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Your RUC-Login
As a student you automatically get a RUC-login when
you are enrolled. All you need to do is to activate your
login with your NemID at www.ruc.dk/newlogin.
If you don’t have a Danish NemID you need to come
in person to the Servicedesk in building 03 to get
your login. Remember to bring your passport or other
photo ID.
Note that your RUC account is personal and must not
be shared with others.
For security reasons your password must be changed
every 6 months at www.ruc.dk/changepassword.
You will receive an e-mail when it is time to change it.
Read more at serviceportal.ruc.dk.

5

Is your computer
ready for your
studies?
To get the best out of using RUC´s IT systems, it is
advisable that your computer is not too old.
It is also advisable that you keep the operating
system on the computer up-to-date. Check one of the
links below to see, if your computer is up-to-date.
intra.ruc.dk/update-windows
intra.ruc.dk/update-mac
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WIFI at RUC
There are two wireless networks at RUC.
RUC Hotspot is for guests or for foreign students who
don’t have a RUC-login yet.
Use your login from a social media such as Facebook,
Google+, LinkedIn or sms to connect to RUC Hotspot.
  
Note: RUC Hotspot is not a secure network. We therefore recommend that you use Eduroam as soon as you
have your RUC-login.
Eduroam is for students with a RUC-login. To use Eduroam on your laptop or smartphone, you will first have
to install a certificate. You can do this from wifi.ruc.dk,
which you can access when connected to RUC
Hotspot or another internet connection.
Remember to log in with your RUC e-mail address as
your username.
Read more at serviceportal.ruc.dk.
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Student Card
Order your student card at kortprint.ruc.dk.
The student card is the proof that you are a student at
RUC and gives free admission to the Annual Party.
It can also be used as a key card and give access to
buildings and print.
When ordering the card, you must upload your portrait
picture. You can also use the photo box in building 03 to
take your picture and order the card there.
When the card is ready, you receive an e-mail stating
that you can pick it up in Servicedesk in building 03.
It is open every weekday between 8.00 and 16.00.
Read more at serviceportal.ruc.dk.
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Study.ruc.dk
Study activities

At study.ruc.dk you can see which courses are
offered on your education.
First select the semester at the top and then the
education you are studying. Once you have clicked
into your education, you can see all the activities
offered with information on eg. content, teacher, exam
form and how many ECTS the activity triggers.
You can also see the description, time and place of
the teaching and exams on the individual courses as
well as subscribe to calendars for your educational
activities.
Read more at serviceportal.ruc.dk.
Type study.ruc.dk in the search box.
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STADS

Registration for courses
and projects
You must register for study activities in STADS Self
Service. This applies to courses, projects and the
thesis. You will find a link to STADS at intra.ruc.dk.
There are registration deadlines for both spring and
autumn semesters.
As a student on the first semester of the bachelor’s
degree program, you will automatically be enrolled in
courses and projects, unless there are electives in the
program. Master students and students on the other
semesters of the bachelor’s degree program must
register for themselves.
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If you wish to unregister from study activities, this
must also be done in STADS Self Service, and here too
there are deadlines for unregistering.
Read more about registration, unregistering, deadlines, etc. on the Student Hub pages at intra.ruc.dk.

Moodle

for Teaching Activities
The teachers at RUC use Moodle for their courses.
You will find a link to Moodle at moodle.ruc.dk.
Moodle is an online classroom that you can also be
active in outside the teaching time. There is a website
for each course, where the teacher usually posts
reading lists, presentations from the teaching and
other course material.
You can also participate in online teaching activities,
e.g. in discussions, quizzes and polls. It is also via
Moodle that you get important study information, so
keep an eye here and on your RUC-mail.
Read more at serviceportal.ruc.dk. Type Moodle in
the search box.
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Student Hub
at intra.ruc.dk

