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Introduction

These guidelines are for applications for higher education coordinated by the KOT (The
Coordinated Enrolment) in Denmark. These guidelines can help you in the application
process, if you do not have a Danish CPR number.

If you are in doubt about which higher education programme you wish to apply for, you
can seek guidance counselling, before you log on to Optagelse.dk:

e eVejledning — via email, sms, chat telephone, Facebook and Twitter (page in
Danish).

e Studievalg — if you wish to meet in person with a guidance counsellor at one of
the Guidance centres for choosing a higher education programme (page in Dan-
ish)

e UddannelsesGuiden —you can find information about various higher education

programmes here (Mostly in Danish, but some pages are in English).

Target group

These guidelines are intended for applicants who do not have a Danish CPR number.

If you have a Danish CPR number, you will need to apply using NemID. You can read
more about how to do this in the guidelines for applicants with a Danish CPR number.

When you apply without a Danish CPR number, you need to approve your application
choices, print a signature page, sign it and send it by post to the relevant educational
institution.

Please note the signature page needs to have reached the educational institution before
the application deadline which is 15 March 12 noon for Quota 2 and 5 July 12 noon for
Quota 1 applications. Please note that the application deadline for some applicants (ac-
cording to their educational background) always is 15 March 12 noon. It is your respon-
sibility to ensure that you are familiar with the application deadline and that you apply
before the deadline. If you do not know which application deadline that applies to you,
please contact the educational institution where you want to apply for admission.

Concerning Optagelse.dk

Attestation of application choices

You will need to approve your application choices and send the signature page to each
and every educational institutions to which you apply. Once you have done this for your
first choice, you can no longer make changes in the tabs Information about you and Ap-
plication background, as the information given here is shared by all the education pro-
grammes. You will also be unable to make changes in the information given, and choices
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Introduction

made, for the specific choice of education programme to which you have sent the signa-
ture page.

Changes in the priority order

You are allowed to change the priority order of your choices of application up until 5 July
12 noon. You are also allowed to change the priority order even if you have sent the
signature page and approved your application.

It is your responsibility to make sure that you have approved all your applications and
sent the signature page(s) with plenty of time to ensure that it is / they are received by
the relevant educational institutions before the application deadline.

It is not possible to make any changes in your application, or change the priority order of
your applications, after 5 July 12 noon when Optagelse.dk closes.

Attachments

If you need to enclose documentation in your application, you should enclose any digital
attachments with your choice of education programmes. You must make sure to check
the deadline(s) for submitting documentation to the relevant educational institutions.
These deadlines can be checked on the homepages of the relevant educational institu-
tions.

It is your responsibility to check that all relevant documentation is uploaded and at-
tached to the relevant education programme before the deadline. Documentation can
be attached to the relevant programme at the tab Attachments. Your documentation is
attached, if you have ticked the box next to each application.

You can only attach documentation in PDF format. You can save files as PDF files in
Word, or you can use a PDF printer to print a document as a PDF file. You can download
a free PDF printer here.

Text fields tailored to your application

At Optagelse.dk, you can only fill in the text fields that are relevant to your specific ap-
plication and choice of degree programme. As a result of this, you will not be able to fill
any text fields that are only relevant to a Quota 2 application after 15 March 12 noon.
The content of any Quota 2 text fields filled out will not be sent as part of the applica-
tion for any programme choices that you sign after 15 March 12 noon.

‘Please note’ text fields

There are various places in the guidelines, where you will see a ’Please note’ text fieId..

These text fields highlight and inform you of any special circumstances you need to be
aware of in connection to the relevant activity.
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1 Important information and logging in

Applicants who do not have a Danish CPR number, and therefore do not have a NemID,
will need to approve their applications, print the signature page, sign it and send it by
post to the relevant educational institutions. The signature page must not be uploaded
as a digital attachment as these cannot be seen by the educational institutions.

You can choose to postpone the application process at any time, and continue it at a
later time. However, you must remember to sign your applications before the deadline —
15 March 12 noon for Quota 2 and 5 July 12 noon for Quota 1. Please note that for some
applicants, the application deadline is always 15 March 12 noon. If you do not know,
which application deadline applies to you, please contact the educational institution that
you wish to apply for admission to.

You will receive an answer to your application on 30 July. Regardless of how many pro-
grammes you have applied for, you will only receive one answer, either from the educa-
tion programme to which you have been offered a place, or a letter informing you that
you have not been accepted to any of the programmes applied for.

It is possible to change your application choices after you have signed your application;
however, any changes made must be completed before the given deadline. You can
change your priority order until 5 July 12 noon.

1.1 Getting started

step 1 Go to Optagelse.dk

Choose Apply for higher education in English (the blue arrow)

&

S £ S z
b \

CEEEE

Her soger du 10. - i

ddannels

pre

Find vej pa Optagalse.dk

Please note When you fill out your application in English, you can only apply for higher educa-

. tion programmes, which are fully taught in English. If you wish to apply for a pro-
gramme taught in Danish, you will need to fill out the application in Danish (use the
pink arrow)
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1 Important information and logging in

step 2 You will now be able to see the front page for applicants to higher education.

You will need to click on Apply for higher education in order to log on.

e

Optagelse eadk
Applying for higher education programmes?
Apply for higher education programmes taught in English in Denmark: University bachelor
pr P bachelor nd academy profession programmes.

® Apply for higher education
Need help choosing a programme? Useful information How to use the system

i i taught in English and ision ta High don 2015 petfle]  Applicants with a Danish CPR rumber applying for Higher Education (pdf-
information on how 10 apply Emplayer’s Geclaration [pcte) e
eVeedning proddes persons! guiance on chaice cf sy by chat, & mai, text . applcant wi . Applicants without s Danish CPA mumber sppiying for Higher Ecucation (pat-
messages S0 1EIEGNGNE OBV, TIgNTs 303 waskenss . R . )
applicant without
dievste hat afer neip f you aecia . Aphy with Power of Attarmey
W—

Find ve] pi Optagelse.dk
Optagelse.dk forside S ungedomsuddanaekse Support
Om Optagelse.dk Sag videregbemic uddannelse Mancag - TorRg K. 8- 16
Prvathspoti Ao tor Higher education Fredeg 118-15

T 70212151
Supportformular

Please note At the bottom of this page is a section containing important, current information.
. Just above this, you will find links to guidelines, help in application choices and
other useful information.

step 3 When you click Apply for higher education, a new window will pop up which will
ask you whether or not you have a Danish CPR number.

Cpr-number?
Do you have a danish CPR number?

A Danish CPR number is a Danish civil registration
number. For those who have previously been
registered in Denmark the one already given to you still
applies.

! Yes

Optagelse.dk uses cookies

Choose No, and then click on Next
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1.1 Getting started

Please note These guidelines are intended for applicants without a Danish CPR number only. If
. you have a Danish CPR number, and are therefore eligible for a NemID, then you
should choose Yes and read the guidelines for applicants with a Danish CPR number
instead.

Applying for admission without a NemID for applicants with a Danish CPR nhum-
ber

If you do not have a NemID, and you are not able to receive a NemlID before the
application deadline, it is also a possibility to make a profile at Optagelse.dk with-
out a NemlID. If you choose to use Optagelse.dk without NemID, please be aware
that you have to provide Optagelse.dk with all your personal information and doc-
umentation. Optagelse.dk cannot find information about your address based on
your Danish CPR number. Optagelse.dk cannot find information about your entry
gualifications in the Danish Eksamensdatabasen.

You have to upload all documentation in PDF format. Please be aware that an ap-
plication without NemID can only be finished by printing a signature page that you
have to sign and send or hand in in person at the educational institution before the
application deadline. You must not upload your signature page as a digital attach-
ment to your application at Optagelse.dk.

You have to sign and send a signature page for each education programme that you
want to apply for. If you do have a Danish CPR number, but want to apply without
using NemlD, you have to login at this page. If you create a profile without NemID
(step 4), you have to give your e-mail address and your CPR number. Apart from
that, the steps are the same as in these guidelines.

step 4 The next window that opens will ask you to type in your e-mail address.

Login with your e-mail address

Please give your e-mail address, so we can register your
profile to apply at Optagelse.dk. If you already have a profile
then please use the same e-mail address. Once you have

entered your e-mail address, a direct link to your login page
will be sent to your inbox.

Please note that you have to use the same e-mail address
as this is the main form of communication throughout the
whole application process.

Enter e-mail
[ ok ) Cancel

When you have given your e-mail address, you should click Ok.
You will then receive a message that your application process has been registered

at Optagelse.dk, and a link will be sent to your e-mail address. Please note you will
only be allowed to access your application via the link in this e-mail.

© National agency for It and Learning, January 30.01.2015 9
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1 Important information and logging in

10

Please
note

step 5

You now have a profile. The link to your application has
been sent to your inbox:

maria@andersen.dk

In order to continue your application, you need to click on
the link. Please note that it may take a few minutes for the
e-mail to reach your inbox.

If you have previously started an application with the same email address, you will
be re-sent the same link as before. In that way, you are only registered with one
profile at Optagelse.dk, and all your applications are connected to the same profile.

You already have a profile. The link to your application has
been resent to your inbox:

maria@andersen.dk
In order to continue your application, you need to click use

that link. Please note that it may take a few minutes for the
e-mail to reach your inbox.

If you have started an application using NemID or Digital Signatur, which you regis-
tered with the same e-mail address, you will need to complete your application
using NemlD or Digital Signatur.

You have already startet an application on Optagelse. dk,
use your Memld to access this application.

You will now need to login to your email account and find the e-mail from
Optagelse.dk which has just been sent to you. You should click on the link (or copy
and paste it into your browser). You will need to use this link every time you want
to access your application.

© National Agency for It and Learning, January 30, 2015



1.1 Getting started

Link to your application at Optagelse.dk

optagelse.dk@uni-c.dk

L, engeisk~ dansk>

You are now registered at

to enter your profile

4m-ZPynA1wS40bLF 1yi3aDR1tSHOMTGAs W,

Please note, that this is not a recaipt for a submitted apphcation

When you have completed an application, you mu:
to make sure nal instituti
proceed to consider your admission ater rece;
Sincerely,

Optagelse dk

The educational institution can only access your application a

It can take up to 30 minutes to receive the e-mail from Optagelse.dk with the link.
If you cannot find the email after this period of time, then you should check your

spam filter.

step 6

The first time you click on the link, a new window will open where you will need to

type your name, date of birth and sex. When you have given this information, click

Ok.

e-mai1- [

Given name(s): [ Maria

)

Family name:

Date of Birth:

Sex:

Please note

[Andersen

)

Given name(s) and middle name(s) must be stated in
the field Given name(s). Your (last) family name
must be stated in the field Family name.

Day: Month: Year:
O Male ® Female

© National agency for It and Learning, January 30.01.2015
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1 Important information and logging in
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step 7

Please note

You have now logged on to Optagelse.dk, and you are ready to begin your applica-
tion.

Optagelseadk oy

Uddannelses-og
Forskningsministeriet

Apply for higher education 2 Maria Andersen : Log out

Entry qualifications | Choice of education programme | Attachments

CPR:  010890MAA2  Name: Maria Andersen M save &|

Information about you
It is important that all the information is correct, in order for the higher education institution staff to be able to contact you.

Personal information
CPR number = 010830MAAZ

Given name(s) =

Maria

-

Family name Andersen

Address =

1
!
!

Choose country

T

Postal code *

Country *

Phone number (landline)

Phone number (mobile)

E-mail *

kurt.nikolajsen@-

Citizenship (Country)  [Denmark, DK '

Any previous admission to a higher education programme

Are you currently, or have you previously been, admitted to a higher education
programme? Please note it is obligatory to mention any admissions to higher education

programmes and to document any passed courses from higher education
programmes. *

Oves ONo

Admission after special scheme for Greenlanders

Greenlandic applicants can apply for admission after the special scheme for Greenlanders. Read more about the
special scheme and the criterias you must fulfill and document under '?'

D Yes, I want to apply for admission after the special
scheme for Greenlanders.

The first time you log on, you will land on the page called Information about you.
You will continue to land on this page each time you log on, until you have added
your choices of education programmes to which you want to apply. After you have
added your choices, you will land on the tab Choice of education programme,
where you will be able to see, which education programmes you have chosen.
Here, you are able to add new programmes, delete any chosen programmes and
change the priority order of your applications.

© National Agency for It and Learning, January 30, 2015



2 Information about you

In the section Information about you, you will need to fill out your personal details. This
information cannot be changed after you have approved your first application and sent

the signature page.

step 1

step 2

You will need to choose the tab Information about you, if you wish to change any of
your personal information.

Apply for higher education 2 Maria Andersen : Log out

ml Entry qualifications Choice of education programme Attachments

The tab looks like this.
Optagelseadk @

Uddannelses- og
Forskningsministeriet

Apply for higher education 2 Maria Andersen : Log out

Entry qualifications Choice of education programme Attachments ‘

CPR: 010890MAA2  Name: Maria Andersen ? & ‘

Information about you
Itis il that all the i ion is correct, in order for the higher educaticn institution staff to be able to contact you.

