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1.Login

Start up the enrolment system via www.ash-berlin.eu/lsf or www.ash-berlin.eu and follow the link 
Vorlesungsverzeichnis /LSF. This will open the home page:

Illustration 1.1: Start page in German

At the top right-hand side beneath Help for Students you will find instructions to download.

You do not need to log in to see the Course Overview which can be found under Courses. Information 
regarding any changes can also be seen here under Actual changes/Lectures cancelled. Please see 
Section 11 below.

By clicking on the English flag symbol in the blue menu bar, you can change the language to English:

Illustration 1.2: Switch to English Language

This will take you to the page seen below:

Zum Anmelden in das Belegsystem geben Sie Ihren Benutzernamen und das Passwort ein.
Der Benutzername ist Ihre Matrikelnummer (vorne mit Nullen auf 8 Stellen aufgefüllt).
Beispiel Benutzername: Matrikelnummer = 12345 → 00012345.

Illustration 1.3: Start page in English
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To register on the enrolment system, please enter your username and password.

Your username is composed of your matriculation number preceded by zeros to make an 8-character 
number:

Example username: your matriculation number is 028919, add two zeros to make 8 characters: 00028919.

The password for the initial login consists of the first three letters of your place of birth, followed by your date
of birth in 6 characters in the following form: OOODDMMJJ. This password should contain only lower case 
letters. Umlaute should be replaced by the basic letter: ä→ a ö→ o ü→ u ß→ s. 

Example password: Place of Birth: München, Date of Birth: 29.02.98 → mun290298.

This is a standard temporary password which you should change the first time you log in to the ASH website 
for security reasons. It is only currently possible to change the password when you are at ASH.

If all details are correct, the home page for students will appear:

Illustration 1.4: Home page for students

2. Check personal details

In My Functions in the navigation bar on the left of the home page of the enrolment system, you will find 
General Administration - Contact information - Edit address. Your details are saved on several 
consecutive pages (register cards). 

Illustration 2: Check or change personal details

You can view here your Semester-time address, E-Mail-Address and Telephone number(s) Please check
these details, changing or adding any incorrect or missing information if necessary. 

Please provide only one private email address. If you have an ASH email address, you can enter this as your
main contact address.

Please note: Always ensure your address details are up to date.
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3. Enrol/Cancel application to enrol on courses

At the beginning of the semester students have to enrol on the desired courses in the electronic 
enrolment system (rsp. students of Social Work have to enrol on the courses chosen during the 
manual enrolment procedure). 

Attendance on courses is confirmed at the end of the semester by the teaching staff with an 
electronic confirmation of participation and counts as official completion of the course.

3.1 Enrolment on a course

Example: 

Choose the course you wish to enrol on from the Course Overview:

Illustration 3.1: Select course 

Click on the link apply/cancel application on the right beside the course. The following image appears:

Illustration 3.2:  Enrol on a course

Click on the apply button to enrol on the course.

If you are not admitted onto a course, please contact the corresponding teaching staff.
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3.2 Cancellation of courses you have already enrolled on

If you click on the link apply/cancel application on the right next to a course you have enrolled on, you will 
see the following:

Illustration 3.3:  Cancel enrolment on a course

You can cancel enrolment on a course you have selected by clicking on the button cancel application at the
bottom of the page.

Please note: 
You can enrol and cancel applications for enrolments at any time during the enrolment period.

After the end of the enrolment period, registration/cancellation of enrolment of students can only be 
carried out by the corresponding teaching staff.

If you would like to change a course after the enrolment period, please contact the teaching staff in question. 
In the case of parallel courses, you must first be unsubscribed from one course in order to be entered into a 
parallel group. If both teachers approve the change, the unsubscribing teacher can carry out the change 
themselves. Students must submit the approval in writing.

The current enrolment periods for individual degree programmes can be found on the home page of the 
Course Overview.

4. Certificates of Study

Under the function Administration of study you can print out Study Reports rsp. Certificates of study and
view your basic data and charges account:

Illustration 4.1 : Certificates of study 1

Using the link Study Reports you can access three different types of student certificates:
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Illustration 4.2: Certificates of study 2

The basic student certificate shows all details relevant to the course of study.

The certificate for the German state-funded student loan authority (Certifikate as per §9BAFöG) also 
confirms the date of your enrolment at the university. Please see the following example in Illustration 4.3:

Illustration: 4.3 : Certificates of study 3

The certificates are also valid without a signature through the verification number. 

itservice@ash-berlin.eu 30.05.2016 6



5. Registration for exams

You can register for exams using the function Administration of exams. 
Please see Illustration 5.1.

