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1.2 Using internal systems

What is BASIS? 

BASIS is our online course catalogue where students can register for classes and 
exams. You can add course descriptions and course requirements. During the 
term, you can download student lists; after the semester finishes, you register 
course passes, i.e. Studienleistungen=Teilnahmeverbuchungen which is not the 
same as exam pass grades. 
If a student does not fulfill the Studienleistungen, you can mark them as ‘nicht 
teilgenommen’. If you are still waiting for a Studienleistung, you can mark the stu-
dent as ‘teilgenommen unter Vorbehalt’. And if the student fulfilled their Studien-
leistung, they should be marked as ‘erfolgreich teilgenommen’. 

Why do I need a uni-ID? 

Your uni-ID gives you access to your university email account (youruni-ID@uni-
bonn.de) and enables you to log on to BASIS (course catalogue) and eCampus 
(e-learning platform). You will get a letter from the HRZ that tells you how unlock 
your ID.

What is eCampus? 

eCampus is our online learning platform where every lecturer can add individual 
content to their electronic course (they need to be synced with Basis: Kurskop-
plung). This may include reading material, links, course requirements and other 
documents you upload. You can also add quizzes, forums, interactive homework 
etc. All students registered for your course can access the material and download 
it. You can also add students to the list of participants (e.g. Erasmus students who 
cannot enroll via Basis).

Important links

https://www.iaak.uni-bonn.de/de - Homepage

https://gosa.gosa.uni-bonn.de/gosa/ - Website to unlock your uni-ID

https://basis.uni-bonn.de/qisserver/rds?state=user&type=0 - BASIS



How to edit your course description on Basis

Go on basis.uni-bonn.de and click on ‘Anmelden’ in he upper left corner.

Enter your uni-ID and password. 

Now click on “++ Semester wählen ++” on the yellow bar and make sure the  
correct semester is chosen (e.g. WS if it is going to be the winter term next).



After chosing the upcoming semester, click on “Funktionen” and then “Meine Ve-
ranstaltungen”. All your upcoming classes will be shown. Then click on the pen 
next to the title.

The lines not marked in grey can be edited by you. For editing the general com-
ment, click on ‘Kommentar’.

Here you can add a description of what the course will be about.



You can furthermore edit the ‘Anforderungen’, which should describe the tasks 
the students have to do to pass the class.

On the tab ‘Leistungsnachweis’ you should name the form of exam that the class 
ends with (e.g. exam, term paper, oral exam, etc.).

If you plan on using eCampus (a service to upload material), you will have to click 
on ‘eCampus-Kopplung’. It will say “Veranstaltung zu eCampus koppeln” which 
you will have to click on. It will take a day for the class to be created on eCampus.

If you have any additional information (e.g. class starts on another day), you can 
add it on the tab ‘Bemerkungen’.



1. 3 Registration Studienleistungen
“Veranstaltungsteilnahmeverbuchung”

1. Open BASIS and log in.
2. Under “Funktionen”, you will find “Veranstaltungsteilnahmeverbuchung” 

in the left column. Click.
3. Click onto the according semester.
4. Click onto the course. There should be a list of people.

NB Double Registrations: 
Should you see nothing but a blue banner with the text “$currentNode. 
VeranstNr” where the names of your course should appear, one or more 
students are registered twice for your course. Send an email to coordina-
tion-english@uni-bonn.de (Studiengangsmanagement) and complain. If 
you then receive an email to try again, please repeat the above steps…

5. Individually tick students from “ZU” (zugelassen) to either “TE” (passed: 
Teilnahme an Studienleistungen) or “NE” (not passed).

NB Lectures:
In courses where everybody passes automatically, use the button under-
neath that says “Alle ZU - TE”. Click.

- Click save (“speichern”) underneath.
 BASIS now shows you the new list to confirm: 

- Click „speichern“ again!
 Now all the names should be green.

NB ORANGE: “Maximale Anzahl der Versuche überschritten”
If a student appears in orange with the information „Maximale Anzahl der 
Versuche überschritten“: don’t panic! This is a good sign. It simply means 
that the student has already taken the course in a previous semester and 
therefore the „Studienleistung“ has already be accredited. In this case no 
further action is required. However, bear in mind that the student will most 
likely still want to do a „Prüfungsleistung“.

