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To do’s after your arrival: 

How do I enrol at the KUG?

The enrolment period is between September 5th and October 3rd for the winter semester and between February 6th and March 2nd  for the summer semester.

Exchange Students: First you should please contact the Department of International Relations and make an appointment with Michaela Ritter, Palais Meran, Leonhardstrasse 15, 2nd floor, room 207.

Before you can enrol you have to go to the Austrian National Union of Students of the KUG (ÖH), ask there for the “Green folder” and do the pre-enrolment. You will find the ÖH at the Brandhofgasse 21, ground floor, room E 10,  on Monday- Thursday from 9 -12 a.m and on Thursday afternoon from 2:00-3:30 p.m.
After the pre-enrolment you take your “Green folder” to the Registrar's office. It is open from Monday-Thursday from 9:00-12:00 a.m. and on Thursday afternoon from 2:00-3:30 p.m., Palais Meran, Leonhardstraße 15, ground floor, room 16. Please come ahead of time, at least 1-2 hours before the office will close. 

After the enrolment you will receive your KUG student card in the lobby of the Palais Meran.

If you are an Erasmus/Exchange or Placement student:

Ms. Dilara Topcuoglu is our buddy for Incoming Erasmus/Exchange students. You will meet her at the ÖH.
If you haven’t done so before, please, contact our office immediately after your enrolment, Palais Meran, room 207. 
You should also contact the office of the respective secretary of the Institute where you will study your main subject/instrument. There you will receive more information regarding the courses you selected.
How do I co-register at another university (KFUG/ TUG) so that I can enrol in its courses and take exams for credit?


If KUG students wish to take courses at other universities to supplement their field of study at the KUG (for example, free electives at the Karl-Franzens-University Graz (KFUG) or the Graz University of Technology (TUG), they must also enrol as students at this secondary university. For Styrian universities, you must go to the particular university's website and complete the Student Pre-Registration ("Studierendenvoranmeldung"). Please note: your KUG matriculation number remains the same! In the space for field of study ("Studium") you will not be able to type in a response since you are co-registering with your KUG field of study - simply leave this space blank. At the Karl-Franzens-University, students receive scheduled appointments during which they can submit the appropriate documents (the so-called "Grüne Mappe" (Green Folder) from the respective university (KFUG or TUG), plus a current transcript, the so-called "Studienblatt" from the KUG).

The process of co-registration at the KFUG is as follows:

1.  First, register as a KUG student and enrol at the KUG's Registrar's Office       
(Studien- und Prüfungsabteilung)

2. Pre-register on KFUG online:  

  https://online.uni-graz.at/kfu_online/studentenvoranmeldung.startseite 
3. Print out your current transcript (“Studienblatt”) and proof of enrolment 
(“Studienbestätigung”) from the KUG online System,

4. and bring these two documents with you to the KFUG's Registrar's Office

 (Studien- und Prüfungsabteilung) located at Universitätsplatz 3, 1st floor.

September 2011









[image: image1.png]ZENTRALE VERWALTUNG – ABTEILUNG FÜR INTERNATIONALE BEZIEHUNGEN

