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Nomination Manual: Mobility-Online 

 
Dear partner, 
 
This step-by-step guide will show you how to nominate your students for the Global Exchange Program at 
the University of Bonn with our online system, Mobility-Online. 
 
Overview 
 
1. One-time Registration 
2. Logging in after registration 
3. How to nominate 
4. Administer nominations 
5. Address 

 

Step 1: One-time Registration 

✓ You received the activation link for your Mobility-Online account via email. This link will enable you to 
register as a user for Mobility-Online. The link will lead you to the following page:  
 

 

 
✓ No registration link? Please send an email requesting your registration details to globalexchange-

incoming@uni-bonn.de 
 

✓ Please choose your username and password. You will need both to log into your personal Mobility-Online 
account. Please keep your username and password safe for future access! 

✓ A red error notice will be displayed at the top of the form indicating if you missed or incorrectly filled out 
anything. 

✓ After sending your registration, you will be able to log on to your Mobility-Online account with your 
username and password at https://mobility-international.uni-bonn.de/mobility/ 
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Step 2: Logging in after registration 

✓ After the one-time registration, you do not need to register again. Instead, you can use your username 
and password to log in at: https://mobility-international.uni-bonn.de/mobility/ 

The link will lead you to the following login page: 

 

 

✓ Select “English” as the language before logging in. After logging in, you can nominate students for the 
Global Exchange Program. 

 

 

 

 

 

 
 

https://mobility-international.uni-bonn.de/mobility/
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Step 3: Forgot your password? 

✓ In case you have forgotten your password, you can easily request a new one. Please follow this link. 

✓ Please choose the option “Forgot your password?” 

 
✓ Now you can enter your username or e-mail address in order to request a new password: 

 

✓ With your old username and new password you can now log in to your account and start nominating your 

students. 

 

 

 

  

 

https://mobility-international.uni-bonn.de/mobility/LoginServlet
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Step 4:  How to nominate   

✓ After your login, you will see this start page: 

 

✓ Please click on the left-hand sidebar to open the drop-down menu and choose which action you would 
like to perform. In the next steps we will show you how to create a new nomination: 

 

 

 

 

✓ You can now fill in the nomination form. Please make sure that the personal information of your 
student(s) is correct since they will be used to contact students during their application process. 
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✓ For further assistance, please pay attention to the help bubbles included throughout the nomination 
process. 

 

 

✓ Please be aware of some important details of the form: 

1. Program: “Global Exchange Program” should automatically appear on your form. 

 

 

2. Duration of stay: Please click on the following drop-down menu in order to select the appropriate 

duration: 

a) If your student(s) is /are staying for 1 semester select either Winter Term or Summer Term 
b) If your student(s) is /are staying for 2 semesters choose the appropriate beginning of your student’s 

stay in the drop-down menu: either Winter Term (WS) or Summer Term (SoSe) 

 

 

✓ Example of a filled in form: 
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✓ After you have finished filling out the nomination click on   .  

 

Step 5:  Administer nominations  

✓ After you created a nomination you can check and administer the student’s data. You will be able to 
change and add data: 

✓ Go to “Show my nominations” on the left side 

 

Select the nomination you would like to review or change by clicking on the underlined name: 
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✓ You are now in the student’s nomination and can change the student’s data by clicking on             .  

Now you can edit the form.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

✓ To save your changes click on   . 
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✓ By clicking on  you will return to the overview menu where you will see the list of students 

you already nominated. Changes will not be saved.  

 

 

 

Step 6: Address 

 

✓ Under this menu item your university’s address and contact information is recorded. 
 

 

 

 

 

 

 

 

 

 

 

 

✓ In order to view the full address and contact information please click on the underlined country name.  
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✓ If the data is incorrect, please let us know. We will update the information. We appreciate your help! 
 
!!Attention!! 

✓ For future use: we are planning on expanding this feature and you will then be able to edit your contact 
information. 