Personal information
CPR number * 010890MAA2

Given name(s) * [Maria

Family name * [Andersen

Address = [ ]
Country * Choose country

Phone number {mobile)

E-mail =

(
Phone number (landline) [
[
(

kurt.nikolajsene [

Citizenship

Citizenship (Country)  [Denmark, DK

Any previous admission to a higher education programme

Are you currently, or have you previously been, admitted to a higher education
programme? Please note it is obligatory to mention any admissions to higher education
programmes and to document any passed courses from higher education

programmes. *

O ves O No

Admission after special scheme for Greenlanders

Greenlandic applicants can apply for admission after the special scheme for Greenlanders. Read more about the
special scheme and the criterias you must fulfill and document under *2'

D Yes, I want to apply for admission after the special
scheme for Greenlanders.

CPR number and name

The information you have given in Step 6, section 1 has been used to create an
identification number instead of a CPR number. You cannot change this identifica-
tion number. Your name is also given, but you may change this if you have any cor-
rections.

© National Agency for It and Learning, January 30, 2015 13



2 Information about you

step 3

Please note

step 4

step 5

14

| Personal information

CPR number * [010890MAA2 /ﬂ
Given name(s) * [Maria // ]
? ]

Family name * Andersen

The text is written in light grey, and you are not able to edit the content of the
fields.

Address

You need to enter your complete address with your postal code and country.

Address * [Olof Palmes Allé 38 AN ]
N

Postal code * [8200 XC“:Y = Aathm |

Country * [Denmark, D'% n

When you type in a Danish postal code, Optagelse.dk automatically finds the rele-
vant town.

The only way to change your address after you have approved your application and
sent the signature page, is to contact the educational institution to which you have
applied.

Some educational institutions will send you a username and a password to a self-
service system where you can inform the educational institution of any corrections
to your address information.

E-mail and telephone details

Your e-mail is the one which you gave when you started your application. You can-
not change your e-mail address in the application.

You will now need to give your telephone number. It is a good idea to give your
mobile number. The educational institutions to which you are applying or KOT (The
Coordinated Enrolment) may need to contact you by phone.

Phone number (landline) |89375535
[ N\ ]
Phone number (mobile) [ A \% ]
N
E-mail * kur‘t.nikolajsen@- \
Citizenship

You have to choose which country you are a citizen of. Denmark is automatically
chosen, so if you are a Danish citizen, you will not need to change the country here.

Citizenship (Country) [Denmark, DK n

© National Agency for It and Learning, January 30, 2015



1.1 Getting started

If you are a citizen of a country other than Denmark, you will need to choose the
relevant country on the list given, when you click on the arrow on the right-hand
side.

Citizenship (Country) LDenmark, DK

'l

[l ¥

Denmark, DK
Any previous admission SNV}

Are you currently, or have| Sweden, SE
programme? Please note i Iceland, IS

programmes and to docurr
programmes. * Greenland, GL

' Yes @ No China, CN

Germany, DE

| — i

step 6 Any previous admissions to higher education.
You will need to answer whether or not you have previously been admitted to a
higher education programme. Please note that documentation is mandatory for
both quota 1 and quota 2.

Any previous admission to a higher education programme

Are you currently, or have you previously been, admitted to a higher education
programme? Please note it is obligatory to mention any admissions to higher education
programmes and to document any passed courses from higher education
programmes. *

©Yes @ No

If you have not previously been admitted to higher education and therefore choose
No, then you do not need to fill out anything further for this question.

If you have previously been admitted to a higher education programme, you will
need to answer whether or not you have completed a Master’s degree.

Any previous admission to a higher education programme

Are you currently, or have you previously been, admitted to a higher education
programme? Please note it is i y to ion any to higher ed
programmes and to document any passed courses from higher education
programmes. *

®Yes  No

Do you have a Master's degree? *
Yes . No

Previous admission to a higher education programme

Please enter any higher pr that you are, or pi y have been, to.

You must write the name of the education programme and document any passed courses of it, in this text field.
Please note it is obligatory to document any passed courses of higher education programmes.

The educational institution will decide, whether or not you can obtain credit for the previously passed parts of the education
programmes that you enter in the text fields.

You can read more about the obligation to document any passed parts of higher education programmes by clicking the ? to the
right.
You can add up to 20 elements to the list

Name of Higher Year started Year Year ECTS Points Still
higher educational (expected) interrupted admitted

education institution passed
programme

Attachment

Add attachments

© National agency for It and Learning, January 30.01.2015 15



2 Information about you

If your answer is Yes, you have previously been admitted to a higher education
programme, and you will need to write the name of the education programme and
any parts of it, you have passed in this text field.

You can enter text in this field by clicking on the pencil icon.

Previous admission to a higher education programme

Please enter any higher education programmes that you currently are, or previously have been, admitted to.
You must write the name of the education programme and document any passed courses of it, in this text field.
Please note it is obligatory to document any passed courses of higher education programmes.

The educational institution will decide, whether or not you can obtain credit for the previously passed parts of the education
programmes that you enter in the text fields.

You can read more about the obligation to document any passed parts of higher education programmes by clicking the ? to the
right.
You can add up to 20 elements to the list

Name of Higher Year started Year Year ECTS Points
higher educational (expected) interrupted

education institution passed
programme

You will now be able to fill out this text field.

Name of Higher Year started Year Year ECTS Points Still
higher educational (expected) interrupted admitted
education institution
proara=

When you have filled out this information, you can add it to your application by
ticking the box at the end of the line.

Name of Higher Year started Year Year ECTS Points
higher educational (expected) interrupted
education institution

proars=

Now, the information has been added. Should you wish to edit the information,
you can do so by clicking on the pencil icon. Should you wish to delete the infor-
mation, you can do so by clicking on the rubbish bin icon. Should you wish to add a
new line, you can do so by clicking on the plus icon.

Name of Higher Year started Year Year ECTS Points
higher educational (expected) interrupted
education institution passed
programme
. Aarhus 5
Biology University 2009 2014 2011 75.0 No )

Clicking on the plus icon will give you a new line in which, you can enter infor-
mation.

Year started Year Year ECTS Points Still
higher (expected) interrupted admitted

education institution passed
programme

Biology Aarhus 2000 2014 2011 75.0 No ’
University

( JI i J [ JI( Jil ) (v Bl v
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1.1 Getting started

These steps can be repeated, until you have entered all the relevant information.
You must be able to document the information that you enter in these text fields.
You can upload documentation by clicking Add attachments at the bottom of the
page. You can read more about adding digital attachments in section 5. Digital at-
tachments can also be added at the tab Attachments. Please note, that you have to
check, if your documentation is attached to the right applications, once you have
approved your applications. Your documentation is attached, if you have ticked the

box next to each application.

Previous admission to a higher education programme ,
Please enter any higher education programmes that you currently are, or previously have been, admitted to.

You must write the name of the education programme and document any passed courses of it, in this text field.

Please note it is obligatory to document any passed courses of higher education programmes.

The educational institution will decide, whether or not you can obtain credit for the previously passed parts of the education
programmes that you enter in the text fields.

You can read more about the obligation to document any passed parts of higher education programmes by clicking the ? to the

right.
You can add up to 20 elements to the list

education institution passed

programme

Biology ﬁf\;\'}:;ity 2009 2014 2011 75.0 No s E*
{"Add attachments
Please note If you have a master’s degree, you can only be admitted to a new higher education
. programme, if there are available study places (the “master’s degree rule”).

It is possible for the educational institution to give a dispensation from this rule,
but this rarely happens. If you have received a dispensation from an educational
institution, you must document this and upload documentation as an attachment

to your application

Please note Given information regarding your previous higher education programmes will be
. removed, if you tick the box No.

© National agency for It and Learning, January 30.01.2015 17



2 Information about you

18

step 7 Finally, you will need to click Save in order to save all the information you have
given.

Apply for higher education 2 Maria Andersen : Log out

| nf Entry qualifications | Choice of education programme | Attachments ‘

CPR:  010890MAAZ Name: Maria Andersen i

Information about you
It is impertant that all the information is correct, in order for the higher education institution staff to be able to contact you.

Personal information
CPR number = 010880MAA2

Given name(s) = [maria ]
Family name = [andersen ]
Address * [o1of Paimes ale 38 ]

]

postal code * City * parhus n x

Country = Choose country

Phone number (mobile)

(

Phone number (landline) [59375535
(
(

E-mail * kurt.nikolajseng [
Citizenship (Country) [nenmark, DK .

Any previous admission to a higher education programme

Are you currently, or have you previously been, admitted to a higher education
programme? Please note it is obligatory to mention any admissions to higher education
programmes and to document any passed courses from higher education

programmes. *

Oves O No

2.1 Special scheme for Greenlanders

Greenlandic applicants can apply for admission after a special scheme for Greenlanders.
Read more about the special scheme and the criteria, you must fulfil and document by
clicking the question mark.

Admission after special scheme for Greenlanders

Greenlandic applicants can apply for admission after the h for Gr ders. Read more about the

special scheme and the criterias you must fulfill and document under '?*

D Yes, I want to apply for admission after the special
scheme for Greenlanders.

© National Agency for It and Learning, January 30, 2015



3  Entry qualifications

In this section of Optagelse.dk, you will need to give information about your entry quali-
fications, on which you are basing your application for higher education. Your entry
qualifications cannot be edited, once you have signed your first application.

You should be aware that documentation on your upper secondary education or any
other diplomas is not automatically transferred from your school to the educational
institution to which you are applying. It is therefore important that you remember to
upload your diplomas under the tab Attachments. Your documentation is attached, if
you have ticked the box next to each application. You can read more about uploading
attachments in section 5.

step 1 You should first switch to the tab Entry qualifications.

2 Maria Andersen : Log out

‘ Information about you | Entry qualifications | Choice of education programme | Attachments

step 2 You will now come to the page where you will need to give your Entry qualification.
CPR: 010890MAA2 Name: Maria Andersen ? L\f\j

Entry qualifications
You must choose your entry qualifications before you can send an application. When you have sent your first application, you no
longer have the option to edit the information in the tabs "Information about you" and "Entry qualifications".

Entry qualifications

Entrance qualification type [Choosem .

step 3 You will first need to choose which type of entry qualifying exam you have as the
basis for applying for higher education.

Entry qualifications
You must choose your entry qualifications before you can approve an application. When you have approved your first application,
you no longer have the option to edit the information in the tabs "Information about you" and "Entry qualifications”.

Entry qualifications

Qualification type Choose... i
{ choose... l:i
? TEAQ 4 AbomOpmgehedt Danish upper secondary education &

International Baccalaureate (IB) unoeryisumas
Non-Danish exam e A

Danish vocational training v

Other entry qualifications

No entry qualifications

For this example, we have chosen non-Danish exam. If your entry qualifications are
non-Danish you must choose non-Danish exam.
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Please note

Entry qualifications

Qualification type

Non-Danish exam B

Entry qualifications * LChuDse .
Year of completion * | |

I'm currently taking a supplementary ] (The "Passed and expected to pass courses in addition to the
course which will be completed before July entrance qualification” field in each education programme choice
5 must be mentioned)

fitee e o ma et e e W (The "Passed and expected to pass courses in addition to the
which T expect to complete after July 5 entrance qualification” field in each education programme choice
must be mentioned)

The number of text fields here can vary. This is dependent upon which type of entry
gualifying exam you hold. You can read a description of the different forms of entry
qualifying exams below. Please note, that you have to check if your documentation
is attached to the right applications once you have approved your applications at the
tab Attachments.

Danish upper secondary education

If you have a Danish upper secondary education, you will need to clarify exactly
what type of exam you hold in the section Entry qualifications. You will also need to
give the exam year, the exam result and the grading scale used.

If you have passed a Qualifying Examination for Technical Science, you should note
that the application deadline is always 15 March 12 noon.
You must upload a copy of your diploma before the deadline.

If you are expecting to complete the Danish ‘eux’ this summer, you can apply for a
conditional admission, if the educational institution accepts applicants for condi-
tional admission. You must contact your school in June, when you have passed the
upper secondary part of your education and request for a preliminary diploma. You
must upload your preliminary diploma to your application(s) yourself before 5 June
12 noon CET.

Please remember to tick the box next to the programme to, which you want to at-
tach your documentation. If you are accepted at your choice of education pro-
gramme, you will receive a conditional admission on July 30. Your admission will
require that you can submit your ‘eux’ diploma to the educational institution after
you have completed your apprenticeship. If you do not fulfil your apprenticeship
your study place will be annulled.

If you have any questions, please contact the educational institution.

International Baccalaureate (IB)

If you have an IB, you will need to note it here. You will need to give the exam year
and the Total Points here. Remember to upload your diploma before the deadline.
You must tick the box next to your application to add your diploma. Please note
that the application deadline always is 15 March 12 noon

Non-Danish exam
You will need to give the Entry qualification. When you choose Other as your entry
gualification, you will need to enter which exam you have. You will also need to give
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the exam year.

A copy of your exam certificate should be uploaded before the deadline. You must
tick the box next to your application to add your diploma. Please note that the ap-
plication deadline always is 15 March 12 noon.

Vocational Training Exam (EUD)

You will need to give the Exam year. Remember to upload a copy of your diploma
before the deadline. You must tick the box next to your application to add your di-
ploma. Please note that the application deadline always is 15 March 12 noon

Other entry qualifications

Other entry qualifications can, for example, be a combination of specific further
education courses (so-called course packages). Remember to upload documentation
before the deadline. You must tick the box next to your application to add your doc-
ument. Please note that the application deadline always is 15 March 12 noon.

