IT UNIVERSITY OF COPENHAGEN

The Application Portal
Guide to login, tips and help

This guide is meant as a help for applicants to the MSc Programmes at the IT University of Copenhagen to
successfully login to the application system. Your application for admission is submitted digitally through
the Application Portal. It is only possible to apply within the stated application periods.

Content
In this guide you can read about the following:

Login Guide

e  Open the Application Portal

e Login— first time

e Login— after the first login

e University WAYF-login

e Login with NemID (NemLog-in)
Login with self-registration
What is the WAYF consent?

Tips and Help when using the Application Portal
e Technical demands for attached files
e How do | upload my documentation?
e Upload further documentation — after request
e Online Support in the Application System
e Navigation in the screen display
e Create multiple applications
e Multiple Applications — use previous documentation
e Priority of applications
e Do you need more help?
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Open the Application Portal

Use this link to open the Application Portal

You start at the Welcome page:

Welcome to the joint application portal for master's programmes, electives, continuing and further education and training at the Danish universities.

Select how you want to log in:

In arder to use the portal you must log in using one of the following:

« If you already have a login at a Danish University, select ‘Log in', after which you must select your University in WAYF-list,
= If you have previously created a user account for this portal, select 'Log in as self-registered user'.
« If you want to log in using NemID, select 'Log in with NemID'.

Important! Remember to use the same login in the future, so that you can find your applications again as they are identified by the email address, that is transferred with your "Log in" information.

Login| Log in as self-registered user |  Log in with Nem ID

New user?

If you don't have NemID or a login at a Danish University, you must first register as a user here.
Lise a personal email address, which you will always have access to. If you have any guestions about the login to the application portal, you must contact the University for which you want to apply for admission on.

Once you are a registered user, you must log in as a self-registered user.

Sek me up as a user

Login — first time
You login to the application system through a common login service called WAYF (Where Are You From).
You can login to the application system through WAYF in three different ways.

1.'Log in’
The button can be used if you are already enrolled in a Danish university and have an active WAYF
login. Click the button and select the institution at which you are a student from the list, and enter your login

details.
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https://dans.stads.dk/SelfUserRegistration/faces/WelcomePage.jspx?linkId=4D4546454D554A454E6A4A4352454D33516B5931515552454E6B46464E445934516B56444E6A6B354D554D3D&la=en
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If you are a student at a Danish university wishing to apply for a programme at a different Danish university
through the portal, please notice that you may lose access to use your current university login once you have
finished your current degree, and you will need to log into the portal again using the same login later in the
process. If you are in doubt about that, you can use one of the other two login options described below.

2. Log in as self registered user
The button can be used if you have created your own user profile with an email address and password, which
you can enter to login here.

Indtast E-mailadresse og adgangskode

En web-{fjeneste har bedt om at du tilkendegiver dig. Det betyder, at du skal indiaste din E-mailadresse og kodeord herunder

i E-mailadresse |
Log ind

Kodeord [

Hjzelp! Jeg har glemt min adgangskode

Klik pa knappen for at aktivere at tienesten giver dig en ny adgangskode [Glemt adgangskode?]

If you wish to create a new profile, you can do so with the button “Set me up as a user” at the bottom of the
page.

3. Log in with Nem ID
If you have a Danish Nem ID, you can use this option.

The public login community - NemLog-in

Log on with code card » Log on with code file »

NEM ID Operating status
NemlLog-in- Offentligt Leg-in- .
f.;lln!esgﬁalg e Normal operation
User ID

More information

Password - Security

- Help to log-on

- Log-on types

- About Nemlog-in

- Terms

Forgot your password? - Order NemID
Next - Renew NemlID

Logout advice

Click "Logout" button and then close all browser windows when you have been
logged on with NemID
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‘Set me up as a user’
This button is used to set up a new user profile, which can be used to log in to the portal with an email
address and password of your choosing.