At the Student Hub at intra.ruc.dk you can find
answers to questions about exams, registration and
unregistration for study activities, pre-approval and
credit transfers, master’s thesis information, application forms for dispensations, exam transcripts, SU,
leave and maternity etc.
You can also find guidance about study planning,
internship, thesis, job and career, events and exchange possibilities.
intra.ruc.dk/studenthub
Besides the information on the Hub webpages you
are welcome to stop by the Student Hub in building 01
opposite the canteen. Our opening hours are Monday,
Tuesday, Thursday and Friday 12.00 - 15.00.
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Your RUC e-mail
It is important that you read your RUC e-mail. You will
find a link to your mail and calendar on intra.ruc.dk.
You can set up Outlook or your smartphone for your
RUC e-mail. Search for e-mail settings on the Serviceportal to see how to set it up.
Another option is to forward your RUC e-mail to an
external address, e.g. a gmail-address. Note that
you yourself are responsible for making sure that the
forwarding works, so you do not lose important information from the university. To forward your e-mail,
create an inbox rule in your Webmail, as described in
the guide on serviceportal.ruc.dk.
As a student you have 500 MB available, and this
quota can be raised if you contact Servicedesk at
serviceportal.ruc.dk.
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Office 365
and OneDrive
As a student you get a free license to Office 365.
With Office 365 you can download and use a full Office suite completely free, as long as you are a student
at RUC. It includes Word, Excel, PowerPoint, Outlook,
OneNote, OneDrive, Teams ect.
With OneDrive you have 1 TB of space in the cloud for
storing and sharing files.
Go to www.office.com and login with your RUC
e-mail address. When you click Next you will be taken
to RUC’s login page. You can find instructions for use
of Office 365 and information on usage rules at
serviceportal.ruc.dk.
Here you can also see how to study smarter and take
advantage of all the functionalities in Office 365.
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Print, scan
and copy
You can print, scan and copy on the multifunctional
printers around campus.
You can see which printers you have access to at
print.ruc.dk, or by looking for the logo on this page. If
the printer is equipped with this logo, you can release
your print on the printer with your student card.
As a student, you receive every semester prints and
copies corresponding to 700 A4 pages in black and
white. Be aware that color printing is more expensive
than black and white and that it is more expensive to
print on HP printers than on Xerox multifunction printers. Scan to your e-mail is free. If your free print runs
out, you have the opportunity to buy extra in the system.
You can see prices for printing and guides for using
the print system at print.ruc.dk.
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Parking
at RUC
You need to make your own parking permit at
parkering.ruc.dk.
The parking permit is valid for one calendar year at a
time and must be renewed every year in December.
•
•
•

You might park the following places at RUC: P1, P2
and P3 (see the map)
You do not need a parking permit to park on P1.
(see the map)
Parking outside the marked stalls is not allowed
within the parking zone.

In Servicedesk in building 03 you can get a plastic
pocket for the parking permit (credit card size) that
can be glued to the windshield of the car.

16

MazeMap

Find your way on Campus
Use MazeMap to find your way on RUC’s Campus.
You can download the MazeMap App to your phone
(Android and IOS) or access it via a browser at
www.mazemap.com.
When you open MazeMap, choose Roskilde
University as a place. If you allow the App to access
your location, and if you know the location where the
teaching takes place, you will be able to get directions
to find the location.
Please note that we are not yet fully up to date with all
our building data, which may influence the road map.
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Serviceportal
and support
Find answers to most questions about IT and RUC’s
Campus at serviceportal.ruc.dk
You can use the search box at the top as you use
Google.
If you do not find an answer to your question, please
contact us via the portal or send an e-mail to
servicedesk@ruc.dk.
You can also contact us personally in our opening
hours in Reception and Servicedesk in building 03,
or you can call our acute telephone at 4674 3600 if
urgent.
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Ten useful tips on IT security
All students should follow the following 10 useful tips regarding IT security:
1. Never tell your password to
others and make the password
so it’s easy to remember and
hard to guess.
2. Do not reply to e-mails that ask
you to provide your RUC login
and password.
3. Disregard any inquiries that
warn that your account is about
to expire or is missing storage
space.

4. Don’t click on links in e-mails
that lead you to suspicious web
pages. Hold the mouse over the
link first to see which site the
link takes you to.
5. Lock your computer with a
screen saver when you leave it.
6. Make sure your operating
system is up-to-date and that
there is antivirus program installed. You can get Sophos for
free when you study at RUC, see
serviceportal.ruc.dk.

7. Store documents and data on
OneDrive and Teams, and not
just locally on your computer.
8. Do not publish personal information such as cpr-nr on the
Internet. Please, use your study
number in the project report.
9. Consider where you leave personal information - e.g. on laptops,
mobile phones, USB keys.
10. Always use your common sense...
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