No entry qualifying exam

You must apply for a special permission to apply for admission in relation to your
specific application. However, this does not apply to the higher education pro-
grammes, where the entry qualification alone is to pass an admission test (such as,
for example, for the Danish journalist education programme at Denmark’s Media
and Journalism college). An application for a special permission to apply must be
uploaded to your application before the deadline. You must tick the box next to your
application to add your special permission application to your application. You can
read more about the requirements for a special permission application on the re-
spective homepages of the educational institutions to which you are applying.
Please note that the application deadline always is 15 March 12 noon.

step 4 You will now need to choose your specific entry qualifications. In this example we
have chosen International Baccalaureate (IB)

Entry qualifications

Qualification type [Non-Danish exam ﬁ

Entry qualifications * Choose

International Baccalaureate (1B] A
I'm currently taking a supplementary s) additfen to the

course which will be completed before July | All other non-Danish exams programme choice

I've enrolled in a supplementary course | (The "Passed and expected to pass courses in addition to the
which I expect to complete after July 5 entrance qualification” field in each education programme choice
must be mentioned)

You will now need to give the Year of completion. If your exam is non-Danish the
educational institution will convert your Exam result (Grade point average) to the
Danish 7-scale if possible.
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Please note

step 5

22

Qualification type Non-Danish exam H

Entry qualifications * 1 ational Baccalaureate (16) i

Year of completion *

I'm currently taking a supplementary (The "Passed and expected to pass courses in addition to the
Gl e TR il P P ] [P AT entrance qualification” field in each education programme choice
5 must be mentioned)

Tl ek et e e T Tenrre L | (The "Passed and expected to pass courses in addition to the
which I expect to complete after July 5 entrance qualification” field in each education programme choice

must be mentioned)

If you are expecting your final exam 2015, you must remember to upload your di-
ploma as soon as you receive it. You must also be aware that you have to upload
documentation before the deadline.

Please note, that you have to check, if your documentation is attached to the right
applications once you have approved your applications.

Bonus for an early start to higher education

If your entry qualifying exam is 2 years old or less, then your grade point average
(GPA) will be adjusted. This adjustment is done by multiplying your exam result by
1.08. The average is rounded to the nearest decimal point. You must not make this
adjustment yourself. This adjustment will be undertaken by the educational institu-
tion. If you are admitted and are qualified to receive The Danish students' Grants
(SU), the information given about your year of completion will be used by the edu-
cational institution to decide, whether you are qualified to receive SU for one more
year than the standard length of the programme.

Qualification type Non-Danish exam

Entry qualifications * International Baccalaureate (1B)

Year of completion * 2014 | Year of completion will be used in the
adjustment of your grade point average
(GPA) - EU/EEA diplomas only and the
assessment of your entitlement to the
Danish student's grant (SU).

I'm currently taking a supplementary J (The "Passed and expected to pass courses in addition to the
course which will be completed before July entrance qualification” field in each education programme choice
must be mentioned)

(The "Passed and expected to pass courses in addition to the
entrance qualification” field in each education programme choice
must be mentioned)

I've enrolled in a supplementary course L
which T expect to complete after July 5

It is possible to apply for an extension of the two-year rule under certain circum-
stances. If you wish to apply for an extension, you should tick the relevant box. You
will then need to upload documentation as the basis, on which you are applying for
dispensation under the tab Attachments. Please note that you have to check, if your
documentation is attached to the right applications, once you have approved your
applications by ticking the box next to each application. If you apply for SU, your
documentation will also be used by the educational institution to decide, whether
you are qualified to receive SU for one more year than the standard length of the
programme.
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Entry qualifications

Qualification type [Non—Danish exam B

Entry qualifications * [[nternat\onal Baccalaureate (IB) i
Year of completion * & 2011

Extension of the two-year deadline for ] I am applying for an extension of the two-year deadline for early
early study start bonus and the study start bonus (EU/EEA diplomas only). I am aware that the
assessment of your possible entitlement to information I give, will also be used in a possible assessment of my
the state education support (SU) entitlement to the state education support (SU). 1 have attached an
application the documentation with it.
(Read more about exam adjusting options at the "?").

I'm currently taking a supplementary D (The "Passed and expected to pass courses in addition to the
course which will be completed before July entrance qualification” field in each education programme choice
5 must be mentioned)

I've enrolled in a supplementary course || (The "Passed and expected to pass courses in addition to the
which T expect to complete after July 5 entrance qualification” field in each education programme choice
must be mentioned)

step 6 Supplementary courses
If you need to supplement your entry qualifications with extra courses in order to
achieve the correct level required, and you have not yet completed this courses,
then you need to tick the relevant box(es) here.

I'm currently taking a supplementary D (The "Passed and expected to pass courses in addition to the
course which will be completed before July entrance qualification” field in each education programme choice
5 must be mentioned)

I've enrolled in a supplementary course D (The "Passed and expected to pass courses in addition to the
which I expect to complete after July 5 entrance qualification” field in each education programme choice

must be mentioned)

You will need to inform us of, whether you will complete these courses before or
after 5 July. If you have already completed the necessary supplementary courses,
then you do not need to fill in this section, you simply need to inform us of the
courses later on in the application. If the place of higher education to which you are
applying expects limited admittance, they can choose not to accept any supple-
ments, which are completed after 5 July. You will therefore need to check whether
or not the educational institution to which you are applying accepts supplements
passed during the summer.

Please note  You will always need to upload the relevant documentation before the deadline. If

. you are starting the course after 5 July, the documentation can be a statement from
the school, saying that you have been admitted to the course. You can research the
individual places of higher education to see what type of documentation they re-
quire. Please note that you have to check at the tab Attachments, if your documen-
tation is attached to the right applications once you have signed your applications. It
is your responsibility to check that all relevant documentation is uploaded and at-
tached to the relevant education programmes before the deadline. Documentation
can be attached to the relevant programme at the tab Attachments by uploading the
document and by ticking the box next to the relevant application. Read more about
uploading documentation in section 5.

step 7 You can finish the section Entry qualifications by clicking Save at the top of the page
and thereby saving all the information you have given.
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con: NN veme: [N !

Entry qualifications
You must choose your entry qualifications before you can approve an application. When you have approved your first application,
you no longer have the option to edit the information in the tabs "Information about you" and "Entry qualifications”.

Qualification type lNunf[:ranish exam .
Entry qualifications * | International Baccalaureate (1B) .
Year of completion * 2014 | Year of completion will be used in the

adjustment of your grade point average
(GPA) - EU/EEA diplomas only and the
assessment of your entitlement to the
Danish student's grant (SU).

I'm currently taking a supplementary j (The "Passed and expected to pass courses In addition to the
course which will be completed before July entrance qualification” field in each education programme choice
must be mentioned)

(The "Passed and expected to pass courses in addition to the
entrance qualification” field in each education programme choice
must be mentioned)

I've enrolled in a supplementary course j
which I expect to complete after July 5
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4  Choice of education programme

The following section describes how you add your choices of education programmes to
your application. You have to sign each choice individually. You can edit your choices
until you finally sign them and thereby sending them, right up until the deadline of 5 July
12 noon. Your application choices which you wish to be considered in Quota 2 need to
be signed by 15 March 12 noon at the very latest.

Please note that the application deadline for some applicants always is 15 March 12
noon. It is your responsibility to ensure that you are familiar with the application dead-
line and that you apply before the deadline. If you do not know, which application dead-
line that applies to you, please contact the educational institution where you want to
apply for admission

Also, please note that some education programmes only have one deadline, 15 March
12 noon, and it is impossible to apply for these programmes after this date.

You can find information about the evaluation criteria in Quota 2 and information about
the deadline for uploading attachments in the information about the specific pro-
gramme at Optagelse.dk.

4.1 Finding your education choices

step 1 You will first need to switch to the tab Choice of education programme.

Choice of education programme | Attachments

RN
Tnformation about you  [BEZNEMEEITEERE

step 2 You are now on the page where you can add your choices of education pro-
grammes. Start by reading the text in the blue text box. If you have not added any
choices, the page will be empty and your only option will be to click Add education
programme once you have read the text. Please note that your choices will be add-
ed in a prioritised order. You can, however, change the order of priority after you
have added your choices.

fzm = = = e e A el
RS Crioice of education programme . [EIEEES

CPR: 1203562316  Name: lulius Hibbert ?

Information about you

Your information in the tabs "Information about you™ and "Entry qualifications”, will onfy haave (0 bo mentioned once and the information wil bo shared by ail
your applications. When you have signed your first application you will no longer be able to change the information.

Signature
You have 1o approve and sign the applications individually. Once you have signed an application and the educational institution has downloaded your
appication from Optagetse. dk you will be able 1o soa that the application is recoived by the oducational institution

When you have signed tho appiication. you will 560 an onvelope next (o your application. A ciosed envelope moans thal you have signed an appication
and that the appication is not yet opened by the educational institution. An open envelope moans that the applcation has boen recened by the
‘educational institution.

Even though you have signed an apphcation you will stil be able 10 add ge of priorities and cancel an
tion

Priority rank

You can apply for a maximum of & education programmes, but you can only be offered one study place. If you are offered a study place, your prionty rank
will decide which study place you are offered. In that case you will be offered a piace at your highest possible priority

To apply for more than . press he programme” button. To change the order of pronty click the armows on the
feft when you have added The order of priority will be saves when you change the order

P

Remember to sign all your applications!
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step 3

If you have already added choices of education to your application, you will be able
to see these in the window. You can add a new choice by clicking on Add education
programme. Please note that your choices are added in order of priority. You can,
however, change the order of priority after you have added your choices.

A

‘ CPR: 010890MAA2 Name: Maria Andersen £

Information about you

Your information in the tabs "Information about you™ and "Entry qualifications”, will only have to be mentioned once and the information will be shared by all
your applications. When you have approved your first application you will no longer be able to change the infermation.

Approval and sending your signature page

You have to approve the applications individually. When you have approved an application, you must print a signature page. You must sign and send the
signature page to the educational institution to which you are applying. It is your responsibility to ensure that the signature page reaches the educational
institution before the application deadline.

‘You must send a signature page for each application you have approved. Please note that you must not upload your signature page as an attachment to
your application. When the educational institution has received the signature page. they can download your application from Optagelse.dk. When you have
approved an application you will still be able to add new education pregrammes, change the order of priarities and cancel an application

Priority rank

You can apply for a maximum of 8 educat but you can only be offered one study place. If you are offered a study place, your priority rank
will decide which study place you are offered. In that case you will be offered a place at your highest possible priority.

To apply for more than one education programme, press the "Choose education programme” button. To change the order of prierity click the arrows on the
left when you have added all education programmes. The order of priority will be saved automatically when you change the order

Remember to approve, print, sign and send a signature page for each of the education programmes to which you are applying!

Chosen education programmes

1 of Archi al T y and Construction Management
ygni ruktor b 2

Choose education programme

You will now come to the page where you can search through your options.

ch CTC jon pr
Find an education programme and ensure you meet the entry requirements. Choose an education programme and complete the
application. Use the filters to limit your choices.

Choose an education programme

Region I
All [ngh—shﬁ Show more options

=

Name of education programme Studystart Comment

[chooe ]

AP Graduate in Agro Business and

[+ ] Risskov (o] Deadline for handing in docum...
Landscape management

0 AP Graduate in Automation Engineering Aalborg SV (o) http://www.ucnorth.dk/Home/...

0 AP Graduate in Automotive Technology Viborg o

O AP Graduate in Automotive Technology Viby 1 (o] Deadline for handing in docum...

o AP Graduate in Chemical and Biotechnical Viby 1 o Deadline for handing in docum...
Science

0 AP Graduate in Commerce Management Nzestved G All documentation for your app...

As a start, you will be shown all higher education programmes divided into 50 edu-
cation programmes for each page.
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step 4 Region and language
You can choose to limit your option regionally by choosing a region. When you
have chosen the region, the list of education programmes will be updated to fit
your search.

Choose an education programme

Region Language

|All

All

Capital Region
Central Jutland Region

North Jutland Region

Business and

Zealand Region ent

South Denmark Region ation Enginet

Automatically, you will be shown the education programmes, which are taught in
English. Should you wish to apply for a programme that is taught in Danish, you will
need to fill out the application in Danish.

step 5 Education programme name, city and study start
You can also limit your search by name of education programme, city and study
start in the grey section.

If you wish to search by name of education programme or city, then start by typing
the word you are searching for. You can either write part of the name or the whole
name. When you pausing in your typing, the website will search based on, what

you have typed and the list of education programmes will be updated accordingly.

50 H ra | < S g
Studystart Comment
[croose -]

Name of education programme

AP Graduate in Agro Business and

'] Risskov o Deadline for handing in docum...
Landscape management

© AP Graduate in Automation Engineering Aalborg SV O http://www.ucnorth.dk/Home/...

© AP Graduate in Automotive Technology Viborg o

© AP Graduate in Automotive Technology Viby J O Deadline for handing in docum...

o AP Graduate in Chemical and Biotechnical Viby 3 o Deadiine for handing in doctmi:
Science

0 Aar in C & All documentation for your app...

You can choose, whether you want to see programmes that start in the summer,
start in the winter, or start both in the winter and the summer. When you have
chosen the study start, the list of education programmes you can see, will be up-
dated accordingly.

Choose an education programme

Region Language

All . Englishi Show more options
B
Name of education programme i Studystart A Comment
Choose B3
q i Summer
(] & (;raduate 0 AgI® EVEIESS e Risskov Summer and winter Deadline for handing in docum...
Landscape management Winter
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4 Choice of education programme

Please note Optagelse.dk only supports application via KOT (The Coordinated Enrolment) in the

. period between 1 February and 5 July.
step 6 Type of education, area of education and show more options.
If you click on the text Show more options, you will be able to see more search op-
tions.