* First/Middle names

* Last name
* Citizenship |
* Email
) . . The following file types are allowed
Documentation for identity I Browesa... T N
Document Source Uploaded date

(®) Danish sodial security numbser {CF‘R}':::' I do not hawve a Danish social security number (CPR)

* Danish sodal security number
(CPR)

Create |

Consent

Once you have used one of the three buttons to log in, you will be presented with the WAYF consent page. On
this page, you can check which email address is being transmitted along with your login details. It is to this
address, that you will receive email about new messages for you in the portal. Once you have accepted, you
will be taken into the portal.

Login — after the first login

When you create an application, it will be connected to the e-mail address you use to login to the system.
For future logins — when you enter the system to see messages and status of your applications — you have
to use the same login you used when starting the application.

In other words:

e If you used an ITU login when you created your application, you must also choose “The IT
University of Copenhagen” in the WAYF list for all future logins.

e If you used a login from another Danish university (e.g. Aarhus, University of Southern Denmark or
Copenhagen University) you will also have to choose this in the WAYF list for future logins.

e If you used NemLog-in (NemID), when you created your application, you must also
choose “"NemLog-in” in the WAYF list for future logins.
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o If you used the self-registration option when creating your application, you will also have to
choose Application Portal in the WAYF list for future logins.

University WAYF login
You can only use this login option if you are already enrolled in a Danish university and have an active
WAYF login.
e C(Click the login button
o  WAYF opens
e You must choose your home university on the list and login the way you usually do. Please note
that you should only choose “The IT University in Copenhagen” if this is where you are currently
enrolled.

If you receive an error message, it may be because you do not have an active WAYF login from your home
university. Please contact the IT Department at your home university or choose another login option.

In order to access Application Portal You were directed to this page from
please login at your institution Application Portal

Last choice:
Use search box to find your university @

University Ministeriet for Forskning. Innovation

oa Videreadende Uddannelser

Change language

Login with Nem ID (NemLog-in)
You can only use this option if you have a Danish NemID.

Check your Nem ID settings
Start by checking that your Nem ID is set to transfer your name, your e-mail address, and your CPR number
to the application system. This is not always the case, so you may have to set up your Nem ID to do this:
¢ Go to the Nem ID website: www.nemid.nu
¢ Logon to Self-service.
e Make sure that your name is displayed correctly — look at the right side of the display.
e Choose “Certificates” in the menu on the left side of the display.
e Choose "Edit settings”.
e Tick the box ”Yes” in the section: “Do you wish your e-mail to appear on the certificate”
(this is necessary to make sure that Nem ID will transfer your e-mail address).
e Write/confirm your e-mail address.
¢ Choose “Save”.
¢ To confirm these changes you must create a pin, which will be sent to the e-mail address
you have given. Please note that this e-mail may be caught by your spam filter.
* When you have entered the pin and confirmed it, you will be asked to confirm the
certificate settings once more.
e When this | done, you are ready to use Nem ID for login.
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NEM ID

Self-service

+ Contact details

» UserID and password
» Code cards

~ Certificates

Activate certificate
Search for certificate
Eventlog
Delete NemID
Enter support code
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A+ A- Cookies Logout Him

ABOUT NEMID | BUSINESS | CITIZEN (@ supPoRT () SELF-SERVICE
Logaged on as:
HANSEN
Front page / Self-service / Certificates / Edit settings
NemiD no.:
Edit certificate settings 2
E-mail:
@hotmail.dk
Do you wish your e-mail to appear on the certificate? 2“"’"@‘
L
If you wish to use NemID for secure e-mailing, your e-mail address must Postal address:
appear on the certificate associated with NemID. If your e-mail address is Hansen
listed in the public certificate database, others can find it and send you

e e-mails.

required if you wish to use NemID for secure e-mailing) DK

@hotmail.dk Edit >

[C]Publish in public certificate database
© No (Default)

Do you wish your name to appear on the certificate?

