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Information for new employees 

 

What to do before you begin working at the Institute? 
Language courses 

If you want to learn German as a foreign language, you can find more information here or here. 

Recognition of previous employment in TV-L scheme 

If you were previously employed within the TV-L scheme and more than 12 months have passed since 
the end of your most recent employment in the TV-L scheme, your salary level ('Stufe') may be set to 
the lowest level 1. If you want to try to get your previous employment recognized within the TV-L 
scheme so that you do not start at level 1, please contact the University Staff Council ('Personalrat') 
before you submit your employment forms. Note that you must submit your request for recognition 
of previous employment within the TV-L scheme before submitting your employment forms. 

Even if your previous employment at a university was abroad or another employer, in particular in the 
EU, a recognition of your previous employment may be (partially) possible. This requires an urgent 
need of the university to fill the position and a form submit by your supervisor before the employment 
contract is made. 

Key or transponder management 

Your secretariat can help you with your application. You should request access to the common room 
(Room 2.10), the colloquium room (Room 2.22) and the meeting room (Room 0.17). These rooms can 
be booked by Winnie Enders. Talk to your workgroup in order to figure out if you need access to other 
offices. 

Involvement of the University Staff Council ('Personalrat') in hiring procedure 

The University Staff Council or 'Personalrat' is responsible for representing the interests of University 
employees. If you want the Staff Council to be involved in your hiring procedure (see, e.g. the 
"Recognition of prior employment in TV-L scheme" topic above), then you must submit a request to 
this effect. Further information is available here (accessible only from within the University network, 
and available only in German).  

Hardware  

Talk to your workgroup in advance about the need and availability of technical equipment. If you want 
to order new technical equipment, you may need to obtain offers or price quotes from vendors. For 
this, please contact the technical staff (Peter Grabs or Volker Gustavs). 

For safety reasons, the technical staff have to be administrators for all computers connected with the 
LAN at the University. In case you need your own administrative rights, the computer or laptop needs 
to be connected only through the WiFi, which needs to be set up in advance. 

E-mail address 

You will receive an e-mail address from the University of Potsdam. You can use this login data also for 
Moodle, PULS, all online services in the University Intranet (e.g. travel reimbursement forms) and 
various other UP services. 

General Information 

General information for new employees can be found on the University webpage (available only in 
German). In particular, there is information for employees as well as information on appointment 
procedures (available only in German). 

https://www.uni-potsdam.de/en/zessko/languages/german
https://potsdam-sciencepark.de/en/welcome-service/language-school/
mailto:winnie.enders@uni-potsdam.de
https://www.intern.uni-potsdam.de/wimipr/dokumente/Hinweise%20zum%20Abschluss%20von%20Arbeitsvertr%c3%a4gen.pdf
mailto:peter.grabs@uni-potsdam.de
mailto:gustavs@math.uni-potsdam.de
https://www.uni-potsdam.de/de/arbeiten-an-der-up/
https://www.uni-potsdam.de/de/arbeiten-an-der-up/arbeitgeberin/uebersicht
https://www.uni-potsdam.de/de/arbeiten-an-der-up/berufungen/berufungen-up
https://www.uni-potsdam.de/de/arbeiten-an-der-up/berufungen/berufungen-up
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What to do when you begin working at the Institute? 
Upload your contact information on the homepage and printer usage 

Write an e-mail to our technical staff (Peter Grabs or Volker Gustavs) with your office number, 
workgroup, office landline number and your e-mail address (choose between the University and the 
institute e-mail address), so that your data is displayed on the institute page. Furthermore, you can 
contact the technical staff to get an account for Typo3 to create your own homepage or to get help 
with connecting your computer to the printers at the Institute for Mathematics. 

Subscription to the Institute and University mailing lists 

You should be registered on the following mailing lists by the technical administrators Peter Grabs or 
Volker Gustavs: Mathe-info (includes the whole institute) and Mathe-mitarbeiter (includes all 
employees at the institute). Furthermore, there is the list Mathe-prof (only for the professors at the 
institute). PhD sudents can subscribe to the following Email list with specific events for their needs. A 
complete list of the mailing lists at the Institute of Mathematics can be found here. 

VPN access 

To set up a VPN connection to the University of Potsdam, read these guides (available only in German).  

Intranet 

Further information, as well as forms can be found on the intranet (accessible only within the 
University network, and available only in German). You can connect with the intranet, for instance, 
from home if you have a VPN client installed. 

Health and safety instructions 

New employees should attend an initial training course on occupational health and safety. You can 
register on this page (accessible only from within the University network, and available only in 
German). There you can also find further information for training courses that need to be repeated 
regularly. 

