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What are credit recognitions?

• Credits from other universities:
o after a semester (or two) abroad, for example with 

ERASMUS, or self-organized,
o or after you changed university, for example if you 

started your Bachelor in Munich, but wish to finish it at 
Heidelberg University,

o or (more rarely) credits from non-university institutions 
(for example the Pädagogische Hochschule) or 
summer/winter schools.



What are not recognitions?
• If you earned credits inside of Heidelberg University:

o These should automatically booked within heiCO, independent 
if you are from the faculty of physics or from, say, chemisty,

oNote: in the first heiCO-semesters it can still happen, that some 
university institutions still issue certificates, instead of booking 
credits directly in heiCO. These certificates can be handed in at 
the student secretariate (INF 227).

• Projekt practicals (WPProj, MVProj)
o Please hand in the certificate, or ask the teacher to report the 

project directly at the student secretariate. And don't forget to 
state the title of the project 😉.



Credit Recognitions:
A multi-facetted affair



Two types of credit recognition

• Recognition as Heidelberg module:
o Example: "Introduction to Statistical Physics" of Uni Nice (France) 

with 10 ECTS credits is recognized as our "Theoretical Statistical 
Physics (MKTP1)" Master core modul with 8 ECTS credits.

o Advantage: One can get compulsory modules recognized
o Disadvantage: Sometimes you lose a few credits (here: 2)

• "Import" a module from the other university:
o Example: "Introduction to Statistical Physics" of Uni Nice (France) 

with 10 ECTS credits is recognized as "Introduction to Statistical 
Physics (Nice)" in Master Specialization with the full 10 ECTS credits. 

o Advantage: The full 10 credits can be "imported".
o Disadvantage: "Only" as an optional module.



What is important for me?

• Before you request a credit-recognition, spend some 
time considering, where you need these credits 
(="Studienplankontext"):
o In your Bachelor?

§ As one of the compulsory modules (e.g. PEP5)?
§ Or to obtain the minimal required Wahlpflicht (≥14) or UK(≥20) 

credits?
§ Or to get to the total of 180 credits?

o In your (current or future) Master?
§ As core module (e.g. MKTP1)?
§ Or in Specialization (for the oral MVMod-exam)?
§ Or to get to the total of 120 credits?



Recognition is semi-permanent
• A recognition of credits is always linked to a node in 

your study plan. 
• These credits cannot be "moved" afterward 

(different from the LSF/POS times!).
• Example: If your course "Introduction to Statistical 

Physics" from Nice (France) is recognized as core 
module MKTP1, then you cannot afterward move it 
in "My Degree Programme" to the Specialization 
Area. 
• Your only option: Redo the recognition procedure 

(at least for the lecture in question).



Therefore better plan ahead!

• Request your recognitions into the right study plan 
nodes right from the start. For example:
o If you (in Bachelor) wish to take a lecture "with you into 

your Master", better indicate this from the outset. (*)
o If you (in Master) do not intend to use a lecture for your 

oral MVMod-exam, then do not ask recognition into the 
Specialization Area of your Master.

o If you (in Master) already have two core courses in your 
Core Area, then do not request recognition as  
MKEPx/MKTPx (unless, you wish to swap an old one for 
the new one).

(*) Or wait with recognition of this module until you arrived in your Master.



What if I am still undecided?

• Sometimes your best strategy depends on the 
results of future lectures/exams.
• That means that it may sometimes be better to wait 

with recognition until a later time.
• But the ERASMUS-Office typically requires a 

recognition confirmation. And besides, you may 
want to know how many credits you could get.
• Solution: First complete "Step 1" of the recognition 

procedure (see later), and delay "Step 2" to later.



Two Steps
to Credit Recognition



Two Steps to Credit Recognition

1. Formal Recognition
a. Fill out the online Physics Credit Recognition Form.
b. The chairperson of the exam board gives comments on the form and 

gives advice.
c. After one or more iterations, the chairperson and the student 

(hopefully) agree how these credits can be recognized.

2. Entry of the recognition into heiCO
a. Student goes into heiCO to "Recognitions / Achievement 

supplements" à "Operations" à "New recognition"
b. He/she enters the data for the recognition as agreed upon in Step 1.
c. The student secretariate checks this, and (if all is ok) confirms it, 

setting it to "valid".

https://www.ita.uni-heidelberg.de/~dullemond/prueaus/index.php


Step 1



Step 1: Formal Recognition
https://www.ita.uni-heidelberg.de/~dullemond/prueaus

Note: Do not forget to switch to "ANERKENNUNG" (=recognition).



Step 1: Formal Recognition
https://www.ita.uni-heidelberg.de/~dullemond/prueaus

The node in your study
plan where to "put it".