© No, | do not wish my name to appear on the certificate

ges Cancel

Digitaliseringsstyrelsen, Landgreven 4, Postboks 2193, 1017 Kebenhavn K About this website

Login with Nem ID (NemLog-in)
e Open the Application Portal
Click the login button at the Welcome page

[ ]
o WAYF opens
[ ]

Choose "NemLog-in" on the list
When you choose "NemLog-in" you will be sent to the “NemLog-in page”, where you log in using

your key card.

WAYF B/

Where are you from

Dansk

In order to access Application Portal
please login at your institution.

Last choice:

Nem

Nemlog-in

You were directed to this page from
Application Portal

Use search box to find NemLogin Ministeriet for Forskning. Innovation

oa Videreadende Uddannelser

Dansk

FAQ help
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Login with self-registration
If you have not already set up a user in the application system you have to do so now to use this login
option. Below, you will learn how to register yourself as a user.

If you are already registered as a user (e.g. from an earlier application or if you have applied for admission
to another university) you do not have to set up a new user, you just login using the same e-mail address
that you have used in an earlier login.

Self-register

Click “Set me up as a user” on the Welcome page.
The screen display “Self-registration” opens.

If you have a Danish CPR number you must fill in the following fields:

First/Middle names

Last name

Nationality (choose from list)

Email (Make sure that you have entered the right e-mail address)
Documentation for identity (a copy of your passport)

Danish social security number (CPR) - if you have one.

* First/Middle names

* Last name

* Nationality [=]

* Email

* Documentation for [_Gennemse.. | Ingen fi vaigt. The following file types are allowed

identity

doc, docx, jpeg, jpg , pdf

@ Danish socil security number (CPR) © 1 do not have a Danish social security number (CPR)

* Danish social security number
(CPR)

Create

If you do not have a Danish social security number (CPR), you must also fill out the fields you see in the

image below:
*) Danish social security number (CPR) @ I do not have a Danish social security number (CPR)

* Birth data [£0)
* sex Female @ Male
* National ID
* Address
* Country B

Postcode .‘{ If you cannot find your postcode * postcode

Cty in the list, please enter postcode City

and ity here:

Create

When you have entered your information, click “Create”. The system will now send an e-mail regarding
activation of your account to the e-mail address you have registered. The mail contains a link to a webpage,
where you activate your account by entering the password you wish to use.
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Please note that this e-mail may be caught by your spam filter.

Login with self-registration
When you have set up a user and activated your account you are ready to login to the Application Portal.

e C(Click the “Login” button on the Welcome page.
o The WAYF list will present itself
e Choose Application Portal as institution on the list.

yh\IAYF E/

ere are you from Dans

In order to access Application Portal You were directed to this page from
please login at your institution. Application Portal

Last choice:

Ministeriet for Forskning. Innovation
oa Videreodende Uddannelser

EAQ help

Potal as on the WAYF list for login as self-registrated user

A screen display for entering e-mail address and password opens, and you can login with your e-mail
address and your chosen password.

Dansk | English

Enter your email and password

A senvice has requested you to authenticate yourself. Please enter your usemame and password in the form below.

) Email g @agmail.con|

/U Password eeesssesee

Help! | don't remember my password.

Click the button to activate the service that gives you a new password | Forgot password?
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What is the WAYF consent?

When you have entered your user name and password and are logged in to the application system, you will
be presented with a WAYF Consent Certificate. The certificate will inform you on which information the
user account transfers to the application system.

You must make sure that your e-mail address and CPR number is transferred — check the fields “E-mail
address” and “National ID number”. When you have accepted the information in the WAYF Consent
certificate, the application system will open.

Tips and help when using the application system

Technical demands for attached documents/files
Before you start your application, we recommend that your documentation is ready. Learn more about the
demands for documentation on our website.

e Upload documents in PDF-format

e Each PDF-file cannot exceed 10 MB.

e All pages in your diploma (incl. grades/marks) must be compiled in one PDF-file. If you are scanning
your documents, please set your scanner to scan multiple pages into one file.

e When you scan your documents you must set your scanner to scan text (as opposed to images) to
make sure that the file will not exceed the 10 MB.

e All pages in your document must have the same viewing orientation to make sure that they can be
opened and read directly on the computer screen (they should not be horizontal or upside down)

e Documentation must be uploaded under the question to which it belongs.

