ISC4M  UNIVERSITAT
W'“"W DES IM
PI  SAARLANDES

SAARLAND

Student Information Management System
for Saarland

o SIM

Enrolment Guide — In-Sessional Certificates
Winter semester 2024/25

Key information at a glance

Access to SIM for students at Saarland University https://sim.uni-saarland.de

for new applicants via https://sim.uni-saarland.de/bewerbung

Please access the SIM portal using the latest version of one of the following browsers: Google Chrome,
Mozilla Firefox, Microsoft Edge based on Chromium. Apple Safari and Internet Explorer are not fully sup-
ported.

1
Always exit the SIM application portal using the Logoff button © and then close the browser.

Using the application interface: Navigate to the different sections using the navigation menu on the left

"Surmame

side of the i window; mandatory fields are indicated by a red asterisk (e.g. ); to see
help texts click on the symbol; to save your draft application, click on .

For more information on the application procedure: www.uni-saarland.de/bewerbung

If you are having technical issues with the SIM application portal, please send your questions to:
sim-support@hiz-saarland.de

If you send us a question, please provide us with at least the following information: your first name,
your surname, your date of birth, your HIZ ID code (if you are already enrolled as a student at
UdS) or your SIM application portal username (if you are a new applicant who has registered with SIM),
and the name of the higher education institution that you wish to study at.
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1. Open the SIM application portal using the following link: https://sim.uni-

saarland.de/

Important note: Please access the SIM portal using the latest version of one of the following brows-
ers: Google Chrome, Mozilla Firefox, Microsoft Edge based on Chromium. The portal may not be dis-
played correctly if you use an older version of one of these browsers or if you choose to use another
browser, such as Apple Safari or Internet Explorer.

Open the SIM student web portal by clicking on the following link https://sim.uni-saarland.de/

Log in using your HIZ/UdS ID code. Once on your start page, click on the tile:

Zulassungsportal

You are now on your start page in the SIM application portal.

o

My applications

(Note: The tile hochschulstart.de is only visible on your start page during the relevant enrolment pe-
riod.)

If you would like to enrol for an in-sessional certificate, please follow the instructions in Section 2.

Important note: If you are not already registered in SIM, please refer to the SIM Registration Guide.
In this case, you will need to open the SIM application portal using the following link: https://sim.uni-
saarland.de/bewerbung
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Log in with your username
User (e.g. BOOOxxxx) and your
P password. Click on

Forgot Password

Don't have an account?

Please only register here if you do not have a SIM application portal username or a
HIZ ID code

Create account

If you are having technical issues with the SIM application portal, please send your
question to: sim-support@hiz-saarland.de.

If you send us a question, please provide us with at least the following information
your first name, your surname, your HIZ |D code (if you are already enrolled as a
student) or your SIM application portal username (if you are a new applicant who
has registered with SIM), and the name of the higher education institution that you
wish to study at

General information:

— You may experience a delay while the system processes your selection. Please be patient and do
not cancel your application.

— Select the individual sections of the navigation bar on the left of the window and enter the
required information. Depending on the particular degree programme and subject chosen, the
precise appearance of the application form may differ from the screenshots shown in this user
guide.

— Mandatory fields are indicated by a red asterisk (e.g. *Surname ).

— If a help text is available, you can view it by clicking onthe 1 symbol.
— To save the data entered in your application so far and go back to your start page, click on

. You can continue with your application at a later date by clicking on the relevant
tile.

— You may only submit your application once all of the required fields have been completed and all
of the required documents have been uploaded. To submit your enrolment application to

Saarland University, click on S please do not send paper documents after submitting your

online application. You should be aware that any incorrect information you supply may lead to

your exclusion from the enrolment process.

— If you change the language in the form, you will be automatically redirected back to the
application portal start page. To continue your application, please click on your application tile.
The information you have entered so far has been saved.

— If technical problems occur during your application, the following message will be displayed and
“Technical error” message will be displayed on your application tile. In this case, please follow the
instructions in the message. To do this, please first withdraw the application and then use the
‘Create new application’ tile to compile a new request for admission or enrolment.
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Hint

Sorry! An unexpected technical error has occurred. Please resubmit your application.
To do this, please first withdraw the application (open the application by clicking on
the tile and then click on "Withdraw application’). Then use the ‘Create new applica-

tion' tile to compile a new request for admission or enrolment. We apologize for the
inconvenience caused, but there are no other solutions available at present. If you
have questions or if you are having any difficulties using the portal, please contact the
support team by email (sim-support@hiz-saarland.de) stating your user id.

