Enrolment instructions

Before you start, make suredhhave the following things ready:

9 The instructions email from the TU Berlin Summer & Winter University Team
1 A passporstyle photograph of yourself for uploading (this will appear on your student ID)
1 A printer ready, or the ability to take a screen shot instead.

Pleasenote the following:
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Firefox or Google Chrome)

1 The photograph has to be in an image fite largerthan 5 MB(e.g. jpg or png), uploading a
t5C R2SayQi 62N]

1 Please choose that the student ID card should be sent to you per post and not to the campus
center. It will then be sent to our office and you will receive the card during the welcome day

1. Followthe linkin the email to the IT registration pagettps://www.campusmanagement.tu
berlin.de/menue/dienste/konto_karte/nutzerkonto_freischalten_iframe/

2. To get to the English version, click this button:

Sie sind Id.
Technische Universitit Berlin tu b [*] zum persénlichen Portal
IT-Service-Center IT-Service-Center > abmelden

IO studierende [ Professorinnen [ Beschiftigte D Einrichtungen [ Systembetreuer

Benutzerverwaltung e e
Voraussetzungen und Ausfiihrungsvorschriften

Voraussetzungen um eine Campuskarte (Studierendenausweis/Dienstausweis) zu beantragen und Inr fublT-Konto |
zu aktivieren:

+ Sie besitzen ein Anschreiben zur Provisionierung:
o Studierenden wird es mit den Immatrikulationsunterlagen vom Campuscenter postalisch zugestellt
o Beschaftigten wird es mit den Vertragsunterlagen vom Personalteam ausgehandigt
« Sie haben bereits ein Foto im TUB-Fotoautomaten erstellt oder haben alternativ ein Passfoto als Datei auf
diesem Rechner
+ An diesem Rechner ist ein Drucker angeschiossen

Bitte beachten Sie, dass der Vorgang nicht abgeschlossen werden kann, wenn diese Bedingungen nicht erfulit
sind.

3. On the login page, tick the box to accept the terms and conditions:

Please note that this process cannot be ftinalized unless the requirements above are fultilled.
Softwarezertifikate

Verweis zu Terms of Use

Ausfiihrungsvorschriften

Daten & Server Terms of Use for tubIT User Accounts
Kommunikation & Internet Status: 10/12/2012
o Rights of the Users:
Beschaffung & Verleih

The IT Service Center tubIT of TU Berlin supports the exchange of information, the access to local, national and
Weitere Dienste international institutions, the usage of network services and network resources as well as the right to freedom of
Hilfe & Beratung speech and expression.
(1) The persons entitied to usage (users) have the right to use the ICT infrastructure pursuant to their admission
and on basis of these terms of use. For external traffic to and from other operators, their terms of use and
access rules apply in addition and insofar as they do not contradict these terms of use.

Termine & Veranstaltungen

Kontakt
(2) For different types of usage, a separate approval is required.

The user is not entitied to transfer his entitliement to use the services to other persons. The users are obliged

1. to comply with these terms of use, to respect the limitations of the usage rights and, in particular, to

| Yes, I accept the terms of use and want to apply for my Campus Card and activate my tubIT account.

>> next


https://www.campusmanagement.tu-berlin.de/menue/dienste/konto_karte/nutzerkonto_freischalten_iframe/
https://www.campusmanagement.tu-berlin.de/menue/dienste/konto_karte/nutzerkonto_freischalten_iframe/
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User Administrat

First Login
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E-Mail address

Please enter your 11-digit identity number (1689000 XX) or your matriculation number and the corresponding
password (initial password).
Both can be found on the letter of provisioning .

Identity number:

Initial password:

== continue

E-rmail contact: tubdi@tu-berlin.de

5. Enter yourapplication number and youysersonal detail§f S @S 2 dzii

Page rendered: 07 /Now/ 2017, 13:20:22 PM
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Please notehe spelling of your name needs to be exactly as you entered it onto our
registration form when youregistered online Please check the email for how your name is
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round. You can always change your name later, once your account is set up.

IT-Service-Center

Uber uns

Dienste

Konto & Karte

tubIT-Konta
tubIT-Passwort
Campuskarte
TAN-Liste
mTAN-Verfahren
Softwarezertifikate

Verweis zu
Ausfiihrungsvorschriften

Daten & Server
Kommunikation & Internet
Portal & Rollen
Beschaffung & Verleih
Weitere Dienste

Hilfe & Beratung

Termine & Veranstaltungen

Kontakt

User Administration - e

Eingabe lhrer Daten
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Please type in your personal data and make sure that it matches the eniry made at the student administration. Unless
the data is identical, registration and application for the Campus Card cannot be done automatically.