How do | upload my documentation?
This is an example of uploading documentation for completed academic degrees. Choose
“Add additional completed academic degrees”

* Completed academic degrees:

Number of{View/Edit

R educati
Files upload Slbectan il

Education name Institution Date passed  |Source

No data to display.

N\

Add additional completed academic degrees  P)se documentation from previous application ‘-

Fill in the fields in the pop-up box “Upload to higher educations” and click ”"Browse” or “Gennemse” to find
the relevant document.

You will now be able to see the file name in the pop-up box.

If this is the right file, click “Yes” to upload and save.


http://itu.dk/en/Uddannelser/Application-and-Admission/Master-of-Science/Dokumentation-Kandidat
http://itu.dk/en/Uddannelser/Application-and-Admission/Master-of-Science/Dokumentation-Kandidat
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A00136 Upload to higher edumtions

Create addgonal documen tsion for passed and notpamssd educabor

vernseet i X by * Educaton: | Ba xo00x
— .
3i-December -2013 [E)
ato iGenremss_| | Tngen fl vagt,
I Tesxiok 4 Ekammbeds h-—:.\rr.\nn.-l Remove

2 2 Numder of |View Edt
Educason name [rstitumion Date passed Souree e fiamove education
Fhes uptosd
83 1 2000000 Universestet | X-by 1231213 Man 1 ' Aemavo
Add edditonal conmplebed scademic degrees | Use documenitato = J

Upload further documentation — after request

If you receive a request for submitting further documentation, the specific question(s) in your application
will be open for upload of further documentation.

1. Login to the Application Portal. Use same login as when you started the application.

2. Go to the tab “See status of applications”. Hit the link “Edit Application” in the rightmost column
called Action.

The application is shown with status: “Request for documentation”.
Depending on your screen size, you might have to scroll a bit to see the column Action

Crede gpication Exchange ~not

I tted applcator
Exchange ~nol avelable during U intke See status of applications Messages User bribrmaion
Irstituton Education name

¥ [status Priority Status date
1T Univessty of Copenhegen M5Cin Software Develoment and Technekny, Sultware Ergnesdg Request for documentation 1 243an-2014 180253
IT Universty of Copenhegen Kercdatuddamebsn (MSc) i Digitdl Imovetion and Management (E-Busres) Uncer restment 3 023un-2013 23:57:43

The tabs and relevant question(s) in your application will be re-opened enabling you to upload the
requested supplementary documentation.

The button you must use will be orange.
It will not be possible to upload further documentation in other fields.

Below is an example with request for further documentation to the questions regarding Academic
degrees and Documentation of English test.
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[ ]
Nexz
Colleckon of dats Requirements and presequisites Show applicatior _J
kgrounc, your v will appoar below
* Completoa academ|c cogrees
|Number  [View/Edit

Educaton name Tratuton Date pasaed Souroe |oFfies pload Remow oducaton

Ba Univer s ketels X-by 1312013 MAN 1 Remone

Add addtonel compieted academic degrees  Uz= documenmaon Fom prevous applicaton

* In-pr gy e ecademic gt exs:

L I Number | Waw/Edt |Expocted aomplewd [Remone

Sdaaion name Tretbon Mg ECTS  [Sowrce | o | SRR IS Pt

No da o aisplay

Ak add tonal In-progres noxdemic dagrees  Lse doaumensiton Som prevons applicaton

1300 lack 60 ECTS or more you hane ' upload an Mt
explaraton of how you will complet ywur bachelor

bofore Aoy sart

DesTipton Documentlame |sourcn  |Dovrload A=

N dam ' display

Sher tdesipaon of stachment: ;rremae Ingon 4] wigt »ad Us= doamentston fom orewaus applicaton )
* I your cuelifing exsm fom be eduasionsl v MAN
Instulon st you are sppdyng for?