Choose an education programme

Region Language A

[AH ‘ [English H Show more options

More search options:

Choose an education programme

Regian Language

[A\I [Enghsh H Show less options
Education programme type Education programme area
(an KN~

Find

If you no longer wish to see these search options, you can remove them by clicking
Show less options.

Choose an education programme

Regian Language

[A\I [Enghsh H Show less aptions
Education programme type Education programme aia
(an KN~

Find

You will first need to choose the type of education that you wish to search for, be-
fore you can choose the area. When you have chosen the type of education, the list
of programmes that you will see, will be updated accordingly.

Choose an education programme

Region Language
[A\I ' [Engllsh H Show less options
Education programme type Education programme area
[al = g

all

academy profession programmes
Artistic and Cultural education programres
Professional bachelor programmes

University programmes
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You can choose the Professional bachelor programmes here.
In the next box you can choose the area of education. Once you have chosen the
area of education, the list of programmes you see will be updated accordingly.

Education programme type Education programme area

Professional bachelor programmes All = |
Find all

:] Art and Design Programmes

The media and communications professional range

The educational area

Name of education programime [ FRNPRRPRE PO

Social Health Care Programmes

° Bachelor in Graphic Storytelling Technical Programmes (Academy Profession Programmes)

©  Bachelor of Animation ] Business and Economics Programmes

Bachelor of Architectural Technology an
0 .
Construction Management

Maritime Education

Finally, you can use the last box, which is a text field in which, you can type key
words, the whole programme name or part of the programme name. When you
are finished with typing in your search, you will need to press ‘enter’ on your key-
board before your search can start. When you search, the list is updated according-

ly.

Choose an education programme

Region Language

how less options

[AII ' [Enghsh i =
Education programme type Education programme ala

[
Find ;
Please note If you cannot find the programme, you are searching for, it may be, because it can-
- not be found within the categories, you have selected. Try using fewer search cate-

gories. If you have given a region, it could help, for example, to remove that choice
so that your search continues in all regions.

If you are in doubt about, which education programme you should choose, you can
receive help and guidance via eVejledningen, Studievalg or find information at
UddannelsesGuiden. See section 1.
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4 Choice of education programme

step 7 In the overview of the programmes, you can see the name of the programme, the
town in which it is taught, the start period and any comments.

Choose an education programme

Region Language

u English i Show more options

Bachelor of Architectural Technology and P )
ction Management
elor of Engineering in Global Business Pt @ o
Edineering

[+] Bemerk: Semester 6, 8 og 9 af...
©  Bachelor of Global Nutrition and Health. Aarhus N o]
©  Bachelor of Value Chain Management Aarhus C O
©  Economics and Business Administration Aarhus C Q Dokumentationsfrist: http://ba...
©  Marketing and Management Communication Aarhus C Q Dokumentationsfrist: http://ba...

You will only be able to see part of the any comments that have been given by the
educational institution. You will be able to see the rest by clicking on the arrow for
the programme.

In the left-hand column, you can see general information about the programme,
such as where it is taught, the language the programme is taught in and any com-
ments concerning the programme. On the right-hand side, you can read all about
the entry requirements / access route for the programme.

Bachelor of Architectural Technology and
(] -
Construction Management

2

Aarhus N ( Applicants who fulfill the admis...

—General information

Admission area number
41175

Language of education
Engelsk

Higher education institution:
Bygningskonstrukteruddannelsen, Halmstadgade 2
Halmstadgade 2

8200 Aarhus N

www.viauc.dk

ee guota 2 criteria for this higher education
institution.

ducatione =
Applicants who fulfill the admission requirements and
who are not admitted to a higher priority are
guaranteed admission for this programme as long as
we have room.

For more information on how to apply and deadlines,
please read here: http://www_viauc.com/students
/Pages/how-to-apply.aspx

—Entry requi
Specific entry requirements
Access route: Upper Secondary Education
Specific entry requirements:
+ Mathematics at Danish C level
Access route: Vocational Education and Training
At least one education from the following list:
® EN_Adgang via relevant erhvervsuddannelse
Specific entry requirements:

+ English at Danish C level and Mathematics at
Danish C level

Access route: Vocational Education and Training
At least one education from the following list:

 Bricklayer

+ Civil construction worker

® Concreter

* EN_Bygningsautomatik

® EN_Snedker (med specialer)
* EN_Teknisk designer

* EN_Tresfagenes byggeuddannelse
* Electrician

® Paver

+ Plumber

* Woodcutting machinist

No specific entry requirements
Access route: Other education
At least one education from the following list:

* Qualifying Examination for Technical Science
(Other)

No specific entry requirements

In the left-hand column, you will also be able to see a link to the Quota 2 criteria for
the programme.
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4.2 Adding choices of education programmes in Quota 2

Please note Please note the icons used for study start.

. = means summer start

means winter start

{ ot

means that there is both summer and winter start and that you can choose
which one you prefer, but ultimately the place of education decides when
you will be offered to start.

At Optagelse.dk you can search for programmes that start both in the summer and
the winter. Some places of higher education also admit students for the winter
start at a later date. Contact the place of education or look at UddannelsesGuiden
for more information about this (the page is in Danish).

4.2 Adding choices of education programmes in Quota 2

When you have searched for the education programmes you are interested in, you will
need to add them to your programme choices. The information below explains, what
you need to consider, when adding a programme to your Quota 2 application. This will
only be possible until 15th March 12 noon.

If you sign any of these choices before 15th March 12 noon, your application will auto-
matically be considered in both Quota 1 and Quota 2, if you have a Danish Upper Sec-
ondary Education or a non-Danish Education with a grade point average that can be
converted to the Danish grading scale. You do not need to apply for the same pro-
gramme twice for it to be assessed in both Quota 1 and Quota 2.

You should only fill out the parts that you wish to be considered in Quota 2. If you do
not wish your application to be assessed on anything other than the grade point average
of your qualifying entry exam (plus any possible supplementary courses you may have),
you should only fill out the information, which equates to a Quota 1 application. You can
read more about this in the next section. If you have non-Danish entry qualifications you
can only be considered in Quota 1, if your GPA can be converted to the Danish 7-point
grading scale. Please note that the application deadline for holders of non-Danish exams
is always March 15 noon.
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32

step 1

You will first need to search for the programme in the way described in section 4.1.
Once you have found the programme, you should click on the corresponding arrow.

an education programme

Region Languag
a - [Engy,shg Show more options

Bachelor of Architectural Technology and

tion Management ANTORIE ¢
o ":; Enginesdng In Gobal Business Aarhus C 0 Bemark: Semester 6, 8 0g 9 af...
©  Bachelor of Global Nutrition and Health. Aarhus N o
©  Bachelor of Value Chain Management Aarhus C o]
(] ics and Aarhus C (o] Dokumentationsfrist: http://ba.
o g and 9 [ écati Aarhus C (o] Dokumentationsfrist: http://ba.

You will now be able to see all the information about the programme. If this is the
programme for which you wish to apply, then you should click Choose.

o  [Dachelor of Architectural Technology and Aarhus N @ Applicants who fulfil the admis...
Construction Management
information —Entry requir
? ?
Admission area number : Specific entry requirements :

41175 Access route: Upper Secondary Education

Language of education Specific entry requirements:
Engelsk
5 L * Mathematics at Danish C level
Higher education institution:
Bygningskonstruktgruddannelsen, Halmstadgade 2 Access route: Vocational Education and Training
Halmstadgade 2

8200 Aarhus N At least one education from the following list:

www.viauc.dk s EN_Adgang via relevant erhvervsuddannelse
Read more about the education programme options on Specific entry requirements:

Uddannelsesquiden.
e English at Danish C level and Mathematics at
See quota 2 criteria for this higher education Danish C level

institution.
Access route: Vocational Education and Training
Education comment
Applicants who fulfill the admission requirements and At least one education from the following list.
who are not admitted to a higher priority are

guaranteed admission for this programme as long as ° B_n(_:klayer )
2 ERTE L ® Civil construction worker
& Concreter
For more information on how to apply and deadlines, * EN_Bygningsautomatik
please read here: http://www.viauc.com/students ® EN_Snedker (med specialer)
/Pages/how-to-apply.aspx ® EN_Teknisk designer
* EN_Treefagenes byggeuddannelse
® Electrician
® Paver
® Plumber
* Woodcutting machinist

No specific entry requirements
Access route: Other education
At least one education from the following list:

® Qualifying Examination for Technical Science

(Other)

No specific entry requirements

Local requirements
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step 2 You will now be able to see the programme with a series of text fields. Choices that
are marked with an asterisk (*) are things which you must fill out. You can fill out the

rest, if it is relevant for your application.

Bachelor of Architectural Technology and Construction Management - 2015

~General information

Admission area number &

Entry requirements

Specific entry requirements 2

Training

s Access route: Upper Secondary Education
Language of education i
Engelsk ¥

oM ! ish C level
Higher education institution: lathematics at Danish C level

2

Halmstadgade 2
8200 Aarhus N Atinast one education fom the following kst
www.viauc.dk * EN_Adgang via relevant erhvervsuddannelse
Read more about the education proaramme options on Speciic anky requuenivts
Uddannelsesquiden.

See quota 2 criteria for this higher education institution,

Education comment
Applicants who fulfil the admission requirements and who
are not admitted to a higher priority are guaranteed
admission for this programme as long as we have room.

For more information on how to apply and deadiines,
please read here: http://www.viauc.com/students/Pages
Jhow-to-apply.aspx

- Options

Standby:
When you spply for admission to s study place, you have
the option of applying for a standby place as well. State

below, If you wish to apply for a standby place or not. It is
very impartant that you are aware of the of

» English at Danish C level and Mathematics at Danish C
level

Access route; Vocational Education and Training
Atioast ono education from the following list

 Bricklayer

* Civil construction worker

« Concroter

* EN_Bygningsautomatik

® EN_Snedker (med specialer)

* EN_Teknisk designer

* EN_Tracfagenes byggeuddannelse

* Electrician

* Paver

* Plumber

* Woodcutting machinist

choosing to apply for a standby place®

1 wish to spply for a standby placa *
Yes  No

Winter study start:

This programma has study start both in the summer and
in the winter. The educational institution allocates.
admitted students to start either In the summer or In the.
winter. Do you prefer to start in the winter? *
Yes, If possible, | would prefer to be admitted for
winter start (January/February)
No, If possible, 1 would prefer to be admitted for
summer start (August/Saptember)

Pre-approved admission:

If you were offered a standby piace in the last intake but
were not offered enrollment, you were granted
pre-approved admission for this year. If you have
pre-approved sdmission you must tick the box and upload
your letter of pre-approval which you received last year. *

Yes  No

Qualifying exam:

00 you hava an entry qualifying exam or do you expact to
pass one before July 5 this year? *
Yes  No

Mo
Access route: Other education
At least one education from the folowng kst

» Qualifying Examination for Technical Science (Other)
Mo specifc entry requrements
Local requirements

Passed and expected to pass courses in addition to the entry qualifications

Undar “Type’ ,for axample "single subject course”. *Studeproven”, *Engiish language test” or
e ke,
Remember you.

“Atiachmants”

You can 84 up to 20 dements to the st

Subfect tovel

Mark
ral

Month and year
(expected) passed

s

Work experlence, trainee service, military service and maternity/paternity leave may be mentioned

here.

you 1o refer to
i

You ©an 340 U to 20 eements to the lst

Type of work

15, 12 noon CET

Extra-curricular activities

¥ou 1o refer fo

“Atachments’

You can 346 up to 20 elements to the lst

15, 12 noon CET

Courses at folk high schools 5
2 spplcstion. Remerber 2 coteries  the
you
“Attachments”

15, 12 noon CET.

You Gan 306 p to 20 dlements o the st
At which schools? From To Wo. of
ot
78
Periods abroad (outside your country of residence) .
ber You 1o refer to.
15, 12 noon CET

You can 84 up to 20 dements to the st

What did you do In the
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step 3

step 4

Please note

Field of study
It is possible to choose a field of study for some of the education programmes.

Field of study: *

[Chouse... w

In this example, the field of study is as part of a professional bachelor program.

Field of study: *

[Choose. 3 E

Choose...

Character Animation 1

Computer Graphic Artist 5.

You will need to choose a field of study for any education programme that has dif-
ferent options for this. You will only be able to choose a field for the relevant pro-
gramme. Not all education programmes have different fields of study.

Standby
You will need to choose whether or not you wish to apply for standby.
You can see the explanation about standby in the fact box or by holding your mouse

over theo.

Standby:

When you apply for admission to a study place, you have
the option of applying for a standby place as well. State
below, if you wish to apply for a standby place or not. It is
very important that you are aware of the consequences of

choosing to apply for a standby place®

I wish to apply for a standby place *
©'Yes © No

Standby is a waiting list system. Applicants that fulfil the admission requirements,
but cannot be immediately offered a study place, can instead be offered a standby
place. If a place becomes vacant on the programme, the educational institution can
offer it to a standby student already the same year. If no places become vacant,
then the standby student will be offered a pre-approved place the following year.
If you want to accept your pre-approved place the following year, then you have to
fill out an application next year, where you upload documentation for your pre-
approved place sent from the educational institution.