Your application number has been assigned to you during the application process:

+ I you have applied for a Bachelor's or Master's degree you have received your application number via email. |
some cases you may find it also in your letter of admission.
= If you have applied for a postgraduate Master's programme, doctoral studies or some other specific course
programme you have received the application number at the end of the registration. In case the programme
coordinators have filled in the registration form on your behalf please ask them for your application number or
have a look at your letter of admission.
Application number: |
7)1 don't have an application number.
Salutation: Mot

Titel:
Given name:
Surname:

Date of birth: =
>> next

& mal contact: wbil@uberings Page rendered: 12/May72018, 13:43:38 AN

6. Accept that you confirnyour details are correct:
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Verleih
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instaltungen

‘You entered the following data. Please check them once again thoroughly before you confirm the data.

Application number: 139442

Salutation: Herr

Titel:

Given name: Test

Surname: Summer School
Date of birth: 01.01.1990
Edit my data

| I took note of this consideration and am accepting it.

My data are correct, printer is accessible --> Register now
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7. Upload your photo. Then tick the checkbox that appears to confirm the photo is you.

Upload Photo
A S A ~ e ~
Stant Purvanal Date Mhota EMail ress TAN list Account Par mTAN Review Finish

YYou have uploaded the following picture. It will be sent to the system and printed on your Campus Card exactly as
shown below. Now you still have the opportunity to rotate the picture or substitute it by another one.

¥ Confirm action

| hereby confirm, that the person shown on
the uploaded photo is myself .

The TU Berlin reserves the right to call back
your student ID and accordingly your service
card and order a replacement with costs, if
the photo is obviously wrong.

Yes, confirm! No, cancell

| >>next | | >> substitute picture |

8. Pick one of the email addresses given and note it down!

Uber uns
Choose your E-Mail address

Dienste

Please choose your TUB E-Mail address.

St avalable addresses:

Prensme(s): Test
Sumame(s): Summer School

test.summerschool@campus.tu-berlin.de

mTAN-Varfahren
Softwarszartifikate

Verweis zu

sl tu-berlin.de
Daten & Server summerschool@campus.tu-berlin.de
Kommunikation & Tnternet
55 net
Poctal & Rollen
Beschatiuns & Verielh (R — 208 e LRI, L8428 A

9. ¢KS a¢! b f A&l étakeastréen shatdbs hndXavedt Soim&wdedd, or print it
if you can.Youwill need these codes in the future to make changes to your account and to
access some areas offiress the confirmation button, to confirm you have saved it

somewhere.
TAN list
@ & & & L O O O O O

TAN List No. 139825
D1: 721661 02: 145761 03: 993917 04: 471788 05: BBATI

06: 715478 07: 675735 08: 335543 09: 631064 10: 590841
11: 448395 12: 396439 13: 237967 14: 142228 15: 769014
16: DO7625 17: 594880 18: 126130 19: 1B5537 20: 582935
21: 116788 22: 937343 23: 579527  24: 685396 25: 681099
26: 157923 27: 319925 28: 965203 29: 675245 30: 182779
31: 191867 32: 895355 33: 147204 34: 455821 35: 726924
36: 664403 37: 475673 38: 654316 39 BI2Z576 40: BLDGET
41: 794976 42: 96B311 43: 438345 44: 005188 45: 830878
46: 970126 47: 723557 48: 445918 49: 566820 50: 977650

This is your personal indexed TAN list which is already active and valid. You need this TAN list for using some of the
applications of the TUB web portal.
Please print this TAN list now before you continue account activation.

ATAN is a one-fime passward which is invalidated afler use. Pleasse mark invalidated TANS on your TAN list.

For self administration of your TAN lists there |s a web application in the TUB portal. There you can print new TAN
lists or lock your actual TAM list.

Alternatively a new TAN list can only be obtained personally as student in the Campus-Center (H 30) and as
employes in the wblT-Laden (EN 024), Also locking of your TAN list is possible there,

Please keep this TAN list secret.

Hint: If you finish account activation without printing this TAN list.now , there will be no further chance to get this TAN
list. In this case you would have to plckup a replacement TAN list ag student in the Campus-Center (H 30) and as
employee in the wbiT-Laden (EN 024).

| succosstully printed the TAM list = nawt
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Account Setup

Stari Personal Daia Photo
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E-Mail address TAN lisi Account Password mTAN Review Finish

Continue to use existing tublT account -

Activate new tublT account

If you already own a tublT account and you got a new organisational 1D because of a new contract or status
{e.g. Early Bird --> Student), you should transfer this account to your new organisational ID.
Please don't activate a new account because only one account per person is allowed.

To transfer your account now, please enter the name of your account and its password.

tubIT account name: |

Password:

continue

I do not own a tubIT account and want to activate a new account now.