— Always exit the SIM application portal by clicking on the logoff button at the top right of
the window.
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2. Enrolling to study for an in-sessional certificate

Important note: To enrol for an in-sessional certificate course, you must already be properly enrolled
at the university for a degree programme.

2.1 Preliminary questionnaire

To enrol for an in-sessional certificate course, please access your start page and then click on the tile:

G

Enrolment
(including exchange-student)

Go to the combo box Application and select the appropriate item from the drop-down menu. Click

" lto see the list of options.

B Ucs  Prvacy Note  LegalNote

List of academic programmes

Click on = to select your intended qualification and subject.

RO Ucs  Privacy Note  Legal Note

List of academic programmes

Important note: If you cannot find your intended qualification and subject in the drop-down list,
please carefully review the application information that you have already entered.

For an overview of the in-sessional certificate courses, please go to: https://www.uni-saar-
land.de/studium/angebot/zertifikate.html
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Select the semester that you want to start studying in and enter it in the Starting semester input box.
Note: typically only one option is available.

The greyed-out value in the field Study semester cannot be altered and is provided for information
only (e.g. ‘1" if you are starting the course in the first semester).

UdS  PrivacyNote  Legal Note

< Preliminary Questionnaire

List of academic programmes

Application | In-sessional certificates

To enrol for an in-sessional certificate course, you must already be properly enrolled at the uriversity for a degree programme

the SIM portal. If you scroll down
est himl

n on how to apply o e 1o the battom of the page, you will find user guides
and vid sarland de/en/studies’

Please click

Important note: You may experience a delay while the system processes your selection. Please be
patient and do not cancel your application.

Click on m to automatically open the online application form for your chosen degree programme
and subject.

2.2 Personal details

If you are already enrolled as a student at Saarland University, you will see on screen the personal
data that you previously entered. If you wish to change any of the information, click on the relevant
field and edit accordingly.
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< Section Course Offering - ZE Wissen und Kommunikation

Parsanal details

Your address and contact details

General information: You can navigate between the questions in the left column.

e e

2.3 Pre-university education credentials

Information regarding applicant’s pre-

Click on university education credentials

. Please complete all mandatory fields. Depending on the
data you enter, additional questions may appear on the screen that you will need to answer. You will

also have the opportunity to upload the relevant documents.

Legal Note

< Section Course Offering - ZE Wissen und Kommunikation

Personal details
Information regarding applicant’s pre- Pre-university educational credentials
university education credentials

Information about your higher education

enirance quallfication “Where did you obtain your higher education entrance qual

Study history
Work experlence, vocational raining and
emplayment prior to university

t test at a Studienkolleg in Germany
Examinations taken

Parallel enrolment

Health insurance information

Further Uploads

Confirm choice of intended qualification (with
subject)

Verlfication of input data

If the file was uploaded successfully, this will be indicated accordingly.

*Preliminary review documentation/Official  Pre review documentation. pdf
notification of recognition/Luxembourg HEEQ
2.4 Information about your higher education entrance qualification (HEEQ)

Information about your higher education

Click on entrance qualification . Please complete all mandatory fields.

If you have a German general higher education entrance qualification (Abitur), please select ‘Gymna-
sium (aHR)'. Please upload your HEEQ using the relevant ‘Upload document’ button.

Important note: Instructions on how to create a single PDF file from several documents (e.g. several
JPG scans) can be found online (try searching for ‘Combine multiple JPG files into one PDF’).
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Personal detalls.

Information about your previous higher education entrance qualification

Please complete the following fields, if you

+ previously acquired a higher education entrance qualification (HEEQ) in Germany (e. g. “Fachhochschulreife”),
« previously acquired a higher education entrance qualification (HEEQ) in a country other than Germany or
+ have taken a higher education assessment test (*Feststellungspriifung” (FSP)

2.5 Your study history

Study history
Click on . Please complete the mandatory fields. Depending on the data you en-

ter, additional questions may appear on the screen that you will need to answer. You will also have
the opportunity to upload the relevant documents. This can mean that there is sometimes a delay
before your ‘Yes’ or ‘No’ selection is confirmed on the screen. Please be patient.

Important note: For information on the year and semester in which you were first enrolled, please

refer to the information text ! .