6. A) Well done! Do the same with all your other courses.
    B) Well done! You’re finished, log out, have a cuppa tea/coffee!

If you have any other problems, or questions, please contact:
coordination-english@uni-bonn.de 



1.4



1.5 Teaching at Bonn University

How do I know what to teach? 

You arrange courses with your Fachbereich. To coordinate course content and 
structure with the other lecturers working in your field, please contact your 
‘Modulbeauftragter’ (module coordinator).

How do I prepare a class? 

When organizing your class content, keep in mind that seminars and lectures 
are usually 90 minutes long. In the federal state of Nordrhein-Westfalen, there 
is no Anwesenheitspflicht (=compulsory attendance). Thus, a student cannot 
fail a class when they did not attend it regularly. However, you can determine 
Studienleistungen and expect your students to fulfill them. Popular Studien- 
leistungen are in-class tests, student presentations, and essay writing. Depend-
ing on the module, the final examination might be an exam, an oral exam, or a 
term paper. To find out which Prüfungsform applies, check out the Modulhand-
buch (=module guide). 

What is the academic quarter?

The academic quarter indicates that classes start 15 minutes later than an-
nounced online. These courses are marked cum tempore (with time) = c. t. If the 
class starts exactly on the scheduled hour, it is marked sine tempore (without 
time) = s. t.

Where and when do I teach? 

Before the term starts, you will be asked to send your course title and time pref-
erences to the studies coordinator Dr. Imke Lichterfeld lichterfeld@uni-bonn.de. 
Please contact her to see which dates and rooms are available for your course. 
Most classes take place at the IAAK (Regina-Pacis-Weg 5). However, some  
lectures or seminars might also take place in the main building of the university, 
or in the Celtic Studies department (Am Hof 3-5). 



How do I deal with Erasmus or exchange students? 

Erasmus and exchange students cannot register via Basis. It suffices if you put them 
on your class list. They also do not need to register for exams on Basis in order to 
take the exam. 
You can, however, make them aware that they need to organise their classes with 
their respective coordinators at Bonn and their home university (via a ‘Learning 
Agreement’) in order to make sure that these classes will be recognized after their 
return. 

What do I tell students who want to join my class?
Every class has spatial limits. Thus only a certain amount of students can fit into a 
class. Here is an overview over the spatial capacities of the rooms that are frequent-
ly used by our department: 

Room IAAK (and main building) number of max. participants
1.004 Room A 60

1.003 Room B 45

1.002 Room C 35

1.005 Room D 25

2.015 25

2.016 Room E 35

1.006 Am Hof 3 -5 45

When students email you in order to be admitted into your class, first make them 
aware that there will be a second registration phase and they should try registering 
again. After the second registration phase, you may admit more students to your 
class if they ask, BUT make sure that the spatial capacity of the respective room has 
not been exhausted yet. If you are teaching in one of the lecture halls, you can how-
ever admit as many students as you like. Furthermore, make them aware that they 
have to register themselves during the ‘Nachbelegungsphase’ (more on the differ-
ent deadlines and phases on following pages ).

Where can I get cables and other technological equipment?

If you’re in need for cables or adapters to connect your devices to the projector, you 
can borrow them from the departement library. Be aware of their opening hours 
though. Also make sure to give them back.

You will find maps of the institute on the first page

Opening Hours
Mon/ Thu/ Fri

9:00 - 18:00

Tue/ Wed
9:00 - 20:00



How do I add students on eCampus?

First, you go on eCampus and click on your class. Open the tab ‘Mitglieder’.

Enter the students name or ID (s5...)

Click on ‘Hinzufügen’ and then this window will pop up. Enter the name of the 
student again and click on ‘Suche’. 

Lastly, tick the student you want to add and click on ‘Ausführen’. Now the student 
should be added to your class.



1.6 Exams

What do I have to keep in mind for the exam? 

Exams are set up in cooperation with the other lecturers teaching in a module. The 
‘Modulbeauftragter’ (module coordinator) is your contact person who will have 
all relevant information concerning the setup of your module exam. If you offer 
an exam, the time and place needs to be registered online (exam dates) via our 
secretaries.

How much time do I have for marking exams and term papers?

According to the Prüfungsordnung (exam regulations), exams and term papers 
need to be marked within four weeks in Bachelor classes, and within six weeks in 
Master classes.