Please note that there is a limited number of standby places and that not all appli-

cants who apply for at standby place, are granted a standby place. Some education
programmes do not have standby places.
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4.2 Adding choices of education programmes in Quota 2

You can apply for standby on each programme for which you apply. If you are of-
fered a standby place, then you will not also be offered a place on a lower priority.
You can only apply for standby at the same time as when you apply for admission.

That is to say, you cannot apply for a place a year in advance. Standby places are
only offered to students, who have chosen standby.

You can read more about standby in the explanation about standby at Uddannelses-
guiden (the page is in Danish).

step 5 Winter study start
If the programme has this icon ““in the overview, then you will need to consider if
you want to start during the winter.

Winter study start:

This programme has study start both in the summer and
in the winter. The educational institution allocates
admitted students to start either in the summer or in the
winter. Do you prefer to start in the winter? *
Yes, if possible, I would prefer to be admitted for
~ winter start (January/February)

No, if possible, I would prefer to be admitted for
- summer start (August/September)

You should answer yes in this text field, if you prefer to start during the winter ra-
ther than during the summer. You should say No, if you prefer to start in the sum-
mer. The educational institution can divide applicants according to their own sorting
criteria. Because of this, you cannot be certain that you will have your preferences
for study start should you be admitted to the programme.

step 6 Pre-approval
If you have pre-approval from the previous year, then you should note this here.

Pre-approved admission:

If you were offered a standby place in the last intake but

were not offered enrollment, you were granted

pre-approved admission for this year. If you have

pre-approved admission you must tick the box and upload

your letter of pre-approval which you received last year. *
JYes © No
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4 Choice of education programme

If you answer Yes, then you will need to upload documentation. The documentation
should be the pre-approval letter you received from the educational institution.
When you answer Yes, a button will appear which you can click on to upload docu-
mentation. Please see section 5 to see how to attach documentation.

Pre-approved admission:

If you were offered a standby place in the last intake but
were not offered enrollment, you were granted
pre-approved admission for this year. If you have
pre-approved admission you must tick the box and upload
your letter of pre-approval wp you received last year. *

@ Yes T No

Attach documentation

Please note  You should be aware that you will still need to fulfil the admission criteria for the
education programme, even if you have a pre-approval letter from the previous
year. Even if you have pre-approval for a particular programme, you can still apply
for admission to other education programmes as a higher priority. If you apply for
another programme as a higher priority, your pre-approval will only be activated if
you are not admitted to a higher priority than to one to which you have pre-
approval.

step 7 Entry qualifying exam
You should mention here, whether or not you expect to have an entry qualifying
exam before July 5.
If you are expecting an eux in the summer, you must tick the box Yes, even though
you will not receive your final diploma before July 5.

Qualifying exam:

Do you have an entry qualifying exam or do you expect to
pass one before July 5 this year? *

O Yes © No

If you answer No, you will need to state whether you are applying for a special per-
mission to apply for the programme, or whether you have previously been granted a
special permission to apply for this programme.

Qualifying exam:

Do you have an entry qualifying exam or do you expect to
pass one before July 5 this year? *

O Yes @ No

1 have not yet received a special permission to apply
© for admission, but I request with this application to
apply for admission with special permission.

_ I have previously received a special permission for this
- education programme
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4.2 Adding choices of education programmes in Quota 2

If you have previously been granted a special permission to apply, you will need to
give the reference number and the date. You can choose the date by clicking on the
icon. After this you can click on the date in the calendar, and it will be automatically
added to your application. If you do not have a journal number, you can give your
CPR number instead

Qualifying exam:

Do you have an entry qualifying exam or do you expect to
pass one before July 5 this year? *

2 Yes @ No

I have not yet received a special permission to apply
© for admission, but I request with this application to
apply for admission with special permission.

o I have previously received a special permission for this
~ education programme

Journal [
Number *

Date * || |l ®

-Jan - 2015 -

Ma Ti On To Fr Les Sg

wder "Type” you are tc assed, ft
= I ] ] T
:member to upload d¢ aname

ogramme the file is to 2 the appl

u can add up to 20 ele 29
iy e —

Please note  You should also answer Yes, if you have a qualifying exam even if you need addi-
. tional courses in order to fulfil the specific requirements for the programme, or if
you do not have an exam with high enough great point average compared to last
year’s entry requirements.

assed and expe tion tc

If you do not have an entry qualifying exam, you can apply for a special permission
to apply. You can read more about dispensation for higher education (the page is in
Danish).

step 8 General information about adding activities in the following text boxes.
The same sort of rules applies, when adding activities in the following text boxes.
You need to click on the pencil icon in order to be able write in the line about activi-
ties.

Type Subject Level Mark Mark Month and year
Oral Written (expected) passed

O,

When you have clicked on the pencil, you will be able to type in the text fields.

Type Subject Level Mark Mark Month and year
Oral Written (expected) passed
[ J [ JCJC JC - [ENRE

© National agency for It and Learning, January 30.01.2015 37


http://www.ug.dk/flereomraader/maalgrupper/videregaaende_uddannelse/dispensation_til_de_videregaaende_uddannelser.aspx

4 Choice of education programme

38

step 9

When you have finished, you need to tick the box.

LET Month and year

Written (expected) passed

[Single subject course ] [Mathematics ] [10 ] [10 ] ‘ April “J @

All your information has now been added. Should you wish to edit the information,
you should click on the pencil icon. Should you wish to delete the information, you
should click on the rubbish bin icon. Should you wish to add a new line, you should
click on the plus icon.

Subject Level Mark Mark Month and year

Oral Written (expected) passed
Single subject course Mathematics A 10 10 April 2015 @

If you click on the plus icon, a new line will appear in which you can type infor-
mation.

Type Subject Level Mark LET Month and year
Oral Written (expected) passed
Single subject course Mathematics A 10 10 April 2015 P
[ J Je . Jc ] Bl ) -

When you fill out more than one choice of education programme in the priority list,
all the information that you filled out in the text fields of the previous choice is cop-
ied into the new line of text fields. You can delete, edit or keep the information in
these text fields according to what is relevant for the new choice of programme in
your application. You can also add new lines.

Subject Mark Month and year
Written (expected) passed
Single subject course Mathematics A 10 10 April 2015 T
Single subject course Biology B 7 10 ) u

Remember to upload documentation for single subject courses you have passed.
You must tick the box next to each application to add the document.

You can add a maximum of 20 lines to each text box.

Passed courses and expected passed courses in addition to the entry qualifica-
tions.

You should type in any supplementary courses that you may need to fulfil the specif-
ic entry requirements for the relevant choice of programme in this text field.

The text field should also be used, if you have passed other relevant courses that
you wish to be enclosed in your Quota 2 application.

You read how to add extra lines in step 8. You can add a maximum of 20 lines.

Passed and expected to pass courses in addition to the entry qualifications
2

Under "Type" you are to indicate what kind of course you have passed, for example "single subject course”, "Studiepreven”, "English language test" or
the like.

Remember to upload documentation for the course. Give the file a name that is easy for you to refer to. You must choose later to which education
programme the file is to be attached to by ticking the box next to the application on the tab "Attachments" (a document just needs to be uploaded once)

You can add up to 20 elements to the list

Type Subject Level Mark Mark Month and year
Oral Written (expected) passed
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4.2 Adding choices of education programmes in Quota 2

You must remember to document your supplementary courses by uploading any
relevant attachments. If you are applying in Quota 2, you will need to check the rel-
evant place of study to see what the deadline is for uploading documentation.
Remember that all documentation must be enclosed as an attachment. Digital at-
tachments can be added at the tab Attachments. You must tick the box next to each
application to add the document. You can read more in section 5 about how to at-
tach documentation.

You can add a maximum of 20 lines to each text box including the pre-filled lines.

Please note  The following text fields will only show, once the choice has been signed. You must
. also fill in any information that you wish to be considered as part of your Quota 2
application in the text fields.
By clicking the link for Quota 2 criteria, you can see, which criteria are important for
the specific programme for which you wish to apply.

al Technology and

Anrhus N Aplicants who fulfill the admis.

Entry requirements

? ?
Admission area number Specific entry requirements
41175

Access routs: Upper Secondary Education

Language of education
Engelsi

at Danish C level

2 Access routs: Vocational Education and Training

faimsta
it Atloast one o

von from the following kst

nt erhvervsuddannelse

wvel and Mathematics at

Access route: Vocational Education and Training

Atloast

You must be able to document any information you give in the text fields by upload-
ing relevant documentation at the tab Attachments. You must tick the box next to
each application to add the document. You can see which activities the educational
institution consider important and demand documentation for, together with the
deadline for uploading attachments on the website for the respective educational

institution.
It is your responsibility to attach the relevant attachment to each application. See
section 5.

step 10 Work experience, trainee service, military service and maternity/paternity leave

may be entered here.

You should mention any work experience, military service, and maternity/paternity
leave here. You should mention any information you wish considered as part of your
Quota 2 application here. You can read more in step 8 about how to add extra lines.
You can add a maximum of 20 lines.
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step 11

step 12

‘Work experience, trainee service, military service and maternity/paternity leave may be mentioned
here.

Here you can mention any relevant information you wish to be included in a quota 2 application. Remember to check the quota 2 criterias at the
educational institution to make sure the information is relevant for this education programme

R to upload Give the file 2 name that is easy for you to refer to. You must choose later which education programme the file is to
be attached to by ticking the box next to the application on the tab "Attachments" (a document just needs to be uploaded once).

The information mentioned will only be included in applications signed before March 15, 12 noon CET.

You can add up to 20 elements to the list

working ~ months
hours

You should mention your former employer and what kind of job you had. You
should mention, when you started, when you finished as well as how many months
you had the job and how many weekly hours you worked in.

Remember to document everything by uploading attachments. Digital attachments
can be added at the tab Attachments. Please note, that you have to check, if your
documentation is attached to the right applications once you have approved your
applications. You must tick the box next to each application to add the document.
You can read more in section 5 about how to attach documentation.

Other activities after the age of 15 including extra-curricular activities

You can type in any other activities here. Such activities could be, if you have been a
scout leader, a football trainer, if you have worked in any volunteer leadership role,
or any other type of voluntary work. You should only give the information that you
wish to be enclosed to your quota 2 application. You can read more in step 8 on how
to add extra lines. You can add a maximum of 20 lines.

Extra-curricular activities
Here you can mention any relevant information you wish to be included in a quota 2 application. Remember to check the quota 2 criterias at the
educational institution to make sure the information is relevant for this education pregramme

Remember to upload documentation. Give the file a name that is easy for you to refer to. You must choose later which education programme the file is to
be attached to by ticking the box next to the application on the tab "Attachments” (a document just needs to be uploaded once).

The information mentioned will only be included in applications signed before March 15, 12 noon CET.

You can add up to 20 elements to the list

institution/organisation working '~ months
hours

You should mention for which organisation, union or club you have worked. You
should describe what you have done and a start and finish date, approximately how
many hours per week you worked and for how many months you worked.
Remember that you must be able to document everything through your attach-
ments. The attachments can be a statement from the scout or girl guide group lead-
er, the leader of the football club of the leader organizing the homework help. Digi-
tal attachments can be added at the tab Attachments. Please note, that you have to
check, if your documentation is attached to the right applications once you have
approved your applications. You must tick the box next to each application to add
the document. You can read more in section 5 about how to attach documentation

Courses at folk high schools

You can state, if you have been attending a course at a folk high school. You should
only give the information you wish to be enclosed to your Quota 2 application. You
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can read more in step 8 about how to add extra lines. You can add a maximum of 20
lines.

Courses at folk high schools
Here you can mention any relevant information you wish to be included in a quota 2 application. Remember to check the quota 2 criterias at the
educational institution to make sure the information is relevant for this education programme.

Remember to upload documentation. Give the file a name that is easy for you to refer to. You must choose later which education programme the file is to
be attached to by ticking the box next to the application on the tab "Attachments” (a document just needs to be uploaded once).

The information mentioned will only be included in applications signed before March 15, 12 noon CET.

You can add up to 20 elements to the list

;B

You should write the name of the school and the start and finish dates as well as the
number of months you attended.

Remember that you must document your residency. Digital attachments can be
added at the tab Attachments. Please note, that you have to check if your documen-
tation is attached to the right applications once you have approved your applica-
tions. You must tick the box next to each application to add the document. You can
read more in section 5 about how to attach documentation.

step 13 Stays abroad (outside your country of residence)
You should mention whether or not you have been abroad for a longer period of
time. This can be, as examples, at an orphanage in Guatemala, working in a hotel in
Switzerland, a study trip to England or similar. You should only give the information
you wish to be enclosed as part of your Quota 2 application. You can read more in
step 8 about how to add extra lines. You can add a maximum of 20 lines.

Periods abroad (outside your country of residence)
Here you can mention any relevant information you wish to be included in a quota 2 application. Remember to check the quota 2 criterias at the
educational institution to make sure the information is relevant for this education programme

Remember to upload documentation. Give the file a name that is easy for you to refer to. You must choose later which education programme the file is to
be attached to by ticking the box next to the application on the tab "Attachments” (a document just needs to be uploaded once).

The information mentioned will only be included in applications signed before March 15, 12 noon CET.

You can add up to 20 elements to the list

‘country? country? (Travel, work, months
study)

You will need to mention which country you visited and what you did there. You will
also need to state, when you were there and for how many months.

