement agreement = 'research assignment only' (no courses!)

More information about the difference between those two programmes can be found
here: www.utwente.nl/en/education/exchange-students.

Two important notes:

- if you nominate for the wrong exchange programme, the application process might
be severely delayed.

- Nomination for ‘Courses abroad’ is only possible during one month before the
deadline for nomination. Please see www.utwente.nl/en/education/exchange-
students/application-deadlines/ for the deadlines of the upcoming academic year.

4:  Academic Year in which the exchange should take place (select from drop down).

If you select Courses abroad an additional drop-down menu will appear: select the
desired semester for the exchange.

Please note:
First semester / Fall semester (September till January)
Second semester / Spring semester (February till June)



http://www.utwente.nl/en/education/exchange-students
https://www.utwente.nl/en/education/exchange-students/application-deadlines/
https://www.utwente.nl/en/education/exchange-students/application-deadlines/

UNIVERSITY OF TWENTE.

Section 2: Personal details of the nominee

—  Personal details of nomines

*

Last name

e First name *
O Male O Female =

Gender
%

Date of birth {dd/mmyyyy)

Nztionality | =- Pleass selact - -

=7
o E-mail address

5: Personal details of the nominee: last name (surname), first name, gender, date of birth,
nationality. Please make sure there are correctly® spelled.

6: E-mail address of the nominee.

Section 3: Details of home institution and nominator

—  Details of home institution and nominator

Country | Australia -

o Home institution | TESTO1 - Dit is e=n test instituut woor de test ..«
Nominating persan | <— Mo choice —> =
First Name of the nominating person
Last Name of the nominating person
Gender of the nominating person 'O Mzlz O Female =

Email of the nominating person

The details of your Institution (country, name) are automatically filled out and cannot
be changed in this form. However, if you would like to change anything, you can do this
via the menu My Mobility-Online - My institution?.

7 Select or fill out your name.

If you have nominated a student before, your name should already exist in our system
and you can choose your name in the dropdown-list:

! These attributes (together with the provided email-address) will be used by the student to login later on, so
make sure they are correct.

2 please note that in our systems we use the English version / translation of the university’s name. If you would
like to add the full legal name of your university in your national language, please fill this out in the field ‘Full
Legal Name (National Language’ and not in the field ‘Name of institution’.




UNIVERSITY OF TWENTE.

Country of the home institution

Home institution

Nominating person at home institution

First Mame of the nominating person at home

Spain -

SEVILLADZ - PABLO DE OLAVIDE UNIVERSITY =

. —————

k- ko choice —>
<-- o cheice —>

Home institution

Nominating persen at home institution

Institution e soma
Last Mame of the nominating person at home i..:s!:.l:m:ﬁ:fﬂrn: oo "
INSHELLIEN | aciname Mominator, Frstname
Gender of the nominating person at home Institution  LX5eme, Firsmame |
Email of the nominating person at home institution f;t_m,..':;:::;';;nﬂ
-
The details will be updated:
Sending institution and current studies
™
Country of the home institution | Spain -|*

SEVILLAQO3 - PABLO DE OLAVIDE UNIVERSITY ~

Lastname, Firstname =

If this is your first nomination in our system, you should not select any name (“No
choice”) but instead fill in your First Name, Last Name, gender and email-address:

Country of the home institution
Home institution

Nominating person at home institution

First Name of the nominating person at home
institution

Last Name of the nominating person at home
institution

Gender of the nominating person at home institution

Email of the nominating person at home institution

ps

Spain ek

SEVILLAOS - PABLO DE OLAVIDE UNIVERSITY ¥

<-- No choice - -
| Test |*
| Test |*
Male '® Female =
| test@test.nl %

The next time you nominate a student, your name should also appear in the dropdown

list.




UNIVERSITY OF TWENTE.

Section 3: The planned studies

—  The planned studies

Is the student participating in a special programme?

Will the student receive a scholarship from the home

will the student receive a scholarship from the

Host country | Metherlands -
e Receiving institution ENSCHEDO1 - University of Twente w

h study feld and study fevel (ot the University of Tiwenta) will the student
participate?

Study field

Study level

university?

University of Twente?