Please note: Please only register for exams with teaching staff whose courses you have attended!

Illustration 5.1: Administration of exams 

When you click on the links Register for Exams/Cancel registration for exams, you are first invited to 
familiarize yourself with and accept the conditions for registration for exams:

Illustration 5.2: Accept terms

These conditions are binding. To accept the terms click on the box next to I accept. Only then can you 
register for the exams using Next.
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The following image shows the course of study; to see individual courses click on the corresponding 
descriptions:

Illustration 5.3: Registering for exams 1

After clicking on the link Prüfung anmelden (Register for Exams) next to the examiner, you will reach the 
following image: 

Illustration 5.4: Register for an exam 2

The column Activity specifies what you wish to do; in this case, register for an exam.
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Press the button yes to register for the exam. Confirmation of successful registration will then appear as 
Status OK:

Illustration 5.5: Confirmation of registration for exam 2 

If any other entry than Status ok appears, the registration was not successful. This can be, for example, 
when pre-requisites were not fulfilled, and registration for this exam is only possible on fulfilment of these 
pre-requisites:

Illustration 5.6: Registration for exam unsuccessful due to unfulfilled pre-requisites

If any other entry other than information on unfulfilled pre-requisites appears in the Status bar, please 
contact itservice@ash-berlin.eu with a detailed description of the problem.

You can register for more exams by clicking on Continue registration.

Please note: Every module with its corresponding individual exams is assigned to the semester in 
which it will be completed.

Examples:

Module ABC runs over two semesters. Each semester module includes an examination. Both exams 
associated with the module are assigned to the second semester in the electronic enrolment system. 

Module DEF runs over two semesters but has only one exam. This examination is officially recorded in the 
second module semester, even when you wish to take the exam in the first module semester.

Registration for an examination is binding and only possible once per semester with the same examiner. 
The information for registration is immediately available to the corresponding teaching staff.

You will find an overview of the exams you have registered for under Administration of Exams – Info on 
exams.
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6. Cancelling registration for an exam

If you are prevented from sitting an exam you have registered for, it is possible to cancel your registration. 
Cancellation of registration for an exam must be carried out before the day of the exam. To arrange a 
second exam date, please contact the examiner.

To cancel an exam you have already registered for, use the same route as for registration. Go to the 
Administration of exams and then to the Register for Exams/Cancel registration for exams window: 
where you will be able to find the exam you wish to cancel:

Illustration 6.1: Cancelling registration for an exam 1

Here you will be given the opportunity to cancel your registration for the exam. Click on c  a  ncel registration of 
exam and confirm in the next image with yes:

Illustration 6.2: Cancelling registration for an exam 2

You will subsequently be shown confirmation of successful cancellation: the column Activity will show the 
entry Withdrawal whilst Status will register as Ok: 

Illustration 6.3: Cancelling registration for an exam 3

Please note: Cancelling registration for an exam is binding.

A further registration for the same exam with the same examiner is not possible over the course of one 
semester. You can however register for the same exam with another examiner.
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7. Overview of marks/Search for practical placements/registered 
practical training.

7.1 Overview of marks

You can view your overview of marks under My functions – Administration of exams – Exams Extract:

Illustration 7.1: Administration of exams

Here you will initially be shown your degree programme:

Illustration 7.2: Exams Extract 1

Follow the link info.

Here you are shown an overview of the marks you have already been awarded. You can also see any exams
you have registered for. Please see Illustration 7.3:
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Illustration 7.3: Exams extract 2

If you click on the link Exams Extract PDF or adjusted Exams Extract PDF, you will obtain a printable page
for certification of your study and exam performance.

Students who sat exams under previous exam regulations (PO) can view their exam results as they 
correspond with current examination regulations, i.g. PO 2014 or PO 2008. 

Unlike the Exams Extract, the adjusted Exams Extract does not show any examinations which you may 
have failed.

In the bar with the exam number 5800 (at the bottom of the Exams Extract) you will be shown your current 
average grade and the number of credits that enter into the calculation of the average mark. Marks which do 
not enter into this calculation include Technical English or Elective modules, for example.

This bar will however only be shown, when at least 2 graded modules have been fully completed.