* Qrovoe Enclidh st end uplosd documentson. Use | 7=

*Oty Ergligh B lewd and documentitvih high
whoul digloma

Desaokon Cocment Name |Souce  |Dowrload |Remawe

Toof st Teatdok 8 - Fagniwau bestiet Apdf M Remow
Shortdesnipaon of asadment: Gernemse. | Ingen il yigt Upload  Us= doamenmson fom presous applicaton |7

Upload additional documentation. After completing your upload of the requested documentation
(there may be more than one question you need to upload to) move on to “Show application”.
Verify that your uploaded documentation is there. You are now ready to re-send the application.
Move on to “Send application” — and hit “Submit application” to re-send it.

Collecson of das fequremens snd prescuiaies

"
w sopliaton Send application

The application is re-sent when you see the confirmation on the screen.
And there will be a new message for you under the tab “Messages” stating that the IT-University
has received your amended application.

Collection of data  Perscn  Applied educaton Cour Requiremetand prarequidies Mic.  Show appiicaton  Send application

Appicatons e sibmitied on 24 Jnuary D142t 1619 Application confirmation
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Online support in the application system

The application system has an online support function:
Open Help with the little arrow in the right side of

the screen display.

Or by clicking the question mark in the top right
corner.
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uddannsisestype. Kik pd spg, 0g |

du fir en kste over uddannelser. Du
kan spge i lsten of uddanneiser ved ‘

ilJ at slyive et sggeord i det lle feit,
Anspgnngsperiods der er over hver kolonne. Hve du ¢ e
—,] kke Wl bve dn ansagning pé en

gang, kan du gemme dn anspgning
som en kisdde i systemet sninger

Se status pd ansegninger
Her kan du se ale de anspgninger,
du har lavet - bide afsendte og
Kadder. Det er her, du kan 3bne en
4 Madde for at arbejde vdere pa den,
Lille pil, der abner/lukker sk i P h;
for hjaalpeteksd Indsendt anseaningen, kan du kke
leengere redigere i den eler tifpje
ekstra biag.

Beskeder

Navigation in the screen display
You cannot use the arrows in the browser to navigate back and forth in the screen display. Instead, use the
process line for navigation:

88—

Collection of data Person Applied education/Course Requirements and prereguisites Payment hext

Create multiple applications
You can only apply for one education at a time. If you want to apply for multiple applications you must go
back to the “Create application” tab and start again.

Create appliation Exchange — not availbble during this intake See status of pplications Messages User Information
Applicant
Frst name: WAYF Qvilreg. no.: WAYF

Last name: Hansen WAYF Mail address: @gmail.com WAYF

"

Choose educational and training

* Institution IT Universty of Copenhagen [+] Education name:

name:

5 - Start of study % to %
" Type of Master [~] from:

education: o

Search

Multiple applications. Use previous documentation
You do not have to upload identical documentation for each application you create. Instead use the
function “Use documentation from previous application”.

Use documentation from previous application [¥)
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Priority of applications

If you only submit 1 application to the IT University of Copenhagen it will automatically be your first
priority. If you submit multiple applications for the IT University of Copenhagen, you will be asked to

prioritize the application before submission. When you submit a new application you can re-prioritize the
applications you have submitted previously.

A00133 Priority of applications
You have more then one application to the same educational institution.

Therefore,you are requested to set the priority before
you submit.

Priority ]Edumtiorﬂaﬁmei - LSEaitE

1 THAN Tilbud til test af disp. for kandidat Final

2 THAN Tibud til test: Tibud som DDK pd PROD Under treatment
3 Kandidatuddannelsen (MSc) i Spil, Teknologi Received

4

Kandidatuddannelsen (MSc) i Digital Innovation and Manager Under treatment
Kandidatuddannelsen (MSc) i Spil, Analyse Draft

Sort
Submit with the selected priority | Cancel ‘

Do you need more help?

If you have any questions regarding the application procedure or just need help, please contact the Student

Affairs and Programmes on e-mail: sap@itu.dk or telephone: +45 72 18 52 05. The telephones are open
Monday to Friday 10:00 — 12:00.
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