Telephone registration 

Register your phone using this form (accessible only from within the University network, and available 
only in German). After all documents have been submitted, please contact Mr. Rupf (phone extension 
-2000) for activation. Further information on the phone system can be found here. If you login to 
Account.UP you can manage your own data there and you find there an intern phone book. 

Pension scheme for academic staff (Versorgungsanstalt des Bundes und der Länder / 
VBL) 

When employees with fixed-term contracts are first hired, a special feature of the VBL pension scheme 
must be taken into account. For more details about this feature, please refer to page 28 of this 
document (accessible only from within the University network, and available only in German).  

Business trip applications 

Submit your applications for business trips here (accessible only from within the University network, 
and available only in German). You should submit your application several weeks in advance. Your 
application must be approved (most often by your group leader) before you can travel. In some cases, 
an A1-certificate is required for trips within the EU. If you need help with the application, ask your 
secretary or other members of your group. 

Collect all your receipts and bills. When you submit your statement for reimbursement, you need to 
attach them as well as the approval of the business trip. You have to submit all the reimbursement 
forms latest 6 months after the business trip. 

  

mailto:peter.grabs@uni-potsdam.de
mailto:gustavs@math.uni-potsdam.de
http://www.math.uni-potsdam.de/institut/personen/
mailto:peter.grabs@uni-potsdam.de
mailto:gustavs@math.uni-potsdam.de
https://lists.uni-potsdam.de/mailman/listinfo/siamchapter-list
https://mail.math.uni-potsdam.de/mailman/listinfo
https://mail.math.uni-potsdam.de/mailman/listinfo
https://www.uni-potsdam.de/de/zim/angebote-loesungen/vpn.html
https://z-wiki.uni-potsdam.de/display/UPINTRANET/Intranet+der+UP+Startseite
http://www.hgp-potsdam.de/sw/aktuelles.htm
http://www.hgp-potsdam.de/sw/aktuelles.htm
https://www.intern.uni-potsdam.de/u/telefon/formulare.htm
https://www.uni-potsdam.de/en/zim/angebote-loesungen/telefonie
https://accountup.uni-potsdam.de/search.html
https://www.intern.uni-potsdam.de/wimipr/dokumente/Hinweise%20zum%20Abschluss%20von%20Arbeitsvertr%c3%a4gen.pdf
https://www.intern.uni-potsdam.de/wimipr/dokumente/Hinweise%20zum%20Abschluss%20von%20Arbeitsvertr%c3%a4gen.pdf
https://spp.uni-potsdam.de/qisserver/rds?state=user&type=0
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VBB company ticket 

University employees can apply for a public transportation card that entitles them to use the Berlin-
Brandenburg public transportation services (VBB).  You can buy this card at a discount, compared to 
the usual price. Unlike the normal card, however, the public transportation card is non-transferable, 
i.e. it can be used only by yourself. You can find more information here (accessible only from within 
the University network, and available only in German).  

The state Brandenburg supports also the Deutschlandticket for up to 15€, see also here (in German). 
For further questions contact Anke Witt-Pioch. 

Institute council (“Institutsrat”) 

The institute council decides and informs about matters of concern to the institute. Regular meetings 
take place in which you can participate as a staff member. The respective representatives have the 
right to vote. Invitations with topics to be discussed are sent out one week in advance via the Mathe-
info mailing list. 

In addition, we would appreciate if you take the opportunity the introduce yourself during the first 
meeting after joining the institute. 

Contact persons and representatives 

A complete list of contact persons and representatives at the institute can be found on the institute 
website. Here you will also find their current staff representatives, who can help you with further 
questions. 

In addition, there are various support options offered by the University of Potsdam, such as a services 
for families, an office for equal opportunities, conflict management, psychological counseling 
(available only in German) and a contact point for addiction aid. 

Information for Ph.D. students (and PostDocs) 

The doctoral students organize  regular lectures and other events under the head of the SIAM Student 
Chapter, which are supported by SIAM and the institute. Those are supported by the institute. In 
addition, we have a SIAM Student Chapter for PhD students at our institute. You may contact the 
office for doctoral students ('Promotionsbüro') if you have any questions about doctoral studies. The 
Potsdam Graduate School offers activities across the faculties/collages (also for PostDocs). 

At the beginning of the doctoral studies, you should register as a Ph.D. student. The opening of the 
examination process is given by the submission of your thesis in the office of the Doctoral Board and 
the designation of the Examination Committee and the reviewers by the Doctoral Board. 

Potsdam Graduate School 

The Potsdam Graduate School is a central academic institution of the University of Potsdam that 
supports doctoral candidates, postdocs, junior professors, and new professors with its services. 
These include financial support offers (publication grant, travel grant, proofreading for articles, etc.), 
skills development workshops and programs (PhD coaching, teaching professionals, science 
management, disputation training, rhetoric training, etc.), and networking opportunities (science 
club on the roof terrace, career talks, etc.). You can subscribe to the monthly newsletter of the 
PoGS, which informs you about upcoming workshops and current calls for application, simply by 
sending an e-mail. 

