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• Your Personal Timetable

• Checking for Overlaps

• Changing Courses

• Blackboard

• Checklist before starting Classes 

• Attending classes

• Study Portals, AU Self Service, Other IT Services

• Exams & Re-Exams

• Grading Scale

• Documents to be Signed

• Your Responsibilities

• Contacts 
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COURSE REGISTRATION AND TIMETABLE
• You ha ve  be e n a dmitte d  to course s – che ck tha t a ll of your course s a ppe a r in you 

pe rsona l time ta ble :
• https:/ / a utumnsche dule .a u.dk/ e n/ de fa ult.a spx

- Choose  “Stude nts”
- Type  in your Stude nt Ca rd numbe r. 
This is your study numbe r, which 
you re ce ive d via  e ma il.
- Click on “Vie w Time ta ble ”.

https://autumnschedule.au.dk/en/default.aspx
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CHECKING FOR OVERLAPS
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• Che ck e a ch we e kda y individua lly for ove rla ps

• If ove rla p in time , the n che ck for ove rla ps in we e ks

• If ove rla p in both time  a nd we e k, count how ma ny

• If more  tha n 4 ove rla ps pe r course , che ck if the  course s 

a re  le cture s or tutoria ls: 

• If le cture , you must cha nge  course s 

• If tutoria l, you ma y re que st to switch tutoria l (if 

possible ) -> che ck tutoria l sche dule  for the  

individua l course :

- Choose  “Course s” a nd type  in the  course  

numbe r in the  se a rch fie ld . 

- Choose  “Holdunde rvisning”

/

http://studerende.au.dk/en/studies/subject-portals/business-administration/teaching-and-examination/exams/exam-schedules/masterbusinessadministration/
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CHECKING FOR OVERLAPS

• Advanced Industrial Economics and Emerging markets = 1 overlap (week 36) –OK

• Emerging Marketsand Aspects of Denmark = 10 overlaps (week 37-41 and 44-48) –NOT OK
• Check tutorial schedule for the individual course 
• Request change of tutorials (if possible). If not possible, change course.

• If you change course it may take up to one week before the changes appear –you should still 
attend classes in this period
See also Exchange Student Handbook
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CHANGING COURSES (DROP OR ADD)
WHY?

• If you ha ve  more  tha n 4 ove rla ps pe r course  during the  se me ste r or
• If your chosen courses are not approved by your home university

HOW?
• Send an email to Nanna Gaarde Jensen (ngj@au.dk) 

• List the course title and course number you wish to drop/add
• Switch tutorials, indicate which tutorial you wish to switch from (e.g. H01) and to (e.g. H03). You cannot 

change lectures (indicated F in your timetable).  
WHEN? 

• As soon as possible and no later than September 13, 2019

And remember: It is your responsibility to make sure that you are admitted to the right courses and that you do not 
have too many overlaps
See also Exchange Student Handbook
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INTRANET: BLACKBOARD
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• E-le a rning pla tform

• Course  ma te ria l, Sylla bus, me ssa ge s from 

profe ssors, ca nce lla tions a nd more ....

• Obta in a cce ss be fore  course s be gin 

• Go to http:/ / bla ckboa rd.a u.dk

• Re a d Bla ckboa rd guide  

http:/ / stude re nde .a u.dk/ file a dmin/ stude re nde .a u.dk/ BSS/ Bla ckboa rd/ BB_Stude re nde __UK_.pdf

• Pa ssword a nd use r na me : Sa me  a s Se lf Se rvice  

http://blackboard.au.dk/
http://studerende.au.dk/fileadmin/studerende.au.dk/BSS/Blackboard/BB_Studerende__UK_.pdf
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BEFORE STARTING CLASSES MAKE SURE TO…

• …che ck tha t you a re  a dmitte d  to the  right course s
• …che ck tha t you a re  signe d up for 25-30 ECTS (full time  study loa d)

If not, your re side nce  pe rmit is inva lid
• …che ck your pe rsona l time ta ble  for ove rla ps
• …find the  course s/ groups on Bla ckboa rd

• Che ck your time ta ble  fre que ntly during the  se me ste r



NANNA GAARDE JENSEN
AUGUST 27, 2019 INTERNATIONAL COORDINATORAARHUS UNIVERSITY

SCHOOL OF BUSINESS AND SOCIAL SCIENCES

ATTENDING LECTURES & TUTORIALS
Classes
Ea ch course  ha s e ithe r a  le cture  or a  tutoria l or 
both 
• Le cture , F (DA: Forelæsning) : 60-150 students
• Tutorial, H (DA: Holdundervisning): 20-40 

students
- You must attend both lectures and tutorials
Attendance
You are expected to attend all lectures and 
tutorials, but unless otherwise indicated, 
attendance is not mandatory. Attendance will, 
however, make you more likely to pass exams. 
Be active in class and between classes. It is a 
good idea to join a study group.
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IF YOU MISS A CLASS