Please note:

Please contact the lecturer in question if:

- The grades or credits shown do not correspond to your actual result of the examination

and/or

- Results of examinations have not yet been entered shortly (i.e. 4 weeks after the beginning of the 
next semester) before the end of the examination period.
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7.2 Search for practical placements, registered practical training

Under the function Administration of exams you can access the practical placement database through the 
links Information on practical training periods and Internship:

Illustration 7.4: Registered practical training and search for placements

8. Timetable

You can create your own timetable around your lectures.

There are two variations: a timetable with pre-selected courses and a timetable with courses you have 
enrolled on.

8.1 Timetable with pre-selected courses

Here you can select courses you are interested in by ticking the box pre-select beneath the course and 
clicking on the button Schedule pre-selected:

Illustration 8.1: Pre-select course

Under My functions - Schedules on the left of the navigation bar you can have your timetable shown to 
you:

Illustration 8.2: Timetable with 
pre-selected courses
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You can now organize your timetable in whatever way suits you best. You can remove any overlapping of 
courses, see where you have free time and search in the lecture schedule for further relevant courses. In 
order to save your updated timetable, you simply click on the button save schedule.

Please note: Pre-selecting courses is not binding and does not mean that you have enrolled officially
on the course.

You can also take previous enrollment on courses out of your timetable. Please see Illustration 8.2. 

8.2 Timetable with courses you have enrolled on

If you click on the button apply/cancel application in the middle of the header for timetables, you will again 
be shown a list of all the entries you have saved. You can then decide in one go whether you wish to enrol on
these courses or not. This function is only active during the enrolment period. Please see Illustration 8.3 
below.

You can enrol on individual courses by clicking on apply in the timetable for pre-scheduled courses. Please 
see Illustration 8.3 below.
 
Once you have enrolled on any or all of your desired courses, you can save these changes through save 
schedule. You can recognise which updates to your course enrolments have been successful by the 
designation ZU (zugelassen, that means accepted) in the column. This differs from the V symbol which 
defines courses as merely pre-selected:

Illustration 8.3: Timetable with courses you have enrolled on
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9. My Lectures

On the left, in the navigation list under My functions, you will find the link to My Lectures. This page shows 
you all courses you have enrolled on, completed or pre-selected:

Illustration 9: My Lectures

Remember that you have NOT enrolled on pre-selected courses (= plan) and that the teachers will not see 
you on their list.

The courses in the current semester will be shown first, followed by all courses completed in previous 
semesters.

The entry accepted means that you have been admitted to the course and appears at the beginning of the 
semester after electronic enrolment. Participation successful means that the teacher has confirmed your 
passing the course at the end of the semester or when that particular class has finished.

Please note: If confirmation of participation has not been entered after successful completion of a 
course, please contact the lecturer in question.

By clicking on the Title of the course you will obtain further information on the time, place and content.

By clicking on application info you will obtain information on the enrolment situation.
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10. My reports

Click on My Reports - Lectures. Here you can set up and print off a PDF-file of your enrolments to date:

Illustration 10: Details on enrolment

Under the column Status on the right you will see what your current status is on the course:

ZU (zugelassen) means that you have been accepted.

TE (Teilnahme bestätigt) means that the lecturer has confirmed your successful participation.

WH (wiederholen) means that you did not participate enough in the course and need to repeat it. 

SP (Stundenplan) means, that you have entered potential courses into the timetable.

Please note: Courses which have been marked with SP are only pre-scheduled. You are not enrolled on 
these courses!
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11. Course Overview

Click on Courses in the menu bar at the top and proceed to Course Overview. 

Illustration 11.1: Course overview 1

This gives you an overview of all courses available in the current semester, alongside the different degree 
courses:

Illustration 11.2: Course overview 2
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When you select a degree course, the semester appears as a header:

Illustration 11.3: Select semester

By selecting a semester, you will obtain an overview of all the courses taking place in that semester:

Illustration 11.4: Courses in highlighted semester

Click on a course. You will now obtain information regarding the course, which lecturer it is given by and 
when and where it is held.
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12. Lectures today and current changes

You can view the current courses of the day under the link Course Overview - Lectures today: 

Illustration 12.1: Current courses

Click on the Change date link to view the courses on a particular date:

Illustration 12.2: Change date
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The link Actual changes/Lectures cancelled today underneath Lectures today provides you with a daily 
update on any changes: 

Illustration 12.3: Lectures cancelled
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