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About Mobility-Online 
Mobility-Online is a web-based software that manages all types of mobility and exchange 

programmes. You will use Mobility-Online from the beginning until the end of your mobility  

period.  



2 Application Guide – Erasmus+ Traineeship (incoming) 
 

 

 

International Office - Welcome Center I Graz University of Technology I Postal address: Rechbauerstrasse 12, 8010 Graz, 
Austria I Visiting address: International House, Lessingstrasse 32, 8010 Graz, Austria I email: international@tugraz.at 

Unite! - University Network for Innovation, Technology and Engineering: https://www.unite-university.eu/ 
 

 
 

I. SUBMIT YOUR LEARNING AGREEMENT VIA EMAIL  
In the next couple of days after you have sent your filled in Erasmus+ Learning Agreement for 

Traineeships to the Erasmus+ contact person at TU Graz (erasmus.incoming@tugraz.at) you 

will receive an email with the subject „Nomination at Graz University of Technology“ (please 

have a look in your spam folder as well) that gives you instructions about the 

registration/application process.  

Further information about the Erasmus+ Traineeship procedure at TU Graz can be found on 

the TU Graz website: https://tugraz.at/go/erasmus-traineeship  

II. REGISTRATION  
In this email mentioned above you will find two links. The first one is for creating your personal 

basic user account in the TUGRAZonline system (the information management system used at 

TU Graz) and the second one is for logging into Mobility-Online for the further application 

process.  

Two steps need to be done to start your application: 

1. Create your TUGRAZonline Basic User Account (first link in your email) – you will define 

a username and password which you need for your application 

2. Register with Mobility-Online (use your defined username and password from step 1) 

mailto:international@tugraz.at
https://www.unite-university.eu/
mailto:erasmus.incoming@tugraz.at
https://tugraz.at/go/erasmus-traineeship
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Step 1: Create a TUGRAZonline account 
Please click on the first link in the email. 

 

After filling in your data please click „Confirm data“ at the end of the page. 

On the next page you can see your data once again. If your data is correct, please click 

„Submit data“.  

 

mailto:international@tugraz.at
https://www.unite-university.eu/
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Please check your email account (spam folder as well) for an email with the subject „Activating 

the access to TUGRAZonline“. To activate your account, please click on the link which you 

receive in that email. The following webpage will be opened: 

 

If you click „Continue“, a new page will open. Please choose a username and password for the 

TUGRAZonline system and click „Complete registration“. Please write down the username and 

password, you will need it later for your application in Mobility-Online. 

 

Your basic user account has been created successfully. The first step is done.  

Wait for ten minutes to have the system updated. 

Step 2: Register with Mobility-Online  
Go back 

to the e-

mail 

„Nomination at Graz University of Technology“ and click on your personal  „Login“ link (at 

the very bottom of the e-mail). The following page will appear:  

mailto:international@tugraz.at
https://www.unite-university.eu/
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You can switch the language to English by clicking on EN in the upper part of the window. 

Please enter your username and password that you have created before and click „Log In“. 

Please save this link for later. You will need it every time when logging-in to Mobility-Online. 

 

III. APPLICATION WORKFLOW 
Now you can see your application workflow. Please click on „Complete/display application 

details“ and insert the requested information. 

 

a. Application details 

Click „Forward to update“ and fill in the required fields (marked with an asterisk).  

mailto:international@tugraz.at
https://www.unite-university.eu/
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Once you have completed all information click „update“ either at the top or the bottom of 

the page for submitting the data.  

Click „Back “ to return to your application workflow and 

complete the next steps one by one.  

Do not forget to tick the checkbox to confirm data, if asked. 

b.  Application documents 
In the next steps, you will be asked to enter some information and to upload some 

documents (mostly PDF files). The documents required may vary depending on the mobility 

programme you are participating in.  

List of application documents/needed data: : 

(1) Learning Agreement signed by all three parties (Student, Supervisor at TU Graz and 

Home University) 

(2) Portrait picture (a picture of yourself)  

Criteria: jpeg, png or gif file with max. 500x500 pixel, in color 

(3) Copy of your Passport or ID card (front- and back side) 

(4) Signed application form (can be downloaded in the workflow) 

(5) Visa or residence permit if you are not an EU/EEA national 

(6) Emergency Contact  

mailto:international@tugraz.at
https://www.unite-university.eu/
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After uploading all documents, the International Office will review your application. This 

process can take between 1-3 weeks. If something is missing or changes are necessary, you 

will be contacted via email.  

IV. ACCEPTANCE AT TU GRAZ 

a. Letter of Acceptance  
When all your application documents are complete and you have uploaded your signed 

Learning Agreement you will receive an email with your Acceptance Letter. Please note that 

we only issue the Letter of Acceptance in digital format.  

b. Admission Process  
The International Office – Welcome Center will now facilitate the admission process at TU 

Graz. You receive an e-mail with further information about the payment of the student 

union fee (ÖH fee) once the enrollment process has been started.  

Please follow the instructions on how to pay the student union fee (ÖH fee) given by e-

mail. Once the ÖH fee has been paid you will receive an e-mail including your PIN-code (4 

digits).  

c. Activate your TUGRAZonline account  
Once you have received the email with the PIN code, there are still a few steps to take to 

fully activate your TU Graz account. Detailed information on the next steps will also be sent 

to you by e-mail once you have enrolled at Graz University of Technology.  

The following steps need to be completed to fully activate your account:   

Step 1: Activate your TUGRAZonline account:  

https://online.tugraz.at/ → click on “Login” 

You are directed to the following page:  

mailto:international@tugraz.at
https://www.unite-university.eu/
https://online.tugraz.at/
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You can change the language in the top of the page to English. Then click on “I would like to 

use a PIN-Code” and the select the user group “student”.  

You will be directed to this page:  

 

Insert your PIN code, your registration number (which was also in the PIN-code e-mail) and 

your date of birth. Once you have entered all your data click on “Save”.  

Step 2: Activate the two-factor authentication (2FA):  

After having successfully activated your TUGRAZonline account and logged in to 

TUGRAZonline, also activate your 2-factor authentication (2FA): How to activate the 2FA 

When the account activation was successful you should be able to see various icons in your 

TUGRAZonline profile. Help video: How to log into TUGRAZonline 

mailto:international@tugraz.at
https://www.unite-university.eu/
https://mfa.tugraz.at/aktivierung/
https://youtu.be/9QWFsu2RkSU
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Step 3: Upload a picture for your student IDcard:  

Don`t forget to upload your portrait picture via the Icon “TUGRAZ Unicard Image Upload” in 

order that your student IDcard can be issued upon arrival.  

d. Add your arrival information  
Please also remember to complete all the necessary steps in Mobility Online:  

• Add your postal address and phone number in Graz (once you know where you live) 

V. END OF STAY 
Please check with your home university which documents are required upon completion of 

your Erasmus+ Traineeship (e.g. Confirmation of Attendance). 

If any documents need to be signed by your supervisor at TU Graz, we recommend having 

them signed before the end of your stay. 

Transcript of Records:  

If you have registered for courses and completed exams during your Erasmus+ Traineeship 

at TU Graz, you can download your Transcript of Records via your TUGRAZonline account. 

The transcript is issued in digital format with a valid digital signature. Once all your exams 

are completed and the results have been entered into the system, the document will be 

available for download. 

Please note that it may take some time for lecturers to upload your grades. 

  

mailto:international@tugraz.at
https://www.unite-university.eu/