Keep yourself updated
• Ta lk with your study group
• Che ck me ssa ge s from profe ssors on Bla ckboa rd
• Find course  ma te ria l on Bla ckboa rd
• Work on your own de ve lopme nt

Photo: AU Communica tion
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AU WEB: STUDY PORTALS
• Rule s a nd Re gula tions
• Te a ching a nd Exa ms
• Pra ctica l informa tion 
• …a nd much more

• Busine ss (HA/ BscB a nd Ca nd.Me rc):
http:/ / stude re nde .a u.dk/ e n/ studie s/ subje ct-porta ls/ busine ss-
a dministra tion/

• Communica tion:
http:/ / stude re nde .a u.dk/ e n/ studie s/ subje ct-
porta ls/ corpora te -communica tion-a nd-it/

• Economics (Oe con):
http:/ / stude re nde .a u.dk/ e n/ studie s/ subje ct-
porta ls/ e conomics/

http://studerende.au.dk/en/studies/subject-portals/business-administration/
http://studerende.au.dk/en/studies/subject-portals/corporate-communication-and-it/
http://studerende.au.dk/en/studies/subject-portals/economics/
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AU SELFSERVICE (MIT.AU.DK)
• We b a cce ss to AU e -ma il (post.a u.dk)
• Ele ctronic form to a pply for a n e xe mption - but re a d a bout e xe mptions on your Study

Porta l!
• Exa m re sults – a nd you ca n print your tra nscrip t
• AU ID
• Go to https:/ / mit.a u.dk/

Blackboard , Study Portal and AU Self Service are different portals/systems –and you must 
familiarise yourself with all three systems

https://mit.au.dk/
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OTHER IT SERVICES/RESOURCES

• Print/ Copy: Ope n a  print a ccount 

http :/ / stude re nde .a u.dk/ e n/ studie s/ subje ct-porta ls/ busine ss-a dministra tion/ study-e nvironme nt/ printing-

a nd-copying/

• Acce ss to buildings: 

http :/ / stude re nde .a u.dk/ e n/ studie s/ subje ct-porta ls/ busine ss-a dministra tion/ study-e nvironme nt/ stude nt-

ide ntity-ca rd-a s-ke y-ca rd/

• WIFI: Obta in a cce ss to WIFI on ca mpus: http :/ / e duroa m.a u.dk/ e n/

• Libra ry: Cre a te  a  Libra ry a ccount: http :/ / libra ry.a u.dk/ e n/ sign-up/

See also Exchange Student Handbook:
https://bss.au.dk/fileadmin/ingen_mappe_valgt/Student_Handbook_Autumn_2019.pdf
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http://studerende.au.dk/en/studies/subject-portals/business-administration/study-environment/printing-and-copying/
http://studerende.au.dk/en/studies/subject-portals/business-administration/study-environment/student-identity-card-as-key-card/
http://eduroam.au.dk/en/
http://library.au.dk/en/sign-up/
https://bss.au.dk/fileadmin/ingen_mappe_valgt/Student_Handbook_Autumn_2019.pdf
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EXAMS

• You a re  a utoma tica lly re giste re d for e xa ms. 

• You cannot cancel registration to courses/exams after September 13, 2019

• You must fa milia rise  yourse lf with Wise flow (digita l e xa m) prior to Wise flow e xa ms.

• http:/ / bss.a u.dk/ e n/ progra mme s/ digita l-e xa m-wise flow/

• Ma ny e xa ms re quire  a  compute r. You must bring your own. 

• If you re quire  spe cia l a rra nge me nts to be  ma de  for your e xa m, you should a pply for a n 

e xe mption a s soon a s possible  (e .g . e xtra  time  due  to dysle xia ). 

• The date, time and form of an exam is non -negotiable! 

Exa m me e ting la te r (TBA)
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http://bss.au.dk/en/programmes/digital-exam-wiseflow/
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EXAM RESULTS & RE-EXAMS  

• Re sults will be  a va ila ble  on AU Self Service within 4 
weeks of the exam

• Re-exams are only possible if you fail an exam. Re-exams 
are never mandatory

• Re-exams take place in February
• Many re-exams will require your attendance in Aarhus 

(same form as ordinary)
• Difficult to attend re-exams if you are a non-EU citizen = 

new residence permit required
• Sign up period for re-exam takes place in February
• Transcripts will be sent to you and your home university in 

February

15
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GRADING SCALE

• Eve ry pe rforma nce  is e va lua te d individua lly - e ve n if the  e xa m is in groups
• Pa sse d e xa ms ca nnot be  re ta ke n
• Only your pe rforma nce  on the  e xa m counts 
• Ra the r strict gra ding sca le  
• Expe ct lowe r gra de s tha n norma l

16
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LEARNING AGREEMENT (LA)

• If you a re  a n Era smus + stude nt you ne e d a  Le a rning Agre e me nt (LA) to be  signe d.