Remember that you must document any stays abroad. This could be a statement
from the leader of the orphanange, a statement from your boss, any diplomas or
similar. Digital attachments can be added at the tab Attachments. Please note, that
you have to check, if your documentation is attached to the right applications once
you have approved your applications. You must tick the box next to each application
to add the document. You can read more in section 5 about how to attach docu-
mentation.

step 14 You upload attachments at the bottom of the page. Digital attachments can also be
added at the tab Attachments. Please note, that you have to check, if your docu-
mentation is attached to the right applications once you have approved your appli-
cations. You must tick the box next to each application to add the document. You
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step 15

Please note

step 16

can read more in section 5 about how to attach documentation.

You can add up to 20 elements to the list

Which What did you do in the No. of
country? country? (Travel, work, months

Attachmeg
Add attachments

Finally, you will need to click Add at the bottom of the page. Your choice of pro-
gramme will not be added until you have clicked here.

study)

You can add up to 20 elements o the list

Which What did you do in the No. of
country? country? (Travel, work, months

study)

Attachment

Add attachments

Your choice of programme has now been added.

CPR: 010890MAA2 Name: Maria Andersen ?

X

Information about you

Your information in the tabs "Information about you™ and "Entry qualifications”, will only have to be mentioned once and the information will be shared by all
your applications. When you have approved your first application you will ne longer be able to change the information.

Approval and sending your signature page

You have to approve the applications individually. When you have approved an application, you must print a signature page. You must sign and send the
signature page to the educational institution to which you are applying. It is your responsibility to ensure that the signature page reaches the educational
institution before the application deadline.

*You must send a signature page for each application you have approved. Please note that you must not upload your signature page as an attachment to
your application. When the educational institution has received the signature page, they can downlead your application from Optagelse.dk. When you have
approved an application you will still be able to add new education programmes, change the order of priorities and cancel an application

Priority rank
You can apply for a maximum of 8 i but you can only be offered one siudy place. If you are offered a study place, your priority rank
will decide which study place you are offered. In that case you will be offered a place at your highest possible priority.

To apply for more than ene education programme, press the "Choose education programme” button. To change the order of priority click the arrows on the
left when you have added all education programmes. The order of priority will be saved automatically when you change the order.

Remember to approve, print, sign and send a signature page for each of the education programmes to which you are applying!

‘Chosen education programmes
1 of Archi al T y and Construction Management Approve and print @
i ruktgrudd I Hal dgade 2

Choose education programme

You can now add more choices of education (read more in section 4.1) or attest your
choices of application (read more in section 4.5).

If you click on Cancel in step 15 or go back to the list of priorities without having
clicked to add your chosen programme, then you will need to find the relevant pro-
gramme in the list once again.

You can edit any information given up, until you have signed your application. You

do this by clicking on the name of the programme. You will now be given the option
to edit the information. Remember to save any edited information.
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Chosen education programmes
1 of Archil al T y and Construction Management e @
Bygnir ruktar N 2 v 4

4.3 Adding choices of programs in Quota 1

Once you have found the programme, you are looking for, you will need to add it to your
choice of education programmes. Below you can see, what you need to consider as part
of a Quota 1 application. If you have a Danish upper secondary education, you can add
further choices to a Quota 1 application right up until 5™ July 12 noon. Otherwise the
application deadline is March 15.

step 1 You will first need to find the programme as described in section 4.1. Once you
have found the programme, you should click on the arrow.
Choose an education programme

Find an education programme and ensure you meet the entry requirements. Choose an education programme and complete the
application. Use the filters to limit your choices.

Choose an education programme

Region 1
M Englishjidl Show more options
s0 @ el -
Name of education programme Studystart Comment
[Crocse ]
[+ ] SIS eI () (LR Tz AT Risskov (o] Deadline for handing in docum...
e management
[ ] uate in Automation Engineering Aalborg SV o http://www.ucnorth.dk/Homey...
0  APNJaduate in Automotive Technology Viborg o
© AP Graduate in Automotive Technology Viby 1 o Deadline for handing in docum...
o AP Graduate in Chemical and Biotechnical Viby 3 o Deadline for handing in docum...
Sclence
0 AP Graduate in Commerce Management Neestved (& All documentation for your app...

You will now be able to see all the information about the programme. If this is the
programme for which you wish to apply, then you should click on Choose.
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o Bachelor of Architectural Technology and

e e —— Aarhus N S Applicants who fulfill the admis...
al informati — Entry requirement:
? 7
Admission area number ° Specific entry requirements

41175 Access route: Upper Secondary Education

Language of education Specific entry requirements:
Engelsk
. L ¢ Mathematics at Danish C level
Higher education institution:
Bygningskonstruktgruddannelsen, Halmstadgade 2 Access route: Vocational Education and Training
Halmstadgade 2

8200 Aarhus N At least one education from the following list:

www.viauc.dk * EN_Adgang via relevant erhvervsuddannelse
Read more about the education programme options on Specific entry requirements:

Uddannelsesguiden.
¢ English at Danish C level and Mathematics at
See quota 2 criteria for this higher education Danish C level

institution.
Access route: Vocational Education and Training
Education comment . )
Applicants who fulfill the admission requirements and At least one education from the following list:
who are not admitted to a higher priority are

e Bricklayer
guaranteed admission for this programme as long as Y

@ [TEME MR, e Civil construction worker
® Concreter
For more information on how to apply and deadlines, * EN_Bygningsautomatik
please read here: http://www.viauc.com/students ® EN_Snedker (med specialer)
/Pages/how-to-apply.aspx ® EN_Teknisk designer
s EN_Treefagenes byggeuddannelse
* Electrician
® Paver
® Plumber
.

Woodcutting machinist

No specific entry requirements

Access route: Other education

At least one education from the following list:

¢ Qualifying Examination for Technical Science

(Other)

step 2 You will now be able to see the programme with a series of text fields. Choices that
are marked with an asterisk (*) are things, which you must fill out. You can fill out
the rest, if it is relevant for your application.

No specific entry requirements

Local requirements
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step 3

Bachelor of Architectural Technology and Constru n Management - 2015

Admission area number
41120

Language of education
Engelsk

Higher education institution:
Erhvervsakademiet Lillebzelt, Munke Mose Allé 9
Munke Mose Alle 9

5000 Odense C

www.eal.dk

Read more about the education programme options on
Uddannelsesquiden.
See quota 2 criteria for this higher education institution.

Education comment
Deadline for handing in documentation: 5. July 2015 at
12:00 PM

Options

Standby:

When you apply for admission to a study place, you have
the option of applying for a standby place as well. State
below, if you wish to apply for a standby place or not. It is
very important that you are aware of the consequences of
choosing to apply for a standby place@®

1 wish to apply for a standby place *
©Yes ©No

Winter study start:

This programme has study start both in the summer and
in the winter. The educational institution allocates
admitted students to start either in the summer or in the
winter. Do you prefer to start in the winter? *
Yes, if possible, I would prefer to be admitted for
winter start (January/February)

No, if possible, 1 would prefer to be admitted for
summer start (August/September)

Pre-approved admission:

If you were offered a standby place in the last intake but

were not offered enrollment, you were granted

pre-approved admission for this year. If you have

pre-approved admission you must tick the box and upload

your letter of pre-appi which you it last year. *
Yes _ No

Qualifying exam:

Do you have an entry qualifying exam or do you expect to
pass one before July 5 this year? *
Yes . No

~ Entry req

Specific entry requirements
Access route: Upper Secondary Education
Specific entry requirements:
* Mathematics at Danish C level
Access route: Vocational Education and Training
At least one education from the following list:
* EN_Adgang via relevant erhvervsuddannelse
Specific entry requirements:

* English at Danish C level and Mathematics at Danish C
level

Access route: Vocational Education and Training
At least one education from the following list:

* Bricklayer

* Civil construction worker

* Concreter

* EN_Bygningsautomatik

* EN_Snedker (med specialer)
* EN_Teknisk designer

* EN_Traefagenes byggeuddannelse
* Electrician

® Paver

* Plumber

* Woodcutting machinist

No specific entry requirements
Access route: Other education
At least one education from the following list
* Qualifying Examination for Technical Science (Other)
No specific entry requirements

Local requirements
No local requirements

Passed and expected to pass courses in addition to the entry qualifications

Under "Type” you are to indicate what kind of course you have passed, for example "single subject course”, "Studiepreven”, "English language test" or

the like.

Remember to upload documentation for the course. Give the file a name that is easy for you to refer to. You must choose later to which education

programme the file is to be attached to by ticking the box next to the
You can add up to 20 elements to the list

Ty Subject Level

STX Prevebevis Dansk (04846) A

Attachment

d attachments

Field of study
It is possible to choose a field of study for some of the education programmes.

{Chuose e

Field of study: *

© National agency for It and Learning, January 30.01.2015

on the tab (a just needs to be uploaded once).
Mark LET Month and year
Oral Written (expected) passed
7 12 2008 *

In this example, the field of study is as part of a professional bachelor program.
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step 4

Please note

step 5

Field of study: *

[Choose v E

Choose...

Character Animation ;’
tz
Computer Graphic Artist 0

You will need to choose a field of study for any education programme that has dif-
ferent options for this. You will only be able to choose a field for the relevant pro-
gramme. Not all education programmes have different fields of study.

Standby
You will need to choose, whether or not you wish to apply for standby.
You can see the explanation about standby in the fact box or by holding your

mouse over the @,

Standby:

When you apply for admission to a study place, you have
the option of applying for a standby place as well. State
below, if you wish to apply for a standby place or not. It is
very important that you are aware of the consequences of
choosing to apply for a standby place@®

I wish to apply for a standby place *
JYes O No

Standby is a waiting list system. Applicants that fulfil the admission requirements,
but cannot be immediately offered a study place, can instead be offered a standby
place. If a place becomes vacant on the programme, the educational institution can
offer it to a standby student already the same year. If no places become vacant,
then the standby student will be offered a pre-approved place the following year.
If you want to accept your pre-approved place the following year, then you have to
fill out an application next year where you upload documentation for your pre-
approved place sent from the educational institution.

You can apply for standby on each programme for which you apply. If you are of-
fered a standby place, then you will not also be offered a place on a lower priority.
You can only apply for standby at the same time as when you apply for admission.
That is to say, you cannot apply for a place a year in advance. Standby places are
only offered to students who have chosen standby. You can read more about
standby in the explanation about standby at Uddannelsesguiden (the page isin
Danish).

Please note that there is a limited number of standby places and that not all appli-
cants who apply for a standby place are granted a standby place. Some education
programmes do not have standby places.

Winter study start

=
e

If the programme has this icon ““ inthe overview, then you will need to consider,
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4.3 Adding choices of programs in Quota 1

if you want to start during the winter.

Winter study start:

This programme has study start both in the summer and
in the winter. The educational institution allocates
admitted students to start either in the summer or in the
winter. Do you prefer to start in the winter? *

_ Yes, if possible, I would prefer to be admitted for

~ winter start (January/February)

_ No, if possible, T would prefer to be admitted for
- summer start (August/September)

You should answer yes in this text field, if you prefer to start during the winter ra-
ther than during the summer. You should choose No, if you prefer to start in the
summer. The place of education can divide applicants according to their own sort-
ing criteria. Because of this, you cannot be certain that you will have your prefer-
ences for study start should you be admitted to the programme.

step 6 Pre-approval
If you have pre-approval from the previous year, then you should note this here.

Pre-approved admission:

If you were offered a standby place in the last intake but
were not offered enrollment, you were granted
pre-approved admission for this year. If you have
pre-approved admission you must tick the box and upload
your letter of pre-approval which you received last year. *

O Yes © No

If you answer yes, then you will need to upload documentation. The documenta-
tion should be the pre-approval you received from the place of higher education.
When you answer Yes, a button will appear, which you can click on to upload doc-
umentation. Please see section 5 to see how to attach digital documentation.

Pre-approved admission:

If you were offered a standby place in the last intake but
were not offered enrollment, you were granted
pre-approved admission for this year. If you have
pre-approved admission you must tick the box and upload
your letter of pre-approval wp you received last year. *

Attach documentation

Please note You should be aware that you will still need to fulfil the admission criteria for the
. education programme, even if you have a pre-approval letter from the previous
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step 7

Please note

step 8

year. Even if you have pre-approval for a particular programme, you can still apply
for admission to other education programmes as a higher priority. If you apply for
another programme as a higher priority, your pre-approval will only be activated, if
you are not admitted to a higher priority than the programme to which you have
pre-approval.

Entry qualifying exam

You should mention here, whether or not you expect to have an entry qualifying
exam before 5th July.

If you are expecting to pass an eux-exam in the summer, you must tick the box Yes,
even though you will not receive your final diploma before July 5.

Qualifying exam:

Do you have an entry qualifying exam or do you expect to
pass one before July 5 this year? *

JYes © No

If you answer No, you cannot apply to Quota 1. See section 4.2 instead.

You should also answer Yes, if you have a qualifying exam even, if you need addi-
tional courses in order to fulfil the specific requirements for the programme, or if
you do not have an exam with high enough great point average compared to last
year’s entry requirements.

Passed courses or expected passed courses in addition to the entry qualifications.
You should type in any supplementary courses that you may need to fulfil the spe-
cific entry requirements for the relevant choice of programme in this text field.
The text field should also be used, if you have passed other relevant courses that
you wish to be enclosed in your Quota 1 application.

Passed and expected to pass courses in addition to the entry qualifications
?

