
Acknowledgement of Examination Achievements via PLUSonline 
Guidelines for Students of Curricula Versions from 2016W (as of 2023) 

Application for acknowledgement of achievements completed and certified at extramural educational institutions have to be done in the PLUSonline 
system; please follow these steps: 

1) Log in to PLUSonline. 

2) Next, click on "Anerkennungen/Leistungsnachweise = Acknowledgement/Proof of Achievement": 
 

 

3) In the top left under "Aktionen = Actions" click on "Neue Anerkennung = New Recognition": 
 

 

 

 

4) A window will open, which needs to be filled in. 



 
 

a) Select your PLUS study program for which you wish to request acknowledgement! 

b) Next, choose "Allgemeine Anerkennung = General Acknowledgement" only! 

c) Under „Bildungseinrichtung = Educational Institution“  select the institution where