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General information and points of contact 

Our goal at OeHT is always to improve the processing of applications for applicants and filing agents. For this reason, we have 
developed the new OeHT Customer Portal 2.0 as a platform for submitting and processing applications for funding online. 

The following functions can be performed in the OeHT Customer Portal: 

— Simple registration of user data 

— Work together with others on online forms by assigning them permissions 

— Keep up to date with the status of submitted applications 

— Make applications for different customers using just one user account 

— Use a central one-stop shop for your funding 

— Communicate via portal messages (e.g. for requests, filing of additional documents etc.) 

If you experience any technical difficulties, please do not hesitate to contact us. Our support team is available at the following 
times: 

OeHT opening hours (on banking days) 

Monday to Thursday, 8 a.m. to 4:30 p.m. Friday 
8 a.m. to 1:30 p.m. 
(tel.: +43 1 51530-0) 

Contact details for support and administrators 

Email: kundenportal@oeht.at 
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Registering a new user 
 

 

 
 

Before you can log in and create or edit any application for funding, you first need to register your user details at 
https://portal.oeht.at. 

1. Choose your role by selecting either ‘Applicant’ or ‘Filing Agent’ 

2. Enter your details and set a password 

3. After clicking on ‘Register now’, an email will be sent to your specified email address containing a link for 
activating your user account 

4. After activation, you can log in using your user details (email address, password) 
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Login 

 

  

In the login area, use your registered email address and password to log in and go to the home page/dashboard of the OeHT 
Customer Portal. 

If you have forgotten the password, you can reset it via the ‘Forgotten password’ link. An email containing a link for resetting the 
password will then be sent to the registered email address. You can then set a new password. 
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Overview – layout and functions 

 

 

 

The overview lists all applications that have been created, edited or submitted in the OeHT Customer Portal. 

This is also where you will find the following functions: 

1 Portal messages: manage (send and receive) portal messages relating to the applications you have created 

2 User administration: change user details and password, delete user 

3 Create new application: gain an overview and information on products currently on offer and create a new application 
for the desired product 

4 Search: search for applications by ID or name 

5 Application overview: open relevant applications in the application overview 
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Application overview 

 

The overview lists all applications that have been created, edited or submitted in the OeHT Customer Portal. From the time it is 
submitted, the application will have a status that is appropriate to the product in question. 

Applications may have any of the following statuses: 

— Drafting application: you are preparing the application and, once it is complete, 
you will submit it 

— Checking application: you have submitted your application and the OeHT representative is currently checking the application 
for 

formal correctness and completeness 

— Application returned: you have submitted your application but the OeHT representative has sent it back, leaving a 
corresponding note 

(e.g. missing project description) 

— Submission received: you have submitted your application and the OeHT representative has received the application for 
further processing 

— Additional application documents required: the OeHT representative has requested further documents for verification 
purposes 

— Checking additional application documents: the OeHT representative is currently checking the additional documents 
you have submitted 

— Verifying details: you have submitted all the documents relating to the application and the OeHT representative has 
progressed the 

application to the verification stage 

— Application pending approval: the application is pending approval by OeHT 

— Processing offer of funding: the approval process is complete and the offer of funding is being prepared for dispatch 

— Offer of funding accepted: you have accepted the offer of funding 

— Sending contract: the approval process is complete and the contract is being prepared for dispatch 

— Contract sent: OeHT has sent the contract to you 

— Contract accepted: you have accepted the contract 

— Releasing funds: the funds are in the process of being released 

— Workflow complete: the funds have been released and the application is complete 

— Application declined: the application has been declined 

Tip: To get a better overview of your applications, you can sort the individual columns of the application overview by clicking on 
the relevant column heading. 

 



 

 

 

OeHT Customer Portal User Guide – V. 2.1 8 / 17 

Portal messages 

 

Click on the message icon to enter the Portal Messages area. In its design, this area is similar to conventional mail programs and is 
intended to replace email as the platform for all communications concerning existing applications. 

Applicants and filing agents can use portal messages to make enquiries about specific applications (quoting the application ID), 
submit additional documents and accept contracts etc. Depending on the application status, the portal message is automatically 
sent to the relevant department within OeHT. 

OeHT uses portal messages to communicate relevant information on specific applications (changes of status, requests for additional 
documents, sending contracts etc.) to authorised persons. 

Once OeHT obtains or sends information concerning an application via a portal message, all authorised persons receive a 
notification by email confirming that a new portal message has been received (the email is sent to the address provided during 
registration). 
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Applications that have been sent and received, and also any draft applications, are saved and can be viewed again here at any 
time: 
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The following functions are available in the portal messaging system: 

- Create messages 

- Enter the subject 

- Upload attachments to messages 

- Save created messages as drafts or send them now 

- Send or delete created drafts at a later stage 

Please note: Portal messages can be sent only to users who are authorised to access the specified application. 
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User profile 

 

By clicking on the email address of the logged-in user, you can: 

1. edit the user profile, i.e. 
- change last name/first name 
- change password 
- delete user 

2. log out of the OeHT Customer Portal. 
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Creating a new application 

 

Clicking on ‘Create new application’ gives you 

- an overview of the funding products currently on offer 

- detailed information and links to the relevant product page on the OeHT website (click on ‘more info’) 

- the option of applying for the desired product (click on ‘apply’) 
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Give other users access to applications 

After opening an application in the application overview, click on ‘Authorised persons’ to bring up a list of users who have read or 

write access to the relevant application: 

 

 

By clicking on ‘Add’ you can add further authorised persons or delete existing permissions: 

Please note: permissions can only be given to users who are already registered in the OeHT Customer Portal! 
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Completing forms 

The details relevant to the application are to be entered in designated sections of the form: 

 

Clicking ‘Submit’ validates the details currently entered and brings up red text to highlight any sections where details are still 
missing. 

 

Once a section of the form has been completed, it will be marked with a green tick in the navigation menu: 
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Submitting an application 

Once all sections of the form have been completed (and so are marked green), the application can be submitted. The application is 
then given the status ‘Checking application’ and you (as well as all other users authorised to view and/or edit the application) will 
receive a portal message confirming the submission/status change. 

 

The workflow bar on the left side of the window shows what the next step of the process is. The arrow on the far left indicates the 
current stage of your application within the workflow. 

Please note that any additional documents should be requested and/or submitted only via the OeHT portal (as a portal message or 
by uploading such documents directly to the submitted application). 
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Application – PDF download 

Applications that have attained ‘Submission received’ status can be downloaded as a PDF. To download the file, click on 
‘Application PDF’.
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