Remarks {optional)

Thers are still 255 charactars availzblz

Cancel application l l Send application ]

8:

These fields are automatically filled out and cannot be changed.

9+10:The selection of the Study field and the Study level should correspond with the

11:

12:

13:

14.

educational programme the student is going to participate in at the UT, which is not
necessarily the same as the educational programme the student is currently enrolled in
at your university. If you are not sure about this, then fill out the same study field and
level as the student is currently enrolled in at your university.

E.g.: a student currently enrolled in a master’s programme in Chemical Engineering
who is interested in courses in Sustainable Energy Technology, should be nominated
for Sustainable Energy Technology, MSc level.

If your student should participate in one of the special programmes indicated in this
list, please indicate this here. If not or unknown, please select ‘No’.

If your student will receive a scholarship from your university, please indicate this here.
If not or unknown, please select ‘No’.

If your student is expected to receive a scholarship from the UT, please indicate this
here. If not or unknown, please select ‘No’.

If you have chosen the option ‘other’ initem 12 or 13, please specify the correct details
here. You can also put other relevant remarks regarding the nomination (form) in this
text field.
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Step 4.

Following message appears on your screen. You successfully nominated one of your
students.

Action successful!

Thank you for nominating! Your data has been saved successfully. The nominated student will receive an e-mail in a few minutes, containing all necessary

information for further steps.

Step 5.
An automated e-mail will now be sent to the nominee in order for him/her to continue with

the application..




UNIVERSITY OF TWENTE.

Cancel Applications

Step 1.
You can cancel the applications when necessary. Choose in the left menu for “Cancel
applications”:

University of Twente

| Help | Logout

» My Mobility-Online 4—mv—
My institution
My applications
Create nomination
Cancel applications 4—s—

v Administration

Step 2.
Select the student of whom you have to cancel the application and click on “Cancel selected
applications”:

oy
[# Testviif, Marjen 23/04/2000 Courses abroad Incoming 01/09/2018 03/02/2019 Mo

[ Zerwes, Moriz 14/08/1996 Courses abroad Outgoing 18/09/2018 24/01/2019 No.

[©) 16 Records founds [

| cancat l Cancel selected applications I




UNIVERSITY OF TWENTE.

Change application data

Step 1.
You can change the data of the students. Click in the left menu on “My Mobility-Online” and
“My applications”.

An overview of all nominations/applications is shown on the right side:

University of Twente (Test)

IHelp |Logout

» My Mobility-Online ~eff—

My institution

Hy applications  ~ffm—

Create nomination

Twente Nominator

My applications

| create new record || Advanced Search | shon further search fickds

<-- Select all > <~ Select all - < Select al > ¢ <~ Select all -

v Administration Last name Date of birth Program Study field Home.Inst. Host.Inst. Academic year Sta
[# EA3F Aditemaanmetieerdereliamen, Voomaam  08/05/2000 Courses abroad Business Administration SEVILLAO3 ENSCHEDOL 0182019 03

Cancel applications
04/05/1983 Courses abroad International Business Administration  SEVILLAD3 ENSCHEDOL 018/2019 04/