Step 1: Formal Recognition
After you finished the form, you will receive a summary, and a Code (here: 
DOQVDMIS). You should then send this code in an email to the chairperson of the 
examination board of physics.



Step 1: Formal Recognition
Code and Transcript of Records (ToR) via EMail 
to the chair of the examination board.

pavorsitz@zah.uni-heidelberg.de

Susanne Schmidt - susanne.schmidt@stud.uni-heidelberg.de



Step 1: Formal Recognition

• From here onward, an email-exchange takes place.
• If necessary, you can also come into the 

consultation hour of the chairperson (please send 
email to pavorsitz@zah.uni-heidelberg.de to obtain 
the Zoom-Links for the online consultation hour). 
• As soon as you and the chairperson agree about 

the recognition, the chairperson sends an email to 
the student secretariate with the apropriately 
adjusted form...



Step 1: Formal Recognition
You will receive the recognition email with 
the details on how the recognition is 
approved. A copy of this email goes to the 
student secretariate.

Susanne Schmidt - susanne.schmidt@stud.uni-heidelberg.de

This concludes Step 1.

If you include in your email the ERASMUS-
Form, then you will obtain a signed version 
of this back from the student secretariate, 
so that you can send this to the ERASMUS 
office of the university.

You do not have to immediately follow up 
with Step 2 from this point onward. For 
example, if you wish to wait for the results 
of some exams, you can wait with Step 2 
until those are in. 



(A note on the ERASMUS-Form)

https://www.uni-heidelberg.de/de/international/erasmus/outgoing/formulare-und-downloads

Of course only if your stay 
abroad was through the 
ERASMUS programme



(A note on the ERASMUS-Form)

https://www.uni-heidelberg.de/de/international/erasmus/outgoing/formulare-und-downloads

Please fill out the form as far as you can before sending it! The student 
secretariate then checks its correctness, signs it, and sends it back to you by 
email. 

Schmidt, Susanne Tabea

Physik

Prof. XYZ

Université de Nice

x x

45

34



Step 2



Step 2: Entry of data into heiCO
• Now you have to enter the recognition into heiCO 

yourself.
• Why? Several reasons:

oWith the new heiCO software, credit recognitions have 
become considerably more complex. To avoid 
overloading the personnel in the student secretariate, 
we are forced to offload this task to the students 
themselves.

oBy entering these data yourself (=the student), you will 
understand better how the recognition is done,

o and why it is important to carefully plan the recognition.



Step 2: Entry of data into heiCO

• Why then Step 1 in the first place? Because:
o The online form of Step 1 is much simpler, and by 

returning plain text, it allows easier discussion via email 
with the chair of the examination board. 

o The online form of Step 1 is specially designed for the 
requirements of the physics curriculum, it automatically 
converts grades, automatically gives tips and advice, and is 
much simpler and easier than the heiCO form (as you will 
see soon...).

oWith Step 1 you already have a recognition, even if you 
would like to carry out the more complex Step 2 at a later 
point (or in two substeps).



Step 2: Entry of data into heiCO

• Am I allowed to start straight with Step 2, without 
first doing Step 1?
o In principle yes, but then you should enter the data into 

heiCO flawlessly from the get-go. If not, your recognition 
request will be rejected without comment.



Step 2: Entry of data into heiCO

(Hold on tight 😬)

So let's dive into it!



Step 2: Entry of data into heiCO
Schmidt, Susanne Tabea

Schmidt, Susanne Tabea (4012345)

Susanne Tabea Schmidt

Here you can see that Ms. Schmidt already has credits from Toronto recognized, and 
that an additional 2 lectures have been entered manually.



Step 2: Entry of data into heiCO
Schmidt, Susanne Tabea

Schmidt, Susanne Tabea (4012345)

Susanne Tabea Schmidt

But now we would like to enter a new recognition.



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO

Select the external university. 
If not available: Choose YY.

Today's date

Schmidt, Susanne Tabea

Make sure that here the correct 
study programme is selected: 
82=Ba, 88=Ma, 128=Physics. 



Step 2: Entry of data into heiCO

Enter the code from Step 1, 
so that that form can be 
found quickly.

And don't forget to save.

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO

Switch to "Positions"

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Create a new position



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

A "Position" states: 

which lecture from abroad should 
be recognized, and, 

as what, and in which study plan 
node it should be recognized.

You can, if necessary, have e.g. 2 lectures being recognized for 1, or 1 for 2. This 
can be useful if credit points have to be "borrowed" from other lectures to 
match the requested number of credits of the Heidelberg lecture.



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Now first "Course(s) to be 
recognised: add"



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO

Exam date is the date 
the written or oral 
exam took place. Is not 
too important.

Wochenstunden are irrelevant 
(take it =ECTS credits). 

Nr of credits at the other 
university, as appropriately 

converted into ECTS credits. 

