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Areas of Responsibility:

International Office

• Questions about ERASMUS funding
• Grant Agreement
• Questions about the stay or the host university
• Nomination at the host university
• Documentation Learning Agreements

International Office

• Arrangement of the course selection
• Signing of the Learning Agreements
• Recognition process

ERASMUS+ 
Departmental 
Coordinator
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Learning Agreement:

International Office

•BEFORE the Mobility (for all fields of study and the complete 
mobility period)

• Deadline (see Check list)

1. Learning 
Agreement

• DURING the mobility
•Changes during mobility (until 5 weeks after beginning of classes)
• See Step by Step Guide Changes

2. Learning 
Agreement Changes

• AFTER the mobility
• Transcript of Records 
• Apply for recognition in the department

Transcript of Records, 
Recognition

Guides: www.erasmusout-eu.uni-trier.de
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http://www.erasmusout-eu.uni-trier.de/


International Office     4

Note

 Please discuss the course selection with your Erasmus+ coordinator at your home university  
before you complete the Learning Agreement, Part I.

 Usually, you are required to take 30 ECTS. This can vary if the Erasmus+ coordinators give 
their approval. 

 The agreements in LA part I and II are binding. If you make non-approved changes or do not 
perform accordingly, you may have to return part or even all of the ERASMUS+ funding. This 
will be clarified on a case-by-case basis with the Erasmus+ coordinator, the International 
Office and the student. (As a rule, funds will not be reclaimed if all the agreed courses have 
been attended and the exams have been taken but not passed.)

IMPORTANT !



International Office     

1. Login
https://learning-agreement.eu/
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https://learning-agreement.eu/


International Office     

1. Login

Please choose Trier 
University

1.

2.

Please log in with your 
Trier University student 
ID (E-Mail)

Please log in with your Trier University student ID (E-Mail)
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International Office     

1. Login

• Register with MyAcademicID and enter your personal details
• You will receive an e-mail that your account has been created
• You can then log in at https://learning-agreement.eu/
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https://learning-agreement.eu/


International Office     

2. Create your Learning Agreement

If you have successfully created your 
account, you will see this page:

Click on ´Create new´ to create your Learning Agreement.

8



International Office     

Click on ´Semester 
Mobility´
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2. Create your Learning Agreement



International Office     

Step 1: Student information

Check your personal data. If you want to 
change the data, click on ‘My Account’. 
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2. Create your Learning Agreement



International Office     

Step 2.1: Sending 
Responsible Person

Add the details of your 
subject coordinator at 
Trier University (can be 
found in the letter of 
acceptance)

Step 2.2: Sending Admin 
Contact Person

First name: Anne
Last name: Schneider
Position: International Office
Email: anne.schneider@uni-trier.de
Phone number: +496512012868
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Please note: Enter the academic 
year in which you will be abroad 
(example: you are going abroad in 
winter semester 24/25: 2024/2025; 
you are going abroad in summer 
semester 2025: 2024/2025)

2. Create your Learning Agreement

mailto:anne.schneider@uni-trier.de


International Office     

Step 3: Receiving Institution 
= Your host university              

Please enter the contact details of the 
contact person at the host university 
here*

*Receiving Responsible Person 
= Subject coordinator at the host university
*Receiving Administrativ Contact Person
= Contact person at the International Office 
at the host university
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2. Create your Learning Agreement



International Office     

Step 4.1: Period of stay

Enter the academic year in which you will 
be studying abroad here 
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Step 4.1: Period of stay

Enter the academic year in which you will 
be studying abroad here 

2. Create your Learning Agreement



International Office     

Repeat this for each course that you will attend 
at the host university

1

2 3
4
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Step 4.2: Courses at the host university
In the next step, you must complete Table A. Please 
list all the components that you will attend at the 
host university. 

Name as stated in the course catalogue
      Component Code
      ECTS 
      Semester (period of stay) 
      Click on „Add Component to Table A“

1
2
3
4
5
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2. Create your Learning Agreement



International Office     

Step 4.3: Additional details
      Filling in not necessary              Main language of instruction at the host university         Level of language competence1

1

2

2

3

3
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2. Create your Learning Agreement



International Office     

Repeat this for each course that you will attend 
at the host university

Step 4.4: Courses at the University of Trier 
In the next step, you must complete Table B. Here 
you list all components from the Trier University 
curriculum that are to be recognised at Trier 
University.

1

2 3 4

5

Name as stated in the course catalogue
      Component Code
      ECTS 
      Semester (period of stay) 
      Click on „Add Component to Table B“

1
2
3
4
5

16

2. Create your Learning Agreement



International Office     

*If you want to delete a course, click on ‘Remove’ and then 
‘Confirm removal’
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2. Create your Learning Agreement



International Office     

Step 5: Virtual Components
In the next step, you can enter the courses 
you will be attending online at the host 
university in Table C. 
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2. Create your Learning Agreement



International Office     

3. Finalise the Learning Agreement

Step 6: Signature and approval

Sign your Learning Agreement and 
click on ´Sign and send the Online 
Agreement to the Responsible 
Person at the Sending Institution 
for review´.

The Responsible Person Sending 
Institution that you specified in 
Step 2 will then be notified 
automatically.

Note: The signed OLA can only be changed if the subject coordinator rejects it in the 
system. 
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International Office     

If you attend courses from two different subjects during your semester abroad and wish to 
have them recognised in two different subjects after your stay, you must obtain the approval 
of the second coordinator:

1. Download a pdf version of the document

2. Send the pdf document by e-mail to your second subject coordinator (and a copy to the 
first subject coordinator) with a request for approval. 

Please note !
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International Office     

Please send the final PDF version of the Learning Agreement to 
erasmus.out@uni-trier.de

If the ‘Responsible Person Sending 
Institution’ (1st subject coordinator at Trier 
University) has signed the Learning 
Agreement virtually, the ‘Responsible 
Person Receiving Institution’ at the host 
university is automatically notified*.If the 
subject coordinator rejects the OLA, the 
OLA can be edited/changed again.

Once the responsible person at the host 
university has signed the Learning 
Agreement, you will receive a notification 
by e-mail and can download the final 
version. 

*For two subjects: The main subject coordinator can only approve the 
Learning Agreement once authorisation from the second subject has been 
received.
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3. Finalise the Learning Agreement



 Not all host universities are connected to the ONLINE system yet. 
 You will not receive an error message if your host university is not connected to the system. 
 Therefore, please follow the instructions of your host university and regularly check whether your Learning 

Agreement has been authorised in the system.
 If your host university is not connected to the system, please download the Online Learning Agreement signed 

by your subject coordinator as a PDF from the system and send it by e-mail to the subject coordinator at your 
host university. (See next slide)

Important!

International Office     22



Click on ‘My Learning Agreements’ and an overview will appear. 

Downloading the OLA from the system

International Office     23



All instructions and the checklist can be found at
www.erasmusout-eu.uni-trier.de

International Office     24

http://www.erasmusout-eu.uni-trier.de/
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