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Guide - Exchange student enrolment process 
 
As soon as you receive an email with the subject line “Statusänderung Ihrer Bewerbung” 
you can begin the enrolment process. 
 

I. First, you need access to your account: 
 

1. Visit campusportal.thws. 
- Switch to English.  
- Click “forgot login details/Reset password?”. 

 

 
 

 
 
 

2. Your login data: Now enter your Application User ID, your date of birth, and answer 
the security question. 
- Note: The Application User ID was sent to you in the email with the subject line 

„Statusänderung Ihrer Bewerbung“. 
- Click the button “ Request access data”. 
- The page will refresh, and a security code will be displayed.  
- Please write the security code down. 
 

 
 

https://campusportal.fhws.de/qisserver/pages/cs/sys/portal/hisinoneStartPage.faces
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3. Request login data: You will receive another email with the subject line “Your access 
to the THWS CampusPortal”. Click the link in the email.  
- Enter your security code.  
- Create a new password and click the button “Change password”. 

 

 

 
 

 
 
 

II. Now, you can start your enrolment process: 
 

1. You can now log in to the Campusportal.thws using your User ID (BW number) in the 
“Username” field and your newly created password. 
 

 
 

 
2. Your Applications: Click the button „View my application“. 

 

 
 

https://campusportal.fhws.de/qisserver/pages/cs/sys/portal/hisinoneStartPage.faces
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3. Applicaton: Click the button „ Request for enrolment“. 
- Note: Please ignore the Inbox. You have already received your letter of 

admission, so the document there is not needed. 
 

 
 

 
4. Online Enrolment: Welcome to the applicant website: Click the button „Next“ 
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5. Online Enrolment: Personal data: You can see your personal data. You don’t need to 
add anything. Click the button „ Next“. 
 

 

 
 
 

6. Online Enrolment: Address: You can see your home address, click “This address is my 
Home address”. 

- In case you already have a German semester address, click “+ New Address”. 
Select “This address is my semester address” And fill in your semester address 
Note: if you don’t have a semester address yet, don’t worry, you can add it 
later. 

- Click the button „Next“. 
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7. Online Enrolment: University entrance qualification: Enter your entrance 
qualification.  

- Choose Type of Entrance Qualification: “The higher education qualification 
was obtained by other means (general higher education qualification)”. 

- Enter “4.0” for your average grade. The average grade is irrelevant. All 
exchange students must enter 4.0 as a default value.  

- Year of University Entrance Qualification, fill in the year of your university 
entrance qualification (The university entrance qualification entitles you to 
study and is usually obtained through the school leaving certificate, e.g. from 
a high school or technical high school. A vocational qualification can also 
prove a university entrance qualification.) 

- Click the button „ Next“. 
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8. Online Enrolment: Your university background:  

- Data about previous studies in or outside Germany: If you have studied at a 
university before (in or outside Germany), please enter the required 
information in the first section. 

- Information about your studies prior to the current semester: Please don’t 
add information about your studies prior to the current semester. This section 
should remain empty. 

Then click the button “ Next”. 
 

 
 

 
 

9. Online Enrolment: parallel studies: Please do not fill in anything. Click directly the 
button „ Next“. 
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10. Online Enrolment: Qualifications previously earned:  

- Intended final examination: The information of your study location is already 
filled in based on your study programme. Please do not change this 
information.  

 

 
 

- Earned Qualification:  
a. If you already obtained a degree, please click on “+ Add Degree at Another 

University” and enter the information in the fields. E.g. if you are a Master’s 
student please enter your Bachelor’s degree. 

b. If you have not obtained a degree yet, this section should remain empty. 
Click the button “Next”. 
 

 

 
  

[Study Programme] 
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11. Online Enrolment: Health insurance: 
IMPORTANT: You need a health insurance that is valid in Germany during your stay. You 
already received an email from welcome@thws.de with more information about the 
required health insurance. 

- If you already have a health insurance for your stay in Germany, click “liable to 
health insurance” and fill in the fields.  

 

 
 

- If you still don’t have a health insurance for your stay in Germany, click 
“exempted”.  
Note: You need a health insurance before the semester begins. 

 

 

 
 

- Click the button „ Next“. 
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12. Online Enrolment: Home District: You can see your home country.  
- Click the button „ Next“. 

 

 
 

 
13. Online Enrolment: Picture: Please upload a picture. 

- Click the button “Upload a picture”. Important: the picture must be in a 3:4 
ratio. 

- Click the button “Save”. 
- Click the button „Next“. 
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14. Online Enrolment: Completion of enrolment: Read the terms  
- Click the button “Finish and charge fees”. 

 

 
 

You will receive an email with the subject line “Status change on your application - 
Enrolment requested”. 
 

 
15. Online Enrolment: Fees: You can use e-payment to pay the required fees. 

- Click “Pay semester fee”. 
Afterwards, follow the on-screen payment instructions. 

- Click the button “Next to document upload”. 
 

 
 
In case you cannot pay now, you can also start the payment procedure under My Studies 
-> Student Service -> tab "Payments. This information is visible only after you logged out 
and logged in again. Please be aware of the payment deadline: 
(for summer semester: 15 February; for winter semester: 15 August). 
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16. Online Enrolment: Documents: Please upload a scan of the first page of the passport 
which shows your photo. This upload is necessary for your enrolment to be 
processed.  

- Click the button “Yes” in the pop-up window. 
- Click the button “To overview”. 

 

 
 

 
 
 

Thank you for finishing your request for enrolment! 
Your Team THWS 