Under "Type" you are to indicate what kind of course you have passed, for example "single subject course”, "Studiepreven”, "English language test" or
the like
Remember to upload documentation for the course. Give the file a name that is easy for you to refer to. You must choose later to which education

programme the file is to be attached to by ticking the box next to the application on the tab "Attachments” (a document just needs to be uploaded once).

You can add up to 20 elements to the list

Written (expected) passed

You need to click on the pencil icon in order to be able write in the line about activ-
ities.

Written (expected) passed

When you have clicked on the pencil, you will be able to type in the text fields.

Oral Written (expected) passed

) JO L JC ¢ Bl |-

When you have finished, you need to tick the box.
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Level Mark Mark Month and year

Oral Written (expected) passed

[Single subject course J [Mathematics J [10 J [10 J \ April "\ @

All your information has now been added. Should you wish to edit the information,
you should click on the pencil icon. Should you wish to delete the information, you
should click on the rubbish bin icon. Should you wish to add a new line, you should
click on the plus icon.

Type Subject Level Mark Mark Month and year
Oral Written (expected) passed
Single subject course Mathematics A 10 10 April 2015 @

If you click on the plus icon, a new line will appear in which you can type infor-
mation.

Type Subject Level = Mark Mark Month and year
oral Written (expected) passed

Single subject course Mathematics A 10 10 April 2015

[ J ) | G ) G | M) .

When you fill out more than one choice of education programme in the priority list,
all the information that you filled out in the text fields of the previous choice is
copied into the new line of text fields. You can delete, edit or keep the information
in these text fields according to what is relevant for the new choice of programme
in your application. You can also add new lines.

Subject Level Mark Mark Month and year

oral Written (expected) passed

Single subject course Mathematics A 10 10 April 2015 ik
Single subject course Biology B 7 10 s

You can add a maximum of 20 lines to each text box. Remember to upload docu-
mentation for passed courses. You must tick the box next to each application to
add the document to your application.

You must remember to document your supplementary courses. Digital attach-
ments can be added at the tab Attachments. Please note, that you have to check if
your documentation is attached to the right applications once you have approved
your applications. You can read more in section 5 about how to attach documenta-
tion.

step 9 You can upload attachments at the bottom of the page. Digital attachments can
also be added at the tab Attachments. Please note, that you have to check if your
documentation is attached to the right applications, once you have approved your
applications. You must tick the box next to each application to add the document
to your application. You can read more in section 5 about how to attach documen-
tation.

You can add up to 20 elements to the list

Which What did you do in the No. of
country? country? (Travel, work, months

Attachmes
Add attachments

study)

step 10 Finally, you will need to click Add at the bottom of the page. Your choice of pro-
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gramme will not be added, until you have clicked here.

You can add up to 20 elements o the list

‘Which What did you do in the No. of
country? country? (Travel, work, months

study)

Attachment

Add attachments

Your choice of programme has now been added.

Information about you

Your in the tabs about you" and “Entry qualifications”, will anly have to be mentioned once and the information will be shared by all
your applications. When you have signed your first application you will no longer be able to change the information.

Signature

“You have to approve and sign the applications individually. Once you have signed an l and the institution has. your
application from Optagelse dk you will be able to see that the application is received by the educational institution.

When you have signed the application, you will see an envelope next to your application. A closed envelope means that you have signed an application
and that the application is not yet opened by the educational institution. An open envelope means that the application has been received by the
educational institution.

Even though you have signed an application you will still be able to add new education programmes, change the order of priorities and cancel an
application.
Priority rank

“You can apply for a maximum of 8 education programmes, but you can only be offered one study place. If you are offered a study place, your priority rank
will decide which study place you are offered. In that case you will be offered a place at your highest possible priority.

To apply for more than one education programme, press the "Choose education programme” button. To change the order of priority click the arrows on the
left when you have added all education programmes. The order of priority will be saved automatically when you change the order.

to sign all your
Chosen education programmes
1 of Archil T and Construction Management Approve and sign 12;
Bygningskonstrukteruddannelsen, Halmstadgade 2 -

You can now add more choices of education (read more in section 4.1) or attest
your choices of application (read more in section 4.5).

Please note If you click on Cancel in step 15 or go back to the list of priorities without having
. clicked to add your chosen programme, then you will need to find the relevant
programme in the list once again.
step 11 You can edit any information until you have attested your application. You do this

by clicking on the name of the programme. You will now be given the option to edit
the information. Remember to save any edited information.

Chosen education programmes
1 helor of Archi al Technology and Construction Management Approve and sign Q
B i k rukterudd; I Halmstadgade 2

2 AP in C i Approve and sign g
Erhvervsakademi Aarhus, Sgnderhgj
3 AP d in Multimedia Design and C icati Approve and sign E]
(& vy e g
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4.4 Changing priorities

You can change the priority of your study programmes, and you can also cancel your
selections.

You can change the order and delete preferences up until 12 noon on the 5 of July. You
can also change the priority order or cancel education programmes you have already
signed, even if you have already signed them. Please note that for Quota 2 applications
only education programmes, which you have signed before 15t of March will be consid-
ered. If you cancel an approved education programme after 12 noon 15 March and then
add it again at a later time, it will no longer be assessed under Quota 2, even if you have
signed it before March 15 the first time. Some applicants must always sign their applica-
tions before March 15 12 noon, regardless which quota they want to be considered in.

If you need to correct an already signed application you will need to contact the educa-
tional institution instead of cancelling the application.

step 1 Click on the tab Choice of education programme, to see a list of your priorities.

2 Maria Andersen : Log out

T — ‘ T —— ‘ ‘Attachments

CPR:  010890MAA2 Name: Maria Andersen &

1

Information about you

Your information in the tabs "Information about you" and "Entry qualifications”, will only have to be mentioned once and the information will be shared by all
your applications. When you have approved your first application you will no longer be able to change the information.

Approval and sending your signature page

You have to approve the applications individually. When you have approved an application, you must print  signature page. You must sign and send the
signature page to the educational institution to which you are applying. It s your responsibility to ensure that the signature page reaches the educational
institution before the application deadiine.

You must send a signature page for each application you have approved. Please note that you must not upload your signature page as an attachment to
your application. When the educational institution has received the signature page. they can download your application from Optagelse.dk. When you have
approved an application you will still be able to add new education programmes, change the order of priorities and cancel an application

Priority rank

You can apply for a maximum of 8 education programmes, but you ean only be offered one study place. If you are offered a study place. your priority rank
will decide which study place you are offered. In that case you will be offered a placs at your highest possible priority.

To apply for more than one education programme, press the "Choose education programme” button. To change the order of priority dlick the arrows on the
Ieft when you have added all education programmes. The order of priority will be saved automatically when you change the order.

Remember to approve, print, sign and send a signature page for each of the education programmes to which you are applying!

Chosen education programmes
1 ) of Archil -al T y and Construction Management e T Q
y ruktor 2 21
2 | AP Graduate in Multimedia Design and Communication S g
Teknologi & Business, Sofiendalsvej )
of Archil al T y and Construction Management Q
3 Kobenhavns Erhvervsakademi, Byggeri/Produktion PProve and prin )

step 2 Changing the priority of education programmes.
Use the arrows on the left-hand side to change the priority of your study pro-
grammes.

aducation programmes

achelor of Architectural Technology and Co;structmn Management R — g;
ruktor

AR Graduate in d

Approve and print
nologi & Business, Sofiendalsvej PP P )
achelor of Architectural Technology and Construction Management T '§' r
lobenh Erhvervsakad Byggeri/Produk 4
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step 3

Please note

If you click on , you move the preference down on the list. If you click on
, you move the preference up.

Cancelling study programmes.
If you click on the waste bin to the right, you remove the preference from your list.

Chosen education programmes
1 helor of Archi al Technology and Construction Management Approve and print
By ruktoruddannelsen, Halmstad. 2
AP Graduate in imedia Design and C N
Approve and prit
‘ 2 Teknologi & Business, Sofiendalsvej st e
helor of Archi al Technology and Construction Management By o
‘ 3 Kpbenhavns Erhvervsakademi, Byggeri/Produktion st e

If you have cancelled a signed study programme, Cancelled applications will be
displayed as a link in the top right corner.

Apply for higher education 2 Test Env Dig Sig: Log out

Information about you | Entry qualifications Enclosures

‘ cer:  1911sofill Name: Mihouse Van Houten ancelled applications Q)‘ ‘

Click on the link to view a list of your cancelled applications.

_

KOT Name of education programme
number
- Bygr
Bachelor of Architectural Technology and
41175 : Halm
Construction Management 8200

< | m | »

If you change or delete an education programme, before you have signed any of
your education programmes, you will not be notified of the changes you have
made. If you delete an education programme, which you have already signed you
will be warned about this with the following message. If you press Ok the education
programme will be deleted. If you press Cancel the programme will not be deleted.

You are about to cancel an application, that you have already
signed. If you continue, your application will be deleted. Click ok, if
you wish to delete your application. Otherwise click cancel.

If you have approved one of your education programmes, you will be notified every
time you make a change, irrespective of whether you change the priority of cancel
a study programme and irrespective of, whether the approved education pro-
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gramme is impacted.

If you change the order of priority of your signed applications, you will also be
warned. If you choose Yes, the changed priorities will be made. If you do not
change the order of priority you must choose No.

The list of priorities will be changed when one or more education
programmes have been approved.
Do you want to continue the current changes in your list of

priorities?
[
e

Click Yes in order to verify your change. If you do not wish to make the change, you
should click No.

4.5 Approve education programme and the signature page

Once you have added your education programmes they must be approved, and the sig-
nature page must be sent to the educational institutions. Please note that you have to
approve each education programme. Only education programmes which have been
approved and for which the education institution has received the signature page before
the deadline will be considering when the application is processed. The signature page
must not be uploaded as a digital enclosure as these cannot be seen by the educational
institutions.

step 1 You can view your education programmes under the Choice of education pro-
gramme tab.
This is also where you approve your education programmes and print the signature
page which you must send to each of the educational institutions before they can
download your application at Optagelse.dk
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step 2

Apply for higher education 2 Maria Andersen : Log out

Information about you | Entry qualifications hoice of ed on programme | EGEE NS

s

| CPR:  010890MAA2 Name: Maria Andersen &

Information about you

Your information in the tabs "Information about you" and "Entry qualifications”, will only have fo be mentioned once and the information will be shared by all
your applications. When you have approved your first application you will no longer be able to change the information

Approval and sending your signature page

You have to approve the applications individually. When you have approved an application, you must print a signature page. You must sign and send the
signature page to the educational institution to which you are applying. It is your responsibility to ensure that the signature page reaches the educational
institution before the application deadiine

You must send a signature page for each application you have approved. Please note that you must not upload your signature page as an attachment to
your application. When the fonal institution ived the signature page, they can download your application from Optagelse.dk. When you have
approved an application you will sill be able to add new education programmes, change the order of priorities and cancel an application.

Priority rank
You can apply for a maximum of 8 education programmes, but you can only be offered one study place. If you are offered a study place, your priority rank
will decide which study place you are offered. In that case you will be offered a place at your highest possible priority.

To apply for more than one education programme, press the “Choose education programme” button. To change the order of priority click the arrows on the
Ieft when you have added all education programmes. Th order of priority will be saved automatically when you change the order.

Remember to approve, print, sign and send a signature page for each of the education programmes to which you are applying!

Chosen education programmes
‘ 1 of Archit al T T (TR [T T Q ‘
ygni r 2 L

2 AP Graduate in Multimedia Design and Communication Approve and print g
Teknologi & Business, Sofiendalsvej
3 of Archil al T gy and Construction Management T Q
Ki Erhver Byggeri/!
Choose education programme

Select the education programme you wish to approve and print the signature page
for.
Click on the Approve button to confirm your choice and generate the signature page

‘Chosen education programmes

1 Bachelor of Architectural Technology and Construction Management e @

Bygningskonstruktgruddannelsen, Halmstadgade 2
Y -

2 AP Graduate in Design and C: V e @
Teknologi & Business, Sofiendalsvej

7 Bachelor of Architectural Technology and Construction Management e @
Kobenhavns Erhvervsakademi, Byggeri/Produk

The application is not complete until the signature page is printed and sent to the
educational institution. The educational institution must receive the signature page
before the application deadline.

If you have not yet approved any education programmes, you will be warned that
you will no longer be able to edit personal information and previous qualifications
information once you have clicked Yes to confirm (approve) an education pro-
gramme

When you have signed your first application, you will no longer be
able to change information in the tabs "Information about you" and

"Entry qualifications”.

If you still need to add or edit your personal information or previous qualifications,
click No.

© National Agency for It and Learning, January 30, 2015



4.5 Approve education programme and the signature page

Please note  Please note that you must confirm and submit a signature page for all education
- programmes you wish to apply for. Your application for an education programme is
only received when the education institution has received the signature page. An
application has been submitted on time if the education institution has received the
signed signature page prior to the application deadline. The signature page must not
be uploaded as an enclosure as these cannot be seen by the educational institutions

step 3 Once you have clicked on the Approve button, a message will be displayed contain-
ing a link to the signature page (in the PDF file format).

Click on the link to generate the signature page

Important: The educational institution
cannot receive your application before it
has received this signed signature page.
Please print, sign and send this signature
page to the educational institution to
which you have applied.