How will students find out whether they passed an exam? 

Every exam paper will have a ‘Mantelbogen’ (documentation sheet) that holds all 
relevant information and the grade you enter. After grading the exams/term pa-
pers, you will need to return them (exam and form sheet) to the ‘Geschäftszimmer’ 
(administrative office, secretaries) where the individual grades will be entered into 
BASIS, so that students can see whether they have passed (online transcripts). 
Students can arrange a meeting with you to talk through their results or you can 
offer a date and time for a ‘Klausureneinsicht’.

1.6 Deadlines

You can find information on general deadlines: https://www.philfak.uni-bonn.de/

de/studium/studienkalender

The registration phases for classes are marked in light blue; always make students 

wait until after the second phase until you admit them to your  class manually.

The registration phases for exams are marked in violet  - make sure to have regis-

tered all student’s participation until then. More information on how to do that can 

be found on the following page.

The phases for exams are marked in red - during that time, all exams will be taking 

place.



Important Dates and Deadlines (academic year 2019/2020)

First registration phase WS 2019/20
26.08 - 04.09.2019

Second registration phase WS 2019/20
09.09. - 18.09.2019

Registration phase for first semester students
23.09. - 10.10.2019

Semester dates
07.10.2019 - 31.01.2020

Nachbelegphase 
28.10 - 04.11.2019

Dies Academicus
04.12.2019

Christmas/ New Years break
23.12.2019 - 06.01.2020

Registration of term papers
01.11.2019 - 17.03.2020

Deadline for booking student’s Studienleistungen (see p. 4)
17.01.2020

First exam phase
Registration: 13.01.-21.01.2020
Exams: 27.01.-08.02.2020

Carnival (no classes/ office hours)
24.02.2020

Second exam phase
Anmeldung: 09.03.-11.03.2020
Prüfungen: 16.03.-31.03.2020

Deadlines for marking exams and term papers
Bachelor PO 2013: 28.10.2019
Master PO 2013: 11.11.2019
BMPO 2018: six weeks after the students handed it in

Deadline for publishing summer semester courses on Basis
13.01.2020



Important Dates and Deadlines (academic year 2019/2020)

First registration phase SS 2020
09.03.2020 - 18.03.2020

Second registration phase SS 2020
23.03 - 01.04.2020

Semester dates
06.04.2020 - 17.07.2020

Nachbelegphase 
04.05 - 11.05.2020

Dies Academicus
27.05.2020

Holidays
Osterwochenende: 10. - 13.04.2020
Tag der Arbeit: Fr., 01.05.2020
Christi Himmelfahrt: 21.05.2020
Pfingstmontag: 01.06.2020
Fronleichnam: 11.06.2020

Whitsun break (no classes!)
02.06. - 05.06.2020

Registration of term papers
01.05. - 16.09.2020

Deadline for booking student’s Studienleistungen (see p. 4)
03.07.2020

First exam phase
Registration: 29.06.-07.07.2020
Exams: 13.07.-25.07.2020

Second exam phase
Anmeldung: 09.03.-11.03.2020
Prüfungen: 16.03.-31.03.2020

Deadlines for marking exams and term papers
Bachelor PO 2013: 28.04.2020
Master PO 2013: 12.05.2020
BMPO 2018: six weeks after the students handed it in



Prof. Klaus P. Schneider
Head of Department

Chair in Applied English Linguistics

Contact details:

Email: k.schneider@uni-bonn.de
Phone: +49 (0)228 73-7308

Prof. Uwe Baumann
Vice-Head of Department

 Contact details:   
Phone: +49 (0)228 73-7623
Email:  u.baumann@uni-bonn.de

Office:  Room 2.007



My team (my student assistants Aleksandra Szczodrowski, Lisa Altendorf and  
Kerstin Müller) and I can advise you on the organisation of your studies. We are 
in charge of information about the degrees at our department and furthermore 
can help you with:
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2.1

In order to use all these services, you need a library card. All students can get one 
for free and just need to show their student ID and a valid passport. Once you are 
registered, you might think about connecting your laptop or mobile devices to the 
university’s Wi-Fi-services. Please see the IT/VPN section for further information 
(p. 42).
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This book is currently on loan. Click this to make sure you 
receive a notification once it is available again.
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