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Sign-in and navigation 

1. This is the link to Nürtingen-Geislingen University’s online student portal: 

selma.hfwu.de  

2. Register (login name and password of your university account) 

 

 

 

 

 

 

 

3. When you register first, you will be asked some questions about the data that will 

be transmitted. Tick one of the options and “accept”. 
 

 

⬇ 

 

 
 

https://selma.hfwu.de/
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You can choose from the following options: 

 Submit applications online (e.g. a request for academic leave of absence, a request to re-

register, etc.) 

 Download and print certificates (e.g. enrolment certificate, a record of courses taken, etc.) 

 Edit your personal data (e.g. your address) 

You can navigate to any of these three functions by 

clicking on the tiles. Alternatively, you can use the drop-

down menu under “Home”. 
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Edit your telephone number 
 

1. Select the “personal data” tile. 

 

 

2. “Edit header” 
 

 
 

3. Enter your data as required. 

 
 

Please note that the Facebook and Twitter-ID data fields are not required. 
 

4. Press “save” to confirm. 
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Edit your address 
 

1. Select the “personal data” tile. 

 
 

 

2. “Edit” 

 

 
 

3. Click on the address you want to change. 
 

 

 
 

4. Change the data as required. 
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5. Press “save” to confirm. 

 

 

Please note that the standard address will be used on all documents and as a mailing 

address.  

 

Enter new address 
 

1. Select the “ personal data” tile. 

 
 

 

2. “new” 
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3. Enter new address 

 

 

4. Press “save” to confirm. 
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Please note that you can add a validity date for an address. You can use this if, for 

example, you are going to move and the old address will no longer be valid. If you do 

not enter anything under “valid from” and “valid to”, the fields are automatically filled in 

and the address is considered permanently valid.  

 

Submit a request 
 

1. Click on the relevant tile. 

 

 

 

2. Online applications overview: 

a) If you have not submitted any requests yet, you will see a blank page and a 

“create request” symbol will appear in the bottom left-hand corner.  

  



User manual SELMA - Nürtingen-Geislingen University’s online student portal 

10 

 

 

b) If you have already submitted requests, you will see them here. 

 
 

 Column on the left: Overview of all the requests you have submitted so far. 

 Main screen: Here you will see the details of any requests you have selected on the 

left. 

 „Withdraw“: You can withdraw a request you have selected; if it has already been 

granted, this option is not available. 

 “Create a request“: Create a new request. 

 

 

3. Create an online request 

Select “create request“ in the bottom left-hand corner: 

If you are kept waiting any length of time or if the updating icon with the 

three dots appears, please press F5 or refresh your browser. (This can happen, 

for example, when you fill in a request and then stop and navigate back to the 

starting page). 

 

If you want to stop your application and re-start the request later, please click on 

“cancel” and then again on “create request” in the bottom left-hand corner. 
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4. Choose type of request 

 
 

You can submit the following requests: 

- Request for academic leave of absence  

- Request for de-registration (“Exmatrikulation”) (a discharge note from the library 

(“Entlastungsvermerk der Bibliothek”) must be uploaded) 
 

5. Fill in all the fields and, if required, upload the documents under the 

“attachments” tab. 

 
 

 

Please note that you will find information on the required attachments in the 

online application, e.g. in the application for leave of absence. 

 

Please upload the required document under the “attachments” tab.  

e.g.: 

 

 
 

The following file formats are permissible:  .pdf, .jpeg, .jpg; maximum 1 

document (which can consist of several pages)  
 

 

6. Submit (bottom right-hand corner) 

 
 

7. Confirm by clicking “yes”.

http://www.hfwu.de/studierendensekretariat
http://www.hfwu.de/studierendensekretariat
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If the status of your application changes or if you are required to upload another 

document, you will receive an email notification to your student email address 

where you will be asked to access the online student portal. If you need to substitute 

the document you have uploaded for a different one, this will be marked in your 

request as follows: 
 

 
 

It is not necessary to submit a new request. Please upload the  

required document in your existing application by substituting the old document with 

the new one and then click on “re-submit”. 
 

Your request will then re-enter the processing queue. 
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Access online notifications  
 

1. Open the “online applications” tile. 

 

2. Open the desired application and click on the “documents” tab. 
 

 
 

 Under “my documents” you can open the relevant official notification. 

 

 

You can download the following official notifications (provided you have submitted a 

request and it has been granted or denied): 

- Certificate of leave of absence  

- De-registration certificate
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Submit online application for re-registration 

 

1. Open  the "online applications” titel 

 

 

 

 

 

 

2. select "Submit request" at the bottom left 

 

 

 

 

 

 

 

 

 

 



User manual SELMA - Nürtingen-Geislingen University’s online student portal 

15 

 

 

 

3. choose type of application 

 

 

 

 

 

4.fill in the application and send it at the bottom right corner 
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Access online certificates 
 

1. Open the “certificates” tile. 

 

 
 

2. Choose desired certificate. 

 

 “by semester” will show you all the certificates available grouped by semesters 

 Here you can download your “certificate of enrolment” or your “certificate of leave of 

absence”. 

 
 

 

 The “record of courses taken” will give an overview of all the courses taken during your 

program so far. 
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3. Open the desired certificate by clicking on it and then save or print it. 

 

 
Please note: On the “certificate of enrolment” an URL (_______) and a verification key are 

added in the footnote. Once you have opened the URL and entered the verification key, 

the document can be verified. 

 

Sign out 
 

1. Select your profile by clicking on the round blue button with your initials at the 

top right-hand corner of the portal. 
 

2. “Sign out” 

 

 

 

 

 

 

 

 

3.  

 

 
Contact us 

 

If you have any questions or comments, please contact the Student Administration 

Office. 

 

Nürtingen: studierendensekretariat-nt@hfwu.de 

  07022 201347 

  

Geislingen: studierendensekretariat-gs@hfwu.de  

  07331 22530  

 

Telephone contact hours 

Please have your student ID number ready in case it is needed! 

Monday to Friday: 

09:00 - 11:00 hrs 

Monday to Thursday 

13:00 - 15:00 hrs 

mailto:studierendensekretariat-nt@hfwu.de
mailto:studierendensekretariat-gs@hfwu.de

