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e-Portal – Message
Example of an email sent to visiting lecturer‘s
external email address to inform that a 
lectureship at Wuppertal university is awaiting
their confirmation (including link to the e-Portal).



e-Portal – Registration
A one-time registration with
your external e-mail address
to which the notification was 
sent is required. 
Registration with a possibly
existing “@uni-wuppertal.de” 
email address is not possible.



e-Portal – Log-in
The access data you have
chosen during registration
also apply to all future
lectureships.



e-Portal – My target

Antrag stellen

Please select „Mein Ziel: 
Lehrbeauftragte*r“ („My target: visiting
lecturer“)
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e-Portal - Homepage

Antrag stellen

Process

One-time entry of personal information.
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Your user profile



e-Portal – Form „Personal information“
Two tabs: 
Personal information and
qualification need to be filled once
when you register for the e-Portal 
the first time. 

Pressing „Daten prüfen“ 
(=“Check data“) indicates
any missing entries.

If available, please enter the
name of your main occupation
and the place of employment of
this activity.
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Please be sure to enter your private address.
Please be sure to enter your private address.

Please be sure to enter your
home address.



e-Portal – Form „Personal information“

If your responsible tax
office is not listed, please
select „Anderes, und 
zwar:“ (=“Other, namely:“) 
and add the necessary
information.



e-Portal – Form „Qualification“
If your university is not listed, 
please select „sonst. deutsche 
Hochschule“ (=“other german
university“)

If your course of study is not 
listed, please select the course
with the most similar content.

If your university is abroad, please
select „HS im Ausland“ 
(=“university abroad“)



e-Portal – file application
After you have successfully entered
your personal data, you can submit the
"Application for a teaching
assignment". (=„Antrag stellen“)
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e-Portal – Antragstyp auswählen
Please select the appropriate application type:
 Aufstockung/ zusätzlicher LA = For each further lectureship in a semester
 Neu = First lectureship at BUW
 Wiederholungsantrag = Follow-up application for persons who have already been commissioned once before



e-Portal – View: Application Data „Master Data“
All input masks are automatically pre-filled.



e-Portal – View: Application Data „Person“

Changes are possible if
necessary.



e-Portal – View Attachments

It is only necessary to upload
proof of identity for an initial 
application.



e-Portal – Submit application
Please check all details of the application
carefully! By pressing „Prüfen/Antrag 
einreichen“ (=“Check / Submit application“), 
the application for your lectureship is checked
for completeness and sent to the HR 
department (4.1.2) for further processing.



e-Portal – Submit application 2

After confirming all 
fields, the application
can be submitted.

The application is complete and can be
submitted on time.
Please confirm the following information before submitting the application.

I guarantee the correctness of the information I have provided, in particular with regard to
nationality. 

I undertake to notify Department 4.3.4 of any changes in bank details or address without
being asked.

I was informed that I can only start work after I have received the signed assignment from
the HR department (Department 4.3.4). 

Before I start teaching I will sign the declaration of commitment to comply with the data
protection requirements, which I will receive together with the assignment, and send it to
Department 4.3.4.



e-Portal – Confirmation
You will receive confirmation that the
application is now being processed by HR. 
You will usually receive the written
assignment from the related Faculty / 
Service Institution.



e-Portal – Attachements

As soon as you have submitted your application, you
will have access to different forms via „Meine 
Anträge“ (“My applications„), tab „Anlagen“ 
(“Attachments„): 
• Billing form 
• Leaflet lectureship
• Commitment to data protection



If you have any questions about the
lectureship, please get in touch with
your contact person in the faculty or

Service Institution.

For general questions about the e-
Portal, support is available at 

eportal@uni-wuppertal.de

mailto:eportal@uni-wuppertal.de
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