Please enter the same 
lecture IDs as in Step 1. 
These are the lecture 
IDs at the other 
university

And don't forget to save and close.

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Next determine how to recognize 
it/them.



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Here you see the "tree" of your study 
program. Klick down (up) the tree until you 
find the desired node.

ç
To take a lecture achievement "with you into 
your Master study", it has to be put into the 
"Zusatzleistungen" ("Additional courses").

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO
Schmidt, Susanne Tabea

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO
Schmidt, Susanne Tabea

Select the node. Here: Each of the 
"Zusatzleistung" ("Additional 
course")-nodes is equivalent. These 
are 10 slots into which you can put 
one lecture achievement each. Just 
select any one. Sometimes some 
are occupied and can therefore not 
be selected (they have no circle to 
select).

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO
Schmidt, Susanne Tabea

X CAREFUL: Only select nodes with a 
green bullet (=exam nodes)! These are 
the leafs of the tree. You are only 
allowed to select leaves.

False

Correct

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO
Schmidt, Susanne Tabea

ANOTHER DANGER: If you have multiple 
Positions in the same Anerkennung, 
remember which nodes you already used in 
the previous positions, and DON'T USE THE 
SAME! It will break the Anerkennung. HeiCO 
won't remove the node you already used, 
because it isn't confirmed yet... 

Then use 
this one in 
Position 2

Schmidt, Susanne Tabea

If we used 
this one in 
Position 1



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

First: select the Semester in which the lecture took place.



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

Then select "Anerkennugsobjekt" ("Recognition object"). Often it is already listed 
as one of the AXXXXX Options (you may need to scroll down!). 

However, in this particular case it is not what we want: We want it to become 
the core lecture "Theoretical Statistical Physics (MKTP1)"!



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

So we have to create a new recognition object.



Step 2: Entry of data into heiCO
Title (as in the module handbuch or in the heiCO lecture list)

SWS are irrelevant (just 
take = ECTS credits)

The ECTS Credits (=Leistungspunkte) have to match 
those of the core course MKTP1. We'll lose 2 credits, 
but alas. 



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

Now select the recognition object: This time the newly created one. 



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

Next enter the grade, and then klick 1x (!) on "Hinzufügen" ("Add"),
and then close.



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

If you hover with the mouse over this "i" (do 
not klick on it), then the study context (the 
node) is shown to which it is attached.



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

Now save and close



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

Yay 🥳: The first position has been entered!



Step 2: Entry of data into heiCO
Next the second 
position, namely 
"Condensed 
Matter Physics" 
which we would 
like to recognize as 
PEP5. We will skip 
here many of the 
steps, and start at 
the selection of the 
node... 

Also here: Be careful to 
only select the green 
bullets.

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO

Here we do not need to create a new recognition object, as the PEP5 lecture is 
already in the list.

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

Now both lectures are done! But don't relax yet!



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

You have to confirm all positions (which implies sending 
the entire thing to the student secretariate for appraisal)



Step 2: Entry of data into heiCO

midt, Susanne Tabea

You have to confirm all positions (which implies sending 
the entire thing to the student secretariate for appraisal)



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

Now all the symbols on the right are green!



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

This 0 means, that the student secretariate has not yet verified this recognition 
request.



Step 2: Entry of data into heiCO

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

Schmidt, Susanne Tabea

But these 2 / 2 mean, that you have successfully entered 2 positions, and 
confirmed both of them. 



Done...

🥵
Finally, please send a short email (with Matrikelnummer and Form-Code from Step 1) to the 
student secretariate (p_a_secr@physik.uni-heidelberg.de) to notify them of your 
Anerkennung. Then you need to wait until the student secretariate will verify the 
recognition request (and check it against the form of Step 1). If your credits have not yet 
been verified after about 2 weeks, please send a short reminder email.



Further random tips:

• In BSc: UKSprache goes in Überfachliche Kompetenzen --> 
Fachspezifische Zusatzqualifikationen --> ZQ Optionen.

• In MSc: Any UK modules go into Options (Wahlbereich).
• In MSc: In the Specialisation Module (MVMod) only those 

lectures that you include into your oral MVMod-Exam 
should be present. All other lectures (even if they are 
MVSpec-lectures) should be in Options (Wahlbereich).

• In MSc: In the Core courses only 2 slots should be filled. Any 
additional core courses should be moved either to MVMod
(see previous comment), or else to Options.



In case you change your mind 
about your recognition

• If you, in spite of careful planning, still need to 
change or correct your recognition, send an email 
to the student secretariate. 
• The student secretariate will then switch your 

recognition to "not valid", so that you can edit the 
positions.
• Please do not create an entire new recognition! 

Instead, change the old one.
• However: the "is/are recognised for UHD course(s)" 

part of any position cannot be edited, and instead 
must be re-entered.