Please not that only one tublT account per person is allowed . If you activate a new account you
implicitly agree that your old account(s) will be deleted.

11. Choose your account namiote this down!

uvper uns

Dienste
Konto & Karte

tubIT-Konto
tubIT-Passwort
Campuskarte
TAN-Liste
mTAN-Verfahren
Softwarezertifikate

Verweis zu
Ausfiihrungsvoerschriften

Daten & Server
Kommunikation & Internet
Portal & Rollen
Beschaffung & Verleih
Weitere Dienste

Hilfe & Beratung

Account Setup

® ® & @ = & O O O

Start Persanal Data Photo E-Mail address TAN list Accaunt Passward mTAN Review Finish

Q

Continue to use existing tublT account Activate new tublT account

If you do not already own a tublT account you may activate one here. If you own a tubIT account, please
choose the tab_Continue to use existing tublT account , because only one tublT account per person is
allowed . If you activate a new account you implicitly agree that your old account(s) will be deleted.

Please enter the designated name of your new tublT account. Consider that not every name is possible (e.g.
names that are given, sexually explicit, politically detractive, violate personal rights or trademark laws).

If your designated account name passes the basic check by this application, this does not mean your account
name is finally accepted. A tublT employee is checking personally every new tublT account and will reject it if
the name cannot be accepted. A rejected account will be deleted automatically 14 days later.

The account name must have 4 — 20 characters and needs to be composed of the following characters: a-z, 0-

Itlrﬁus.t start with a letter and end with a letter or a number.

Designated account name:

continue

[N



12. Choose your passworbdlote it down!There are a lot of password rules, and you need to
change the character type frequently, so try to use a mixture of numbers and letters e.g.
SuMm3R1!

User Administration = e

Choose your password

® @ ® ¢ ® @ ® O O O

Photo E-Mail address TAM list Account Password mTAN Review Finish

Start Persanal Data

Please choose a suitable password for your selected tublT account: summeruniversitytest

Mew I » The password must be at least & and up to 20 characters
password: long.

Repeated - The password has to contain characters of the following four
new memmmRRmmRRmRRmnRes ¥ | character groups: capital letters A-Z, lower case letters a-z,
password: digits 0-9 and additional characters 1" #8%8&\'()*+,-./1;<=>7

» The password must contain at least characters of three of the
four character groups (capital letters, lower case letters, digits,
additional characters).

» Groups of more than two characters that correspond to your
first name, last name or user name are excluded.

» The password must not include more than two repeated
characters in a row.

- The same character cannot be included more than three
times.

+ The password shall not include more than four characters of
ane group in a row.

» The password must contain at least five different characters.
- Groups of three or more characters shall not be repeated.

» Groups of more than three characters that correspond to the
alphabet or the keyboard layout should be avoided. The
password can only contain one of such groups.

- Both password fields must contain the same password.

> next

13. Set up your email forwardingp your private accounand tick the declaration. Please set up
email brwarding rather than any of the other options.

User Administration = o

tubIT Account Activation: E-mail forwarding

Q
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stan Persanal Data Photo E-Mail address TAM hist Account Password mTAN Review Finish

For the period of your membership at TU Berlin you are given the following e-mail address to use:
test.summerschool@campus.tu-berlin.de

All communication with TU Berlin will be held through this address.

Type of Usage: E-mail forwarding %

Set up an e-mail forwarding in order to receive your e-mails in your private e-mail account. Please note, that there will
be no back-up for forwarded e-mails on our servers.

Forward e-mails to my private account:

© another e-mail address

An diese E-Mail-Adresse weiterleiten:

Declaration

| am aware that e-mails containing sensitive personal data will also be forwarded and hence will leave the
secure TU-Berlin network. Forwarded mails will possibly pass mail servers in other countries with often poorer
privacy regulations on their way to my private mailbox. In this case TU-Berlin will not be able to protect the
contents of e-mails from third parties. TU-Berlin can also not prevent e-mail service providers from sharing e-
mails with government institutions or private corporations.

| 1 understand the risks and request e-mail forwarding.

>3 next
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15. You can activate mTAN if you wish, but if you already saved the TAN code list in step 8 then
there is no need to do this.

User Administration = e

Activate mTAN (optional)
[ ® & @ & ® ® - O O

Persanal Data Phota E-Mail address TAM list Aceaunt Password mTAN Review Finish

Instead of using your TAN list you can also have TANs sent to your maobile phone via SMS (mTAN). In order to use
this service you need to type in your phone number (SMS will only be sent within the German mobile network).

To verify your phone number you will receive a SMS with a TAN which you need to type in below. Otherwise you will
need your TAN list in order to activate mTAN in the TU Portal later on.

maobile phone number:

»>> activate mTAN now >>» | do not want to activate mTAN now