< Section Course Offering - ZE Wissen und Kammunikation

Study histary

At which university were you first enrolled?

Verification of input data

Were you studying at a university last semester?

2.6 Work experience, vocational training and employment prior to university

Work experience, vocational training and
Click on employment prior fo university . Please answer the mandatory questions.
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< Section Course Offering - ZE Wissen und Kommunikation

Personal details
Information regarding applicant's pre Activities undertaken after obtaining your higher education entrance qualification
university education credentials

Information about your higher education

entrance qualification #Vocational training wit Ves
Study history x . o
Work experience, vocational training and
prior to university *Work placement or internship i
whi o
Examinations taken ) No

Parallel enrolment
Health insurance information

Further Uploads

Confirm choice of intended qualification (with
subject)

Verification of input data

2.7 Examinations taken

. Examinations taken . .
Please click on . Please answer the mandatory question. If you respond with

‘Yes’, you will be presented with further questions to answer. Please upload the required docu-

ment(s) using the relevant ‘Upload document’ button.

Examinations taken

Last university degree qualification or loss of right of examination

2.8 Parallel enrolment

. Parallel enrolment . )
Please click on and answer the mandatory question. If you respond with

‘Yes’, you will be presented with further questions to answer. Please upload proof of enrolment using
the relevant ‘Upload document’ button.
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Parallel enrclment

If you will still be enrolled at another university in the semester in which you plan to start studying at Saarland University, please
state the name of the other university

Saarland University will assess your application and decide whether you can be admitted for parallel enrolment. Please include
detailed reasons for wishing to undertake parallel studies at two universities in Germany and submit relevant supporting
documentation fram your first university, such s your certificate of enralment, academic transcripts, etc.

2.9 Health insurance information

Health insurance information
Click on . Please answer the mandatory questions and upload proof of

health insurance cover / proof of exemption using the relevant ‘Upload document’ button.

Health insurance information

Important information for all applicants:

Information for applicants who have statutory health insurance:

Vesification of input data Uploading a scan of your insurance card is not sufficient proof of health insurance.

Information for applicants who have statutory health insurance in a Member State of the European Union or the
European Economic Area:

Important note: Further information on health insurance is available here: https://www.uni-saar-
land.de/en/study/application/enrolment/documents/health-insurance.html

2.10 Further uploads

Further Uploads

Click on . Please upload all of the mandatory documents, by clicking on the

72 £ s Gl button next to the relevant field. Please ensure that you assign each document

to the correct upload field.

If you are applying for a Master’s degree programme or an advanced professional study programme,
please check whether the department that coordinates the programme requires you to upload addi-
tional documentation. You will be notified about upload links at the relevant place in the question-

naire.
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Only one file can be uploaded per required document; permissible file formats are JPEG/JPG or PDF.

If you need to create a single PDF file from several documents (e.g. multiple JPEG files), instructions
are available online (e.g. try searching for ‘Combine multiple files into one PDF’).

File Upload

When the window opens, select the file you want to upload by clicking on it and then click open. All
uploaded documents must be legible.

1 = ——— L - ol e o mmrmrrempven =
Organisieren - Mewer Ordner == » [N o
|_ - Mame Anderungsdaturn Typ Grafe
HEEC, pdf 04.03.2021 09:34 Adobe Acrobat D.. 2120 KH
HZE.pdf 04.03.2021 09:34 Adobe Acrobat D.. 2120 Kef
i1
Immakbescheinigung.pdf 04.03.2021 09:34 Adobe Acrobat D... 2120 KB
Perso.pdf 04.03.2021 09:34 Adobe Acrobat D... 2120 KB
Scan_Einzahlunsgsbeleg.pdf 04.03.2021 0%:34 Adobe Acrobat D... 2.120 KB
Scan_|dentity Card pdf 04.03.2021 0%:34 Adobe Acrobat D... 2.120 KB"
-
-
&
1l
|
oY < H
Dateiname: | Scan_|dentity Card.pdf v| Benutzerdefinierte Dateien (*.jfi ~

If the file was uploaded successfully, this will be indicated accordingly.

