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General Notes

• To access further information about an input field or action, please click on the „i“ displayed next 

to the field. An information box will appear.

• Please read any text displayed on the website carefully as these texts provide helpful information.

• In the screenshots used in this guide, relevant fields and information have been highlighted in 

yellow colour.
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For questions regarding the application platform and process, required documents and so on, 

please contact us at international.admission@admin.uni-giessen.de. 

Please provide your full name as well as your applicant‘s number when messaging us so we can find 

a solution quickly.

mailto:international.admission@admin.uni-giessen.de


Switching the Website to English
If you would like to use the website in English, please toggle the language to “English” in the bottom right corner.
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Creating Your Account
First, you have to create your applicant’s account. Please click on “Applying with a step-by-step guide”.
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Please click on “I do have an international university entrance qualification”.
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Please click on “I would like to apply for the “Free Mover” program (…)”.
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Please click on “Jetzt registrieren!”. If you would like to find out about required documents, click on the link highlighted in yellow below.
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Please click on “OK”. This will generate a new account for you.
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Please fill out all required fields. These are marked with an asterisk (*).

Please note: “Surname” means your family name, 
“first name” means your personal name, 
“all first names” means you have to fill in your personal name, as well as any middle names you have, in the 
order they appear in on your ID card.

Example: Ms Jane Mary Doe would fill out the fields like so:
Surname: Doe
First name: Jane
All first names: Jane Mary
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Once you have entered your personal information, an activation e-mail will automatically be sent to the e-mail address you have provided.

Please click on the link in your activation e-mail to activate your account.
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Logging in to Your Account
If you have already created an account, please log in by submitting your login credentials in the upper right corner.
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Creating an Application
On your dashboard/homepage you can see a field titled “Zu meinen Bewerbungen”. Click on this field and follow the steps detailed in the following screenshots.
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Please click on “Add a request”. This will generate a new application request for you.
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For the question “Which study program do you want to apply for?”, enter “Free Mover”. You can find this option by scrolling down in the drop-down menu.

For the question “Subject”, please select the study subject you are interested in.

For the question “In which semester would you like to start studying?”, please select “1. Subject-related semester”.
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The next step is uploading the documents required for your application. Please upload all four documents.

• Your “study certificate” should state clearly that you are currently enrolled at your home university. This document must be up-to-date. 

• If you are on a leave of absence, the document may mention this as well.

• Your “confirmation of supervision” must be signed by a professor at JLU (“Prof.”), not any lecturer in general.

• Your “school-leaving certificate” is a document certifying the successful completion of your schooling (e.g. high school).

• Your “CV”.

When you are done uploading, please check the box (highlighted in yellow below) and click “submit request”. Your application has now been handed in.
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Requesting Enrolment
When you have finished your application, proceed straight to “Online Enrolment”. Click on “Next” once you are done reading the text in the boxes. 
Follow the steps shown in the following screenshots.

If you click on “To overview”, you will return to your dashboard/homepage. From there, you have to click on “submit enrolment” to return to 
“Online Enrolment”.
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Please fill in all required fields and then click on “Next”.
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Please fill in all required fields. 

Please check the boxes “Postal address” and “This address is my Home address” if you have entered your address in your home country. 
If you already have a German address as well, you may add this by clicking “+ New Address” and entering the information.

Once you are done, click on “Next”.
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Please fill in all required fields. For the question “Type of Entrance Qualification”, please enter “Other acquisition of the university entrance qualification abroad 
(subject related entrance qualification)”. When you are done, click on “Next”.
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Please fill in all required fields. If you have not studied in Germany previously, you do not need to enter anything. When you are done, click on “Next”.
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Please fill in all required fields. For “parallel studies”, please enter your home university by clicking on “+ Add information about parallel studies”. 
When you are done, click on “Next”.
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Please fill in all required fields. As a Free Mover, please enter the country of your home university for the question “Country”. When you are done, 
click on “Next”.
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Please fill in all required fields. 

Please choose “exempted” if you have not yet contacted a health insurance company in Germany. You will have to contact a health insurance 
company regardless and once they confirm your status, this will be updated in our system automatically. 

When you are done, click on “Next”.

24



Your home district should appear automatically. Please click on “Next”.
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Please check “No” in both cases and then click on “Next”.
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You are now finished with your request for enrolment. 

Please click on “Finish and charge fees”. This will not charge your bank account (since you have not entered any bank details yet); it will simply show you the 
amount you will have to pay for the semester fee once you are accepted and before you are officially enrolled  See next page/screenshot.
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The semester fee covers administrative costs and it includes a semester ticket which enables you to use public transport in Hesse, Germany.

You may transfer this amount now to the bank account listed here: https://www.uni-giessen.de/de/org/admin/dez/b/5/studisek/semesterbeitrag. 

• If you do not accept enrolment/do not get enrolled, JLU will refund this fee in full to your account (you will have to pay any fees charged by your bank for 
the international transfer).

• If you accept enrolment/get enrolled but end up not studying at JLU after all, you may request a refund within a certain deadline. An administrative fee of 
30€ will be deducted and you will have to pay any fees charged by your bank for the international transfer.

28

Please click on “Next to document upload” to upload all documents required for enrolment.

https://www.uni-giessen.de/de/org/admin/dez/b/5/studisek/semesterbeitrag


Submitting Documents Required for Enrolment

If you have returned to your dashboard/homepage, you may proceed to the document upload by clicking on “Submit enrolment documents”.
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Please upload the following documents in the corresponding fields:

• A copy of your passport or ID card (required).

• Your CV (required).

• Under further documents:

• Study certificate (required).

• Confirmation of supervision (required).

• School-leaving certificate (required).

• Confirmation of health insurance (optional).

• Proof of payment for the semester fee (optional).

You do not need to upload any other documents.
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If you do not have all documents on hand, please save your changes temporarily. This allows you to add more documents later on.

If you are done uploading your documents, please click “Submit enrolment documents”. You cannot add any documents after this step.
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Next Steps

Now that you have submitted your application and your request for enrolment, these are the next steps in the 

process:

• We will review your documents. If they are sufficient, we will offer you admission. If so, you will receive an 

admission letter automatically.

• This letter will be provided in your account; you will receive a notification that a new document has 

been added to your inbox.

• You may wait to get health insurance and pay the semester fee until you receive your admission letter. 

However, these two steps are required if you want to get enrolled officially.

• If you have transferred the semester fee, it will show up as „paid“ in our system once our bank has 

processed the transfer.

• If you have requested health insurance, the health insurance company will automatically send us a 

confirmation of your insurance status.

• Once we have enrolled you officially, you will receive a letter of enrolment automatically.
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