[ =155 Einkman, Bene

[# EAE Europesan, Marion 08/05/2000 Courses abroad International Business Administration  SEVILLAO3 ENSCHEDOL 0182019 04)
£ EAE Ktter, Trema 08/05/2000 Courses abroad European Pubic Administration SEVILLAO3. ENSCHEDOL 018/2019 o1/
[ EAE Netel, Brand 14/05/2000 Courses abroad International Business Administration  SEVILLAO3 ENSCHEDOL 0182019 oy
[ SAE Paré.steepee 08/05/2000 Courses abroad SEVILLAO3. ENSCHEDOL 018/2019 04)
[# EAE Ruiz Vincueris, Ana Maria 16/08/1998 Courses abroad European Pubic Administration SEVILLAO3 ENSCHEDOL 0182019 oy
[# =1  TestElent 17/07/2000 Courses abroad SEVILLAO3. ENSCHEDOL 018/2019 o1/
# = TestEln2 17/071999 Courses abroad SEVILLAO3 ENSCHEDOL 0182019 04)
[ S5 Test Jiske 16/04/2000 Courses abroad Computer Science SEVILLADZ. ENSCHEDOL 2018/2019 01/
[ A% Test, Marion 20/04/2000 Placementnominated  Computer Science & Engineering SEVILLAOZ ENSCHEDOL 018/2019 01
[ A% TestSara 01/05/1983 Placementnominated  Computer Science SEVILLADZ. ENSCHEDOL 018/2019 01/
i [ =1 Test Shebrami 17/07/2000 Courses abroad SEVILLAOZ ENSCHEDOL 018/2019 03
[# =1 Test Shobram2 17/07/1999 Courses abroad SEVILLADZ. ENSCHEDOL 018/2019 01/
[ S5 TestTmo 01/01/1999 Courses abroad SEVILLAOZ ENSCHEDOL 018/2019 04
[# A%E Testie, Jtske 18/04/1999 Courses abroad Computer Science SEVILLADS ENSCHEDO1 2018/2013 03/
[# cA%E Testmarion, Test 02/05/2000 Courses abroad Computer Scence & Engineering SEVILLAO3 ENSCHEDOL 2018/2019 ot
[ A%E Testmider, Test 02/05/15%9 Placementnominated  Computer Scence SEVILLADS ENSCHEDOL 2018/2013 o/
[# A%E Teststudent, Osiisdrie 25/04/1998 Courses abroad Computer Scence & Engineering SEVILLAO3 ENSCHEDOL 2018/2019 03
[# A%E Teststudent, Osiiseen 25/04/2000 Courses abroad Computer Scence & Engineering SEVILLADS ENSCHEDOL 2018/2013 o1/

If you want to change something in the master data of the nomination, click on the name of
the student. Once you are in the master data of the student, click on “Edit”.




UNIVERSITY OF TWENTE.

Pa

ssword lost

Step 1.
If you have forgotten your password, click on “Forgot your password”:

UNIVERSITY OF TWENTE. MOBILITY-ONLINE

Language English ¥
Login @
Password (7]

Close Reset Login I Forgot your password?l

University of Twente | 7522 MB Enschede, Drienerlolaan 5, Metherlands

Tel +31 (0)53-489 5577 | mobility-enline@utwente.nl | https://waww.utwente.nl/en/education/current-students/mobility-online/

'

UNIVERSITY OF TWENTE.

Welcome to the Mobility Online "Registration and login' portal of the University of Twente.

Current students of the University of Twente : safore pow can login, vou have fo register vour activity (internship,
courses abroad or graduation) via the link concerned as indicated on vaww.ubwente.nl/en/education/ current-
students/mobility-onling/, A 'registration page’ can be recognised by the red square {with text) at the top of the page. If
no red square is visible, you are at the 'login page'. Note that for both registration as well as login you have to use your
studentnumber and password, similar to all UT applications. The blue button visible above with the text 'Forgot your
password? is mof soplicable to you!

In addition to the manuals offered by your own programme, vou can find some general manuals here.

Staff members of the University of Twente : please login using your UT employes number. Maore information
regarding how to use Mobility Online can be found here (Dutch only).

Prospective incoming exchange students for the University of Twente : this portal is open for

student applications for course exchange {regarding Fall semester 2018/2019) from the 15th of March 2018 till the 1st of
May 2018, More information regarding the application process can be found at www.utwente.nl/en/education/exchange-
students/ (including on how to apply for a placement).

Staff members of our Partners : this portal is open for nominatians for covrse evchange (regarding Fall semestar
2018/2018) from the 15th of March 2018 fill the 15th of April. You should have received more information about this this
new nomination system in January 2018. If you haven't received any information but vou need to nominate students,
please contact erasmus-agreements@utwente.nl.

For any problems regarding technical difficulties you can contact the ICT through this emailaddress: mobility-
online@utwente.nl

"
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You can choose for “Login” name or “e-mail address”.

If you choose for the “e-mail address” on which the account was created, fill in the e-
mail address and the Organization:

You have forgotten your password? Please enter your user name or your email address which you have entered during the application process and you will receive an e-
mail with a new password in few minutes.

Login |

E-mail address |m.a.bakker@utwente.nl |
Organisation| «-—- Please select --> ¥
| < Please select —> |
Back to login | Reguest password

Password requast was successful, You will receive it by e-mail shortly,

Back to login

A new password will be sent to the contact person of the institution.
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