Scan_ldentity Card.pd &

If you need to swap or replace a document, click on the pencil symbol and select a new file to upload.
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2.11 Confirm choice of intended qualification (with subject)

[

Course Offering - ZE Wissen und Kommunikation

Select your intended qualification (with subject)

If you are not currently enrolled at Saarland University, you do not need to enter anything on this screen. Please
continue to the next section,

Note:

+ In addition to your degree programmelsubject of study, you will alsa see your chosen area of focus and the examination
regulations that apply.
« Lines that are highlighted in grey cannot be altered.

Please check the default settings. As you want to enrol for an in-sessional certificate course, make
sure that the option ‘Enrolment’ is selected (see screenshot). The certificate course that you have
chosen to study is shown against a grey background.

2.12 Verification of input data

Click on Verficalion ofinputdata | this final section, you are required to provide a declaration (in
lieu of oath) [Eidesstattliche Erkldrung] before submitting your application. Read the text carefully

and then indicate your consent by ticking the checkbox *| hereby confirm the disclosures and
declarations made above.

before you submit your application.

Please complete all mandatory fields and upload appropriate documentary proof that your semester
fee has been paid.

Important note: The semester fee only needs to be paid once per semester. If you have already re-
registered for your degree programme, please upload appropriate documentary proof that your se-
mester fee has been paid.

Important note: Please note that the checkbox in the print preview or preview is not shown as hav-
ing been selected (ticked). This does not mean that the box in your application was not selected
(ticked). Your application can only be sent if you have given your consent.

UdS  PrivacyNote  Legal Note ® i @ O BleswrTest

Declaration (in lieu of oath)

| hereby apply to be enrolled at Saarland University on the basis of the information | have provided above.

e, correct and complete

y incorrect information that | supply, either negligently or intentionally, is in contravention of the regulations of
w my admission status and - should such misrepresentation be identified after

1 also affirm (in lieu of o:
degrees or university q

e information regarding periods of previous academic study and any academic

Due to your requested enrolment, payment of fees and any other applicable charges is now due. Please submit proof of payment
fee rates and bank details) can be found online at http Luni-
| under item ') Proof of payment

praweun

One final request

you would participate in our feedback survey and kindly ask for a few minutes of your time. You can fill in
ps:/fforms. office. comiriqsZPAgKm8w. The information you prov

valuated anonymously

==
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Important note: Please submit your application by clicking on - so that Saarland University
can review your application and complete the enrolment process.

At the end of the process, you will asked to reconfirm the information you have supplied.

Target studies for the upcoming semester

Please confirm your selection

> Course of study ZE Wissen und Kommunikation

m Cancel

You will receive on-screen confirmation that your enrolment application has been submitted and you
will be notified of your application number:

Your application to register
has been submitted with the
confirmation number
100000248416, We will
contact you soon by e-mail
about the status of your
application.

Please check on your start page that the tile for this application displays the status message ‘Enrol.
application received by deadline’. If that is not the case, please clear your browser cache using

the key combination CTRL+F5.

©

ZE Wissen und
Kommunikation
(100000248416)

Study semester: 1

Enrol. application received by deadline

Please check — well before the enrolment deadline is due to expire — that you did actually send your

enrolment application via the button and that you didn’t simply save it without submitting
it.

2.13 Short-form enrolment questionnaire for students already enrolled at Saarland Uni-
versity
If you are already enrolled at Saarland University, you will only EXIEESEEED need to complete
a shorter version of the questionnaire. This shortened enrolment questionnaire already contains

your personal details. If you wish to change any of your personal details, please click on in the appli-
cation portal and amend your data as required.
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In this case, you will be requested to re-upload your higher education entrance qualification. If other

relevant information has changed regarding examinations completed (at institutions other than Saar-
land University), or with respect to your language proficiency, your study history or your higher edu-

cation entrance qualification, please upload the relevant supporting documentation.

You will be asked to complete the section ‘Intended qualification (with subject)’. In this case, you
should state whether you plan to enrol in an additional subject area further. Please read the infor-
mation provided in the help texts.

Note  Legal Note

< Section Course Offering - ZE Wissen und Kommunikation

Select your intended qualification (with subject)

3. Logging out of the SIM application portal

Click on the ‘logoff’ button shown at the top right of your screen:

Confirm that you wish to log out and then close the browser.

Important note:

If you want to log out of the student web portal (only accessible to students already enrolled at Saar-
land University), please proceed as follows:

UNIVERSITAT
8 < o MW=
SAARLANDES

Click on the ‘person’ icon shown at the top left of your screen

Kurt Cobain

Click SHTE o confirm that you want to log out.
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