Software 

The institute owns various licenses of software that you can install on your computer or use at the 
institute. For more details please contact our technicians Volker Gustavs or Olaf Dathe. For instance, 
the University offers storage space on their own servers that are accessible via Nextcloud or a browser. 
Further information on installing Nextcloud for BoxUP can be found here. 

Employee identity card 

https://www.intern.uni-potsdam.de/u/dezernat3/formulare/index_10.html
https://www.intern.uni-potsdam.de/u/dezernat3/formulare/pdf/20230411_Infoschreiben_Firmenticket.pdf
mailto:anke.witt-pioch@uni-potsdam.de
https://www.math.uni-potsdam.de/en/institute/institute-council-in-german/
https://www.math.uni-potsdam.de/en/institute/contacts/
https://www.uni-potsdam.de/de/service-fuer-familien/service-fuer-familien.html
https://www.uni-potsdam.de/de/service-fuer-familien/service-fuer-familien.html
https://www.uni-potsdam.de/de/gleichstellung/
https://www.uni-potsdam.de/de/diskriminierungsfreie-hochschule/beratung-und-unterstuetzung/beratungsangebote-an-der-universitaet-potsdam/vertrauenspersonen
https://www.uni-potsdam.de/en/studium/advising-and-services/mental-health-counseling
https://www.uni-potsdam.de/de/gesundheitsmanagement/taetigkeitsfelder/suchthelferinnen
https://www.math.uni-potsdam.de/en/study/students/phd-candidates/
https://www.math.uni-potsdam.de/studium/studierende/default-8819680ed3
https://www.uni-potsdam.de/de/mnfakul/forschung/promotion-und-habilitation/promotion/eroeffnung-des-promotionsverfahrens
https://www.uni-potsdam.de/de/pogs/
https://www.uni-potsdam.de/en/mnfakul/research/doctorate-and-post-doctoral-dissertation-habilitation/doctoral-studies/at-the-beginning-of-doctoral-studies
https://www.uni-potsdam.de/en/mnfakul/research/doctorate-and-post-doctoral-dissertation-habilitation/doctoral-studies/opening-of-the-examination-process-for-a-doctoral-degree
https://www.uni-potsdam.de/en/mnfakul/research/doctorate-and-post-doctoral-dissertation-habilitation/doctoral-studies/opening-of-the-examination-process-for-a-doctoral-degree
https://www.uni-potsdam.de/en/pogs/
mailto:pogs@uni-potsdam.de
mailto:gustavs@math.uni-potsdam.de
mailto:dathe@math.uni-potsdam.de
https://www.uni-potsdam.de/de/boxup/installation/desktop-client-windows.html
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The application for the employee ID is available here (accessible only from within the University 
network, and available only in German).  

Library card 

To borrow books from the University libraries, you will need a library card. You can apply for a library 
card at any of the libraries of the University with either your signed employment contract from the 
University or with your employee identity card. 

Copy card (‘Kopierkarte’) 

To use the photocopy machines in the department, you need a copy card. Such a card can be hand 
over upon request from Winnie Enders.  The application form for the copy card is available here 
(available only in German). 

The copy machines of the ZIM also serve as printers. The print jobs are only printed once the copy 
card is inserted to protect the confidentiality of the documents. For Linux users we recommend the 
mail-to-print-service, since printer drivers are provided only for Windows and MacOS. Further 
information can be found at following website. 

Vacation 

General information on vacation regulations can be found on the website of the University staff 
council. There is also information in the intranet, including the required form to request vacation 
(accessible only from within the University network, and available only in German). Details on the 
closure period between Christmas and New Year’s Day are announced every year. This includes the 
required vacation days for that time. 

 

Some important information about teaching 
Starter KIT Lehre 

Die Universität bietet workshops zur Unterstützung in den Einstieg der Lehre an der 
Universität Potsdam an. Auch die  Potsdam Graduate school bietet ähnliche workshops an.  

Information about Moodle 

The University of Potsdam offers some web applications for teacher (available only in German). This 
includes the central e-learning platform Moodle.UP. The Log in data is your University e-mail account 
and password (not your institute e-mail account). You can request a new Moodle course for your 
lecture here. Furthermore, the team at the Center for Quality Development in Teaching and Studies 
(ZfQ, available only in German) will be happy to answer any questions you may have. 

Information about PULS 

The Potsdam University Teaching System (PULS) is the official system in which students register for 
their courses. Teachers then manage the students' admissions to courses and exams as well as the 
final grade reporting through PULS. There are explanatory videos for teachers, some reading material 
(only in German) as well as support videos for students (use of PULS, building of time table, 
international students). 

