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1. Technical requirements 

Please note: The portal can currently be used with Windows and Mac OS. Compatible 

browsers are Google Chrome, Mozilla Firefox, Safari, Internet Explorer and EDGE.  

The portal is not suitable for mobile devices. Please use a desktop computer. 

2. Application Procedure 

2.1 Selecting a funding programme 

If you would like to submit an application via the DAAD Portal, please start by selecting a 

programme in our scholarship database. This ensures the presetting of the programme and 

other information in the application form, making it easier for you to proceed.  

The scholarship database can be accessed via the DAAD website www.funding-guide.de. 

 

 

 After your selection, you will be given detailed information on the respective programme. 

Please make sure to carefully read the information on requirements and procedure.  
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 Please navigate to the tab “Submitting an application”.   

 

 On the bottom of the page you will find a link that leads to the DAAD Portal.  

  

You will be directed to the DAAD Portal login page. If you have not registered yet, please do 

so via www.mydaad.de. Consult chapter 01 “Registration” of our manual in case you need 

assistance.  

Once you have logged in, you will be directed to the “Personal Funding” section of the 

portal. To start the application process, please click on “Application”.   

    

 

 The fields “Funding programme”, “Country of residence”, “Target country” and the 

“Commencement of funding status” (where applicable) are filled in automatically based 

on your previous selections. 
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To proceed to the application form, please click on “Continue” right above the selected 

funding programme. 
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2.2 Application form 

 

The “Continue” button directs you to the "Fill in form" section. 

 

 
 

In this section, you will find an overview of your personal data. Please download the applica-

tion form in section 1 “Download Form” and save it locally on your computer or external 

harddrive. Fill in the document and upload it again in section 2 “Upload Form”. 

 

The following steps are to be distinguished: 

 

Step 1: Download the form and fill in the required information 

Step 2: Upload the form 

Step 3: The form is checked automatically by the system 

 

You can navigate from step to step by clicking on                                                    . 

 

Important: The particular step which is active will be highlighted. In the illustration below, 

this is step 1 (Download form). Therefore step 2 and 3 are greyed out. 
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Please note: After the application form has been downloaded, it can be filled in offline. Once 

you have completed the form, save it, log back into the portal and return to the tab “Per-

sonal Funding”. 

 

Please note that the pdf forms used in the DAAD Portal can only be opened and filled in 

with Adobe Reader. 

If you use a different pdf software to open or edit our pdf forms, you will receive an error 

message and a request to install the latest version of Adobe Reader. This will also happen if 

you open the portal forms with the build-in pdf viewers of browsers such as Chrome, Firefox 

or EDGE. 

 

If you have already installed Adobe Reader and receive this notification, please try the fol-

lowing workaround: 

 Please click right click on the document and save it on your desktop. 

 Then navigate to your desktop and right click on the pdf file and select „Open with -

> “Adobe Reader“. 

 Now you should be able to open and fill in the document. 
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In the lower half of the website you will find an overview of your started application(s). Select 

your application, so that the text in the row turns blue (a) and click on “Continue applica-

tion” (b). 

 

 
 

 

You will return to the three steps described above. To upload your edited application form, 

please navigate from step 1 “Download form” to step 2 “Upload form”. To do so, click 

on “Continue to next step”. 

 

 

 
 

In step 2 “Upload form” you will be able to select the completed form on your computer 

using the “Browse…” or “Select” button. Complete the step by clicking on “Upload”. 
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Please note: The uploaded form is being checked to ensure that all mandatory fields have 

been edited properly. If a mandatory field is inomplete, you will receive an error notification 

with the respective field number under step 3 (Check form). 

  

 
 

Important: If you need to correct your application form, please download the current form 

via the link “Download current application form”. Please do not use the file on your com-

puter. 
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Please correct any errors in the current form and use the “Save as” function to save the 

new document on your device. This ensures the upload of the most recent version. 

 

 
 

To upload the corrected form, click on . This will take you back to 

step 2. 

 

If your corrections are successful, you will receive a confirmation. Click on “Continue” to 

proceed to the third part of the application process, section “Add Attachments”. 

 

 
 

 

 

2.3 Attachments 

 

 

 
 

Important: If you log off before submitting your application, your uploads will not be 

cached. The portal does not provide intermediate storage. Make sure to have all necessary 

files at hand before you start the online application. 
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Please note: In the “Add Attachments” section, you can add the required attachments to 

your application. On the right side you will find a list of the mandatory attachments for your 

funding programme. 

