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1. Applying for a position via the job application portal  
 

When you find a position for which you want to apply, click “Apply online” in the vacancy 

announcement. 

 

 

1.1 Logging in to the application portal  

Clicking “Apply online” takes you to the login page. If you have previously registered a user 

account, you can log in by entering your email address as the user ID and then your 

password. If you have not previously used the application portal, you must first create an 

account.  
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1.2 Creating an account  

To create a new account, click “Register as new user” on the login page. In the pop-up 

window, enter your first name, surname and email address. You must also accept the terms 

of the Personal Data Act (PUL) by ticking the box. Then click “Register”. 

 

 

 

 

 

 

 

 

 

 

 

You have now created an account and a password will be sent to the email address you 

provided.  

To log in, use your email address as your user ID and the temporary password that was sent 

to you. When logging in, you have to change the temporary password to a password of your 

own choice. 

 

1.3 Password  

If you have forgotten your password, you can get a new one sent to your email address by 

clicking on “Forgotten your password?” 
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1.4 Creating an application  

Once you have logged in to the job application portal, you can access the “Job vacancies” 
tab to find the current position for which you wish to apply.  

 

Before applying for the position you need to register, or complete, your application/CV.  

You do this by filling in the data requested under the various tabs. These tabs allow you to fill 
in your personal details, create a cover letter and list your previous professional experience, 
your education, language knowledge and references. 

 You can also add attachments that you want to include in your application. If you are 
applying for a teaching position, you must also fill in the “Academic merits” tab, which you 
activate from the personal details tab.  

 

 

 

 

 

 

 

 



6 

 

 

1.4.1 Creating a personal cover letter  

In order to create a cover letter, click “Add”.  

 

In the pop-up window, fill in the heading and content of the letter, or copy and paste in an 

existing letter. In order to connect the letter to the relevant application, highlight “Selected 

letter”, and then click “Save”.   
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In the list of personal cover letters, you can see which letter has been selected. You can 

have several letters stored under the tab but only the letter you have selected will be sent 

together with the application. 

 

 

1.4.2 Additional CV for teaching positions  

If you are applying for a teaching position, activate “Academic merits”, by ticking the box in 
the field “When applying for a teaching position” in the “Personal details” section, which will 
activate tab 8 along with the relevant sub-section tabs.  
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1.5 Reviewing your application  

Once you have finished registering your information, you can review your application and CV 

under the “View application” tab. 1.5  

 

 

1.6 Submitting your application  

Once you are satisfied with your application, go back to the “Job vacancies” tab and apply for 
the position you are interested in by clicking on the appropriate box in the “Apply” column. 
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For certain positions, once you have clicked “Apply”, you may be required to answer 
questions connected to the position. When you have answered these job-specific questions, 
click “Questions answered? Press here to send your application”.  

 

 

Once the application has been submitted, you receive a message confirming that your 

application has been registered. This message will also be sent to the email address that you 

provided.  
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1.7 Following your case from the start page  

You can also check whether your application has been registered via your start page, where 

you can view a list of the positions for which you have applied and the current status of your 

case.  
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2. To complement your application via the application portal  
If you want to complement your application with additional information, we recommend that 

you update your application by adding the complementary information and then that you 

reapply for the position via the application portal. 

  

If the application deadline has passed, the position will no longer be visible in the list of 

vacancies. In that case, you can search for the position via its registration number. The 

registration number for a position is in the list of positions applied for, on your start page  

 

2.1 To complement your application via mail  

 

Complementary documents that cannot be attached electronically to the application, such as 

bound publications, are to be sent to:  

The Registrar, Lund University  

Box 117  

221 00 Lund  

 

Delivery address for packages:  

The Registrar, Lund University  

Paradisgatan 5C  

223 50 LUND  

 

Always quote the registration number when submitting documents via mail. 
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3. Subscribing to new vacancies  
If you want to subscribe to an emailing list for information on new vacancies at Lund 

University, you can do this via the start page under the heading “Subscribe – job vacancies”  

You do this by ticking the employment categories to which you wish to subscribe  

 

 

 

 

 

 

 

 

 

 

 

 

 

3.1 Cancelling your subscription  

To unsubscribe from the emailing list, uncheck the employment categories that no longer 

interest you. 

4. Web browser  
The application portal is adapted to the latest version and two previous versions of the 

following web browsers: Internet Explorer, Firefox and Safari 

5. Screen resolution  
The screen resolution for the application portal must be at least 1024 x 768 
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6. Support  
If you require technical support, contact the Servicedesk@ldc.lu.se. When reporting errors, please 

describe the problem as accurately as possible.  

 

If you encounter technical errors on the portal, you can also submit your application to the Registrar 

at registrator@lu.se  

If you have questions about the position or the application procedure, please contact the person 

named in the vacancy announcement.  

 

7. Film tutorials  
If you wish to view instruction films on how to use the application portal, click on the links below.  

 Filling in your application: 

http://www.lu.se/html/insfilmer/komplettera_ans/komplettera_ans.htm  

 

 Creating a cover letter: 

http://www.lu.se/html/insfilmer/lagga_upp_pb/lagga_upp_pb.htm  

 

 Subscribing to vacancy announcements: 

http://www.lu.se/html/insfilmer/prenum_lediga/prenum_lediga.htm  

 

 Creating a new account: 

http://www.lu.se/html/insfilmer/skapa_nytt_konto/skapa_nytt_konto.htm  

 

 Applying for a position:  

http://www.lu.se/html/insfilmer/sok_anst/sok_anst.htm 


