
Online Learning Agreement  

 

Dear Incoming Student, 

Before you start your stay, you need to create a Learning Agreement and have it signed by both the 
home university and the partner university – your FU departmental coordinator. 

To create a Learning Agreement, please log in at www.learning-agreement.eu with the data of your 
home university. (Please check the data with your home institution) 
 

  
  
You will start on the “My Account” page with filling all necessary information. 

 
After you have filled in your data, click on the save button and you can create a Learning Agreement 
on the next page. 

http://www.learning-agreement.eu/


 
 

Clicking on "Create New" opens a form that you have to fill in step-by-step. 
 

 

It is important that you ask your home institution which information you shall fill under the section 
Sending Institution (2). 

For the “Receiving Institution (3)“ section, you will receive the responsible contact (FU departmental 
coordinator) from our Incoming Office (incoming@fu-berlin.de). As administrative contact please fill 
in Incoming Office and the e-mail address incoming@fu-berlin.de  

!Important: Please do not enter just any address or contact person, as only certain persons are 
authorized to sign your Learning Agreement!! 
 
Once you have filled in all the fields and selected your courses accordingly (please enter only valid 
courses and corresponding course numbers), you can send the OLA.  Your registered contact of the 
"Sending Institution" will receive an email asking for their signature in the system.  

After the home university has signed, an email will automatically be sent to the contact at Freie 
University, also with a request for signature. Once all parties have signed, you will also receive a 
message via email. You can download and save the OLA as a PDF from the system at any time. 

You can change the Learning Agreement throughout the process and emails will be generated again 
to signees to sign again.  

Authorized signers can also reject the OLA with a reason, which will result in you having to edit it 
again. 

When you receive a rejected OLA back, you will receive an email stating that your OLA has been 
rejected. You can view the reason for rejection in your Learning Agreement under Commitment (5) at 
the very bottom: 
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