Request PULS examiner account 

You need an examiner account with PULS to create exam dates and report grades. By default, you 
only have a teacher account. You can apply for an examiner account here (available only in German), 
for which you also need the approval of the head of the examination board ('Prüfungsausschuss-
vorsitzende*r'). To find out who this person is, go to the webpage of the institute, or ask members of 
your group. 

https://www.intern.uni-potsdam.de/u/dezernat3/formulare/pdf/pf_01_005%20-%20livecycle.pdf
https://www.ub.uni-potsdam.de/en/user-service/locations-opening-hours
mailto:winnie.enders@uni-potsdam.de
https://www.uni-potsdam.de/de/zim/angebote-loesungen/print-up
https://www.uni-potsdam.de/en/zim/angebote-loesungen/printup
https://www.uni-potsdam.de/de/personalvertretungen/prmtv/faqs/urlaub
https://www.uni-potsdam.de/de/personalvertretungen/prmtv/faqs/urlaub
https://z-wiki.uni-potsdam.de/display/arbeitenanup/Urlaub%2C++Sonderurlaub+und+Freistellung
https://z-wiki.uni-potsdam.de/download/attachments/137660424/Urlaub_Antrag.doc?api=v2
https://z-wiki.uni-potsdam.de/download/attachments/137660424/Urlaub_Antrag.doc?api=v2
https://z-wiki.uni-potsdam.de/download/attachments/137661077/Betriebsruhe_2020-2025.pdf?api=v2
https://www.uni-potsdam.de/de/zfq/lehre-und-medien/angebote-und-veranstaltungen/starter-kit-lehre
https://www.uni-potsdam.de/en/pogs/train/teaching-professionals/international-teaching-professionals
https://www.uni-potsdam.de/de/single-sign-on/angebundene-dienste.html
https://moodle2.uni-potsdam.de/?lang=en_us
https://www.uni-potsdam.de/en/moodleup/request-and-manage-courses
https://www.uni-potsdam.de/en/moodleup/request-and-manage-courses
https://www.uni-potsdam.de/de/zfq/lehre-und-medien
https://puls.uni-potsdam.de/qisserver/rds?state=user&type=0&application=lsf&noDBAction=y&init=y
https://mediaup.uni-potsdam.de/Browse/Text?text=PULS%20f%C3%BCr%20Lehrende
https://puls.uni-potsdam.de/QIS/dokumente/SchulungDoz.pdf
https://youtu.be/dm58uoyyI9A
https://youtu.be/gj3SXUsjuRI
https://youtu.be/FTLUjGFvJi0
https://www.uni-potsdam.de/fileadmin/projects/studium/docs/03_studium_konkret/08_formulare/pruefungsbereich/Bestaetigung_Pruefungsberechtigung.pdf
https://www.math.uni-potsdam.de/institut/ansprechpartner
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Please note that you need to justify with your application why you satisfy the prerequisites of an 
academic labor.  

Accounts of teaching duties 

In order to ensure that there are no misunderstandings regarding your actual teaching load, you 
should make sure each semester that you are registered with your name in your courses in PULS. 
Please contact your room administrator ('Stundenplaner*in') in advance. If you do not know who your 
room administrator is, ask your group leader. The teaching obligations are organized within your 
group and by the institute respectively. 

Advanced trainings in didactic skills 

There are various workshops for training your didactic skills. Further information can be found here 
and here (available only in German). 

When you leave… 
…please don’t forget to close your accounts and unsubscribe from mailing lists (like mathe-
mitarbeiter@mail.math.uni-potsdam.de, …). Further information can be found here.  

Germany has currently social security agreement with twenty countries and the EU. If you reside in 
one of these countries during your retirement, then you may be permitted to receive retirement 
benefits regarding your employment at the University of Potsdam (under certain conditions). Please 
note that the legislation and the social security agreements may change in the meantime. The current 
list of countries can be found at the webpage and includes among others the EU, India, the US, Turkey, 
and Canada. 

https://www.math.uni-potsdam.de/institut/ansprechpartner
https://www.uni-potsdam.de/de/zfq/lehre-und-medien/weiterbildung
https://www.faszination-lehre.de/
mailto:mathe-mitarbeiter@mail.math.uni-potsdam.de
mailto:mathe-mitarbeiter@mail.math.uni-potsdam.de
https://www.math.uni-potsdam.de/fileadmin/user_upload/IT/Files/Abmeldung.pdf
https://www.deutsche-rentenversicherung.de/DRV/DE/Rente/Ausland/Sozialversicherungsabkommen/sozialversicherungsabkommen_detailseite.html