• Ema il docume nt to bss.international@au.dk or ha nd in a t Aa rhus BSS Stude nt Se rvice s 
(build ing 1443, room 021) a fte r September 13.

17

mailto:StudyAbroadandExchange.BSS@au.dk


NANNA GAARDE JENSEN
AUGUST 27, 2019 INTERNATIONAL COORDINATORAARHUS UNIVERSITY

SCHOOL OF BUSINESS AND SOCIAL SCIENCES

OTHER DOCUMENTS

Documents that may be requested from your home institution: 
• Document with Arrival / Departure dates: Ca n be  signe d by AU Inte rna tiona l Ce ntre  or Aa rhus BSS 

Inte rna tiona l 
 Obta in docume nt from home  unive rsity. To be  signe d on the  da y of a rriva l /  de pa rture .  Or provide  

docume nta tion (e .g . tra ve l docume nts).

• Document with Enrolment dates:  Ca n be  signe d by AU Inte rna tiona l Ce ntre  or Aa rhus BSS Inte rna tiona l 
 Obta in docume nt from home  unive rsity. Ca n be  signe d a t a ny point.

• Letter of Enrolment: ONLY a t AU Inte rna tiona l Ce ntre
 Se nt to you from AU Inte rna tiona l Ce ntre  (ic@a u.dk) a nd ha nde d out during re gistra tion a t AU Inte rna tiona l 

Ce ntre . 

18
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IMPORTANT DATES

• Se me ste r Sta rt: September 1

• Course  Cha nge  De a dline  (fina l!): September 13

• Ha nd in Le a rning Agre e me nt a fte r: September 13

• Exa m Sche dule  Re le a se : Late October / early November (midte rm e xa m sche dule s 

a re  re le a se d by se me ste rsta rt)

• La st Da y of Exa ms: December 20 / January 31

• Che ck the  Stude nt Ha ndbook for re le va nt links a nd ge ne ra l informa tion on the  course  
we b pa ge .
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WHEN IS DEADLINE FOR CHANGING COURSES?

September 13 (stand up) 
or

September 1 (sit down)
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TO WHOM SHOULD YOU SEND COURSE 
CHANGE REQUESTS TO? 

Nina Jørgensen at nij@au.dk (stand op)
Or

Nanna Gaarde Jensen at ngj@au.dk (sit down)

mailto:nij@au.dk
mailto:ngj@au.dk
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CAN YOU DEREGISTER FROM  
COURSES/EXAMS AFTER SEPTEMBER 13?

No (stand up)
or

Yes (sit down)
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IT IS YOUR RESPONSIBILITY TO…

• Pre pa re  for cla sse s, a tte nd cla sse s, pa rticipa te  a ctive ly in cla sse s
• Contribute  to group a ssignme nts a nd group work
• Ask for he lp  if you ne e d it
• Work on your own de ve lopme nt
• Sta y informe d both during the  se me ste r a nd in re la tion to e xa ms a nd re -e xa ms by using the  

• Bla ckboa rd (AU’s intra ne t) 
• Study Porta ls (your de pa rtme nt’s we bsite ) 
• AU e ma il a nd
• Re a ding e ma ils from your Aa rhus BSS inte rna tiona l coordina tor
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ASSISTANCE DURING YOUR STAY
Aarhus BSS International Coordinator: Nanna Gaarde Jensen 
Tå singe ga de  3, building 1443, room 036

E-ma il: ngj@a u.dk

• Aca de mic a nd pe rsona l ma tte rs: course s, e xa ms, studie s, pe rsona l ma tte rs

• Alwa ys conta ct Na nna  Ga a rde  Je nse n be fore  conta cting the  Study Boa rd or Study Administra tion

Aarhus BSS Student Services
Tåsingegade 3, building 1443, room 021

Ope ning hours

E-ma il: bss.inte rna tiona l@a u.dk

International Center
Høe gh-Guldbe rgs Ga de  4

Ope ning hours: 10:00 – 14:00

E-ma il: ic@a u.dk /  housing@a u.dk

• Pra ctica l ma tte rs: re side nce  pe rmit, CPR-numbe r, housing ma tte rs

Make sure to send one e-mail only and to one recipient only 
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ENJOY AND GOOD LUCK!
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