 

 

 
 

 

Important: You can only upload pdf files. Different formats will need to be converted be-

forehand. Most Office Suites offer a “Save/Export as PDF” function.   

 

Moreover, please make sure your pdf files are not encrypted and do not have any comment-

ing restrictions. These files cannot be processed in our system which might force you to re-

submit the document. It is recommended to check documents you have received from third 

parties. If you have trouble removing the restrictions, print the file and scan it into pdf for-

mat. 

 

To add attachments, select the attachment type from the drop-down menu by clicking on 

the symbol . 
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Click on “Browse...” or “Select” to choose the relevant pdf file from your computer. In 

the following, please enter a document name, under which the attachment will be filed and 

click on “Add Document”.  

 

 

 
  

In the upper right corner, you will receive a confirmation that your attachment has been 

added to your application.  
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             The uploaded attachment will appear in the list of added documents. 

 

 

 
 

Please note that you will not be able to submit your application without the mandatory at-

tachments listed in the program description. Consult our scholarship database for details.  

 

If you haven’t uploaded at least one document of each mandatory attachment type (see 

the notice on the right side of the portal), the “Continue” button will be deactivated and 

therefore greyed out. 

 
 

The number and size of the documents for each attachment type is restricted (e.g. “You 

may upload 3 documents each with a maximum file size of 3MB”). 

 

 

Once you have uploaded all mandatory attachments, please click “Continue” on the top 

left.  
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 You will be directed to the next step of your application.  

 

 

2.4 Submitting the application 

 

 

 
 

In this section (“Overview”) you have the option to review your application form and the 

uploaded attachments before the final submission. You can make changes to the form or 

upload further attachments. 

 

 
 

Please note that some funding programmes require the postal submission of the applica-

tion summary (to the respective regional DAAD office or the DAAD headquarter in Bonn, 

Germany). The programme description (tab “Application procedure”) contains all relevant 

information concerning the postal submission of documents.  

 



                                        DAAD Portal - Submitting an application  

 

   

 
Submitting an application - Z21 - 12/2020 - Page 14 / 18 

 

 

 
 

 
 

To submit your application, please confirm the application requirements and the general 

provisions on data protection.  

 

 
 

 Afterwards, you can submit the application by clicking on “Send Documents”. 
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You will receive a notification confirming the successful submission of your application. 

 

 

 

 

 

 

Please note: Your application will appear in the “Application and Funding Overview” a few 

minutes after the submission.   

 

If you have logged out of the portal after the submission of your documents, you can log 

back in as follows: 

 

Access your account via www.mydaad.de/en and select „Personal Funding“. 

 

You now have the choice between two options: the new application portal and the classic 

application portal. 

 

Please read the instructions with care and make your choice accordingly. In case your fund-

ing programme is not explicitly mentioned, choose the classic application portal. 
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After having selected the correct portal version, you will be forwarded to the tab „Infor-

mation“. Afterwards, please navigate to the „Application and Funding Overview“. 

 

 

 
 

The portal message area is situated right below the “Application and Funding Overview”. 

You will find an additional confirmation of your submitted application there. An email will 

inform you about the portal messages. 

To open a message, please click on the symbol  . 

 

 
 

Please note: If you have already submitted more than one application, you have to select the 

correct one to see the respective messages. Select the application by clicking on the entry in 

the list. The text in the selected row will turn blue and a blue box with a white dot will ap-

pear. 

 

 
 

Attached to the confirmation message you will find a collection of the submitted docu-

ments, the "Application requirements" and the “Provisions on data protection”. 
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Please note that you will receive a second message containing your application summary 

within the next 24 hours. 

 

 Important: Some funding programmes require the postal submission of the application 

summary and/or additional documents. For more specific information please consult the 

program description via our scholarship database: www.funding-guide.de or contact the 

DAAD branch office in your home country/country of residence: 

https://www.daad.de/en/the-daad/contact/addresses-telephone-numbers/.  
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Moreover, the DAAD Information-Center offers general support for content-related ques-

tions via infocenter@daad.de or by phone (+49 228 882-180; Mondays to Fridays from 9 am 

to 12 am and 2 pm to 4 pm [CET/CEST] ).  

 

To exit the portal please click on “Log off” in the upper right corner and select “Yes” in 

the confirmation dialogue. 

 

 
 

 
 