Signature.pdf

]
F
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You must print the page, sign it, and send it to the address at the top of the page:

Signature page 2015

CFR member
| 0 DSQO—M}\."Q'
Applicant: Maria Andersen
Olof Palmes Alle 33
8230 Abyhe
Danmark
80376535 - kurt nikolsjsen/dani-c.dk

Educations] institution address: Professionshajskolen VIA University College
Skejbyvej 1
8240 Risskov

Educstion progranme: 1175
Bachelor of Architectural Technolagy and Consmacton Management
Bymingskonstuktoruddanmelsen. Halmstadgade 2

Application ID: 73884315

You must upload documentation bafors o - ine may differ from each
educational instittion. It is your responsibility to upleed decumentanon before the deadline. You will find the deadlines at the
websites of the educational institations.

You can add new education programmes at Optagelse dk. You can furthermore change the order of your prierities or cancel an
application until July 5 at 12 noon.

You have approved an spplication at Optagelse dk. You mmst sign and send this signamre page to the educational instdtusion
stated above. Even though you have approved an application at Optagelse dk, your application will not be considered as raceived
by the educational institation before they receive your signatare page. You have the responsibility to ensure that the signatre
page reaches the educational instimtion before te application deadline. When the eduncations] instiniion has received the
signanre page, they can download your application from Optagelse.dk.

You must print, sign and send a signamra page for each education programme approved. The Siznanme page MUST be printed,
signed and send. It may not be uploaded as an attachment on Optagelse dk

Attachments for the application:

* Foreign diploma

N\

Femember to make sure that you upload relevant documentation (pdf) regarding this application.

Signature

Tsereky declare all the isformation | kave given (o be uhfel md s /

Theymzrihiyes .

The documents you need to upload to Optagelse.dk will also be listed on the signa-
ture page, as marked by a red hand on the above screenshot. Remember to consult
the web-site of the educational institution regarding the deadline for receiving doc-
umentation. If you have not already uploaded the documentation, you must do so at
the tab Enclosures. You must also decide which documentation that should be at-
tached to the programmes. It is your responsibility to attach the relevant documen-
tation to the right programmes. It is also your responsibility to upload and attach the
documentation before the deadline given by the educational institution. Your doc-
umentation is attached if you have ticked the box next to each application. Read
more about digital enclosures at section 5.
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Please note  If needed, you can always regenerate the signature page by clicking on the printer

- icon.

Please note that if you delete an approved education programme, but regret and
add it again, you must send a new signature page to the education institution. Oth-
erwise they will not be able to see your new education programme because it has
got a new Application ID. You must send the new signature page before the applica-
tion deadline.

. il lhnmlmloadduqmenmmutemmedeadhm }ounﬂ]ﬁndthedeadlmesaldm
websites oflhe ectncmornx] inseitmons.

step 4 When an education programme has been approved, it will be marked with an enve-
lope icon indicating that you are ready to send the signature page to the receiving
institution.
Chosen education programmes
1« Cvmigkoncmitonsddanmcicen, wabamadgade s o @@
2 $ M ey o
B s E]

Once the educational institution has received your signature page and has down-
loaded your application from Optagelse.dk, the sealed envelope will change to an
open envelope with a green check mark:

Chosen education programmes
1 Bachelor of Architectural Technology and Construction Management - .
Bygningskonstruktoruddannelsen, Halmstadgade 2 ,_@ oA
Art and Technology =
2 Aalborg Universitet L Qg
3 Bachelor of Architectural Technology and Construction Management =
Kebenhavns Erhvervsakademi, Byggeri/Produktion PPT ?;

Please note  Note that you can still change your priorities even after you have approved an edu-
- cation programme. You can change the priority, add or cancel study programmes, or
add enclosures. All changes must be carried out before the deadlines. The signature
page must be send so it is received by the educational institution before the dead-
line. Documents must be uploaded at Optagelse.dk before the deadline. Your docu-
mentation is attached if you have ticked the box next to each application at the tab
Enclosures.
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4.6 Printing your application

If you wish to have a hard copy of your application, then you can print it. You do this by
clicking on the printer icon in the right-hand corner.

2 Maria Andersen : Log out

Information about you | Entry qualifications | Choice of education programme ‘ Attachments

CPR: 010890MAA2 Name: Maria Andersen ? \\,\‘

Depending upon which browser you are using, you will either be asked if you wish to
open the document, or download it. You can either print or save it as a PDF document.
The paper application is for personal use only and cannot be used to apply to the educa-
tional institutions.

© National Agency for It and Learning, January 30, 2015
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You can upload attachments and submit this to your application at several points in the
application process as well as in the tab called Attachments.

The procedure is the same regardless of where in the process you upload the attach-
ment. Either way you have to tick the box next to your application to add your attach-
ments.

You can find out below, how to upload attachments at the tab Attachments.

Remember that any attachments must be uploaded by the deadline given on the respec-
tive homepage of the educational institution.

step 1 Click on the tab Attachments.

Information about you Entry qualifications | Choice of education programme WL

step 2 You can click Add attachments here.

Information about you Entry qualifications Choice of education pregramme | Attachments

CPR:  010830MAA2 Name: Maria Andersen B

&

Attachments

You must upload attachments to your application (in PDF-format) here. When you have uploaded an attachment, you must attach
the attachment to one or more applications by ticking the box next to the application.

Important! If you do not tick the box, the educational institution will not receive the uploaded attachments.

Please note:
- It is your responsibility to upload and attach the relevant attachments by ticking the box next to the application.

- Check the website of each educational institution regarding the required documentation (e.g. materials for any tests, motivational
essay, documentation for relevant working experiences or other activities).

- Check the website of each educational institution regarding the closing deadline for recieving the required attachments.

- Some attachments may only be relevant for one particular programme. In that case only tick the box next to the pregramme in
question.

Attachments broken down on education programmes
Attachments / Priority 1z 3 # | Choice of education programme

Nothing attached Bachelor of Architectural =

1. | Technology and Censtruction =
(Add sttachments™) emen

AP Graduate in Multimedia
Design and Communication

Approve
and print

BachelOror= —
A
3. | Technology and Construction 'me‘.’et
Management and prim

Note that you can see your choices of programmes and their priority numbers ac-
cording to your choice of priorities in your application on the right-hand side.
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Please note

step 3

step 4
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You can also see the status of your application here, as well as approve and sign the
programmes that have not yet been approved and signed.

‘ Information about you | Entry qualifications | Choice of education programme

‘ CPR:  010890MAA2 Name: Maria Andersen H

n
=
Attachments
You must upload hments to your application (in PDF-f ) here. When you have uploaded an attachment, you must attach

the attachment to one or more applications by ticking the box next to the application.

Important! If you do not tick the box, the educational institution will not receive the uploaded attachments.

Please note:
- It is your responsibility to upload and attach the relevant attachments by ticking the box next to the application.

- Check the website of each educational institution regarding the required documentation (e.g. materials for any tests, motivational
essay, documentation for relevant working experiences or other activities).

- Check the website of each educational institution regarding the closing deadline for recieving the required attachments.

- Some attachments may only be relevant for one particular programme. In that case only tick the box next to the programme in
question.

Attachments broken down on education programmes

Attachments / Priority 12 '3

Choice of education programme

Nothing attached Bachelor of Architectural

1. | Technology and Construction

Add atrachments ™), Manage ———
‘- —

lnd

AP Graduate in Multimedia Approve
2. N PR .
Design and Communication and print
Bachel
3. | Technology and Construction Apd"m'_'e‘
Management LU

When you click on Add attachments a pop-up box will appear. Click on Browse.

This is where you can add your attachments. The attachments must be in PDF
format.

'Browse'

Describe the doc t you wish to upload in one relevant word (e.g Englishtest)
and press the "OK™utton.

Once uploaded, the file will be visible on the Attachments tab.

[ | o« |

Press the 'Close' button if you do not want to add any attachments.

Close

If you do not wish to upload documentation at this point, click on Close.

You should now be able to find the document on your computer.
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This is where you can add your attachments. The attachments must be in PDF
format.

| Browse’ priiel
%w‘ 1. » Computer » uls (\lgbfilunicloca\UNI-C) (H) » Bilag - |43 | segiBitag P
Describe the document you wisH| organiser + Ny mappe =y O @
and press the "OK b_Utm’_‘- B Skiivebord A Nan : fndringsdato Type Storrelse
Once uploaded, the file will be || OptagelseDK Feel
| Bilag til ansegning.pof 25-09-201409:03  Adobe Acrobat D... 82KB|
:] . T Bileg2.pdf 05-12-201403:48  Adobe Acrobat D... 80 KB
— ‘B;‘“: < T Bilag3.pdf 111220141442 Adobe Acrobat D... 93KB
Press the 'Close' button if you dd % D‘o:urer:enler E Bilagd.pdf 11-12-2014 14:43 Adobe Acrobat D... 80 KB
& Musik
Close B videoer
1% Computer
&osc
‘ DO
3 uls (Wgbfilunic.
G data (Wgbfilunic _
Filnavni  Bilag til ansagning.pdf - [Alediler ) -
B

Double-click on the file which needs to be uploaded.
step 5 Give the attachment a recognizable name. This could, for example, be ’'IB-diploma’.
You can see the name of the file at the top of the window.

This is where you can add your attachments. The attachments must be in PDF
format.

T

Describe the document you wish to upload in one relevant word (e.g Englishtest)
and press the "OK" button.
Once uploaded, the file will be visible on the Attachments tab.

‘OpininnOfEmpInyer{ ‘

Press the 'Close' button if you do t to add any attachments.

Close

Click on Ok.

step 6 A message will now appear telling you when the document has been successfully
uploaded.

The file has now been uploaded and is found in the section
Attachments. Please remember, that you must decide to which
programmes your file should be attached. You must do that by

ticking the relevant boxes next to the programmes.

If you upload attachments from the tab Information about you, you will need to save
any changes before the attachments are uploaded.
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Please note

step 7

The file has now been uploaded and is found under the
Attachments section in your application after you have saved your
personal data under the section "Information about you". Please
remember, that you must decide for which programmes your file
should be attached. You must do that by ticking the relevant boxes

next to the education programmes.

If you upload attachments from the tab Choice of education programme, you will
need to add the choice of programme before the attachment is uploaded. (Or save if
you have edited a choice that has already been added).

The file has now been uploaded and is found under the
Attachments section in your application after you have added your
education. Please remember, that you must decide for which

programmes your file should be attached. You must do that by
ticking the relevant boxes next to the education programmes.

You can only attach documents in PDF format. You can save files in PDF format in
Word, or you can use a PDF printer, that prints a document as a PDF file. You can
download a free PDF printer here.

The attachment is now uploaded to Optagelse.dk, but has not yet been added to a
specific choice of education programme, if you have attached it under the tab At-

tachment. Attach the attachment by ticking the box next to your specific choice of
education programme.

You will now need to state for which choices of programme your attachment is rele-
vant. You should tick the box next to the relevant programme for the attachment.
You can see the priority number of the individual choices of programme on the
right-hand side. In this example, the attachment IB-diploma’ has been attached to
priority number 3, ‘Bachelor of Architectural Technology and Construction Man-
agement’.

Attachments broken down on education programmes

Attachments / Priority 1 2 3 ¥ Choice of education programme
OpinionOfEmployer J vl O Bachelor of Architectural -
1. | Technology and Construction =
Add attachments Management
2 AP Graduate in Computer Approve
° | Sclence and sign
AP Graduate in Multimedia Approve

Design and Communication and sign

If you have added attachments to the tab Information about you, it will be automat-
ically attached to all your programme choices. You can untick the box if the attach-
ment should not be attached to a specific programme choice.
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4.6 Printing your application

Attachments broken down on education programmes
Attachments / Priority # Choice of education programme

Bachelor of Architectural
Technology and Construction _::]
Management

Add attachments P AP Graduate in Computer Approve
* | Science and sign

AP Graduate in Multimedia Approve

Design and Communication and sign

If you add the attachment directly to a programme, the document will automatically
be attached to that choice only. You can add further choices, if it is relevant.

Attachments broken down on education programmes
Attachments / Priority 1 2 3 # Choice of education programme

OpinionOfEmployer Bachelor of Architectural
echnology and Construction
Management

Add attachments AP Graduate in Computer Approve

Science and sign

AP Graduate in Multimedia Approve
Design and Communication and sign

I

step 8 You can add all the attachments you wish and you can add different documents to
different programmes.

Attachments broken down on education programmes

Attachments / Priority Choice of education programme

Bachelor of Architectural
Technology and Construction
Management

‘Add attachments 5 AP Graduate in Computer Approve
E and sign

OpinionOfEmployer

)

Pre

Science

AP Graduate in Multimedia Approve
3- A o g 0

Design and Communication and sign

You can also delete the attachment from the overview, if you click on the red cross.
You can delete documents from individual choices of programme by unticking the
relevant box for that choice. The attachment can however still be downloaded by
the educational institution, so if you upload a document that you do not wish to be
considered as part of your application, you will need to contact the relevant educa-
tional institution to tell them that you have inadvertently uploaded an incorrect
document.

Please note  The attachments are only sent to the programmes that are marked (ticked). That is
. to say those attachments that have not been marked (ticked) for a specific choice of
programme will not be received by the respective educational institution.

Attachments are part of a choice of programme and if you edit that choice in the
priority list, the attachments will also be moved along with the programme choice.

You should also note that when you add an attachment, the status changes from an
open to a closed envelope. This shows that the new information has not yet been
downloaded by the relevant educational institution. Once the educational institu-
tion has downloaded the document, the envelope will show as open again.
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