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1 Userroles in ELIAS
The rights and role system in ELIAS provides for two user roles for universities:

- Applicant

- User Administration
The Applicant role authorizes, among other things, the submission of applications and
the editing of information regarding the institution’s own degree programs.
The User Administration role also allows for the creation and deactivation of new user
accounts in ELIAS. Typically, the first user to register for a university becomes the User
Administrator.

If you have different requirements, please contact the ELIAS team at_elias@akkre-

ditierungsrat.de.

2 Information on user roles and messages

As part of the application submission process, each institution has the option to
designate up to three contact persons in ELIAS. All standard notifications generated in
ELIAS—such as those regarding the issuance of fee notices, the accreditation of degree
programs listed in the application, or the fulfilment of any requirements—are
automatically sent to all contact persons listed in the application.

In addition, fee notices for the basic flat rate are generated in ELIAS once a year. The
corresponding notification is sent to the person who has assumed the role of user

administration for the respective institution.

3 Creating New Accounts
The following functions are available exclusively to users with the user administration
role:
- Inthe left-hand menu, select the entry “Applicant University.”
- Then click on the name of your university.
- Expand the Users section by clicking on the corresponding entry to view an
overview of all existing user accounts.
- You can create new user accounts using the Add User button. These users can
then submit applications themselves or be selected as contact persons in an

application.
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A form will open; all fields marked with * are required and must be filled out and

confirmed by clicking Save.

- An email containing a registration link will then be automatically sent to the provided

email address. This email includes instructions for activating the account.

Note: The registration link is valid for 24 hours. If activation does not occur within this

period, please contactelias@akkreditierungsrat.de via email to receive a new link.

Neuen Nutzer hinzufigen
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4 Transferring the User Administration Role
If necessary, the User Administration role can be transferred to another person within the
university. The current user administrator can do this via the dropdown menu by
selecting the Assign User Administrator Role function.

Note: The User Administration role can be assigned to only one person per institution.

g Antragstellende Hochschule d
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# St 4 Zur Ubersicht der Antragsteller-Organisationen (Hochschulen und Agenturen)

3 Antragstypen auswahlen
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= Antragstellerorganisation v
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I Aniragstellende Hochschulen »
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Nutzer {10)
Name Status Nutzerverwalter El
TestnutzerHin 1234 aktiv Ja
Prof. Dr. Testnutzer-in 2 5678  aktiv Nein

Alac 7 Rolle Nutzerverwalter zuweisen
Frau Herr inaktiv Nein

| Rolle Nutzerverwalter zuweise:

5 Blocking Accounts

User accounts that are no longer needed can be deactivated by individuals with the User
Administration role. To do this, use the red button "Block user for this organization.” Note:
An account may only be blocked if the corresponding user account is no longer listed as a
contact person in any ongoing procedures. If you have any questions, please contact the

ELIAS team atelias@akkreditierungsrat.de .
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