
User Manual – Online Application for Student Transportation Costs 

(“Schülerfahrkosten”) for Vocational Colleges (“Berufskollegs”) 

 

1) Open the Service Portal of the Aachen City Region (StädteRegion Aachen), 

the school authority responsible for your school: Startseite - Serviceportal 

StädteRegion Aachen 

 

2) Here you will find an overview of all available services. To apply for 

student transportation costs, you can either use the search function or 

click on „Schülerfahrkosten (für Berufskollegs)“ (“Student Transportation 

Costs (for Vocational Colleges)”) under „Schule, Arbeit & Bildung“ (“School, 

Work & Education”).  

 

 

 

https://bportal.staedteregion-aachen.de/
https://bportal.staedteregion-aachen.de/


3) After opening the service, you will see an overview page containing 

information, a description of the service, and the responsible 

department. In the upper-right corner, you will find a button that opens 

the separate application system used to submit transportation cost 

requests: 

 

 
 

The button is marked with a lock symbol if you have not recently signed 

in with your BundID account in the same browser. The lock indicates that 

you must log in before using the service. 

 

4) You must sign in with your BundID account to use the application system. 

If you do not yet have a BundID account, you must create one first. 

Information and assistance are available at Helpful information | BundID. 

 

https://id.bund.de/en/faq


Signing in with a username and password is sufficient; an online ID card is 

not required. If you already have a BundID account, you can log in directly: 

 

 
 

 
 

 

 

 

 

 

 

 

 



 

After signing in, a message confirming redirection should appear: 

  

 
 

 

By clicking “Weiter” (“Continue”), you will be returned to the portal or the 

service page. If this window does not appear, you can manually return to 

the Service Portal and navigate back to the service. The lock symbol should 

now be gone: 

 

 
 

 

 



 

After successful login, you can add students and submit new applications. 

 

First, under “1. Schüler:innen anlegen” (“Create Students”), click 

“Schüler:innen verwalten” (“Manage Students”), and then select “Schüler:in 

hinzufügen” (“Add Student”) in the new view. 

 

 
 

 

Enter the basic information and save it. Some data will already be 

transferred from your BundID account. You may adjust this information 

before saving if necessary. Make sure that all required fields (*) are 

completed correctly before saving. 

 

You will also see any students already stored in the system (for example, 

siblings you may have entered previously). 

 

To create a new ticket application, go to “2. Anträge erstellen” (“Create 

Applications”). Click “Meine Fahrkartenanträge” (“My Ticket Applications”) 

in the blue navigation bar at the top. 

 

You can save applications as drafts if you want to continue working on 

them later, or you can submit them immediately. Older applications can 

also be viewed here. The application overview shows the current status of 

each application. 

 



 
 

Information about your existing tickets can be found under “3. Fahrkarten 

verwalten” (“Manage Tickets”) by clicking “Meine Tickets” (“My Tickets”). 

 

5) Communication between you and the Aachen City Region takes place 

through the Service Portal mailbox. Therefore, do not look for messages in 

the service window itself (the “Antragstellermodul” (Applicant Module”)); 

instead, check the Aachen City Region Service Portal where you are still 

logged in (you may need to click “zurück” (“back”)). 

 

You will be notified there about new events, such as requests for additional 

information, and you can send responses including file attachments. The 

portal will also notify you by email whenever new information regarding 

your applications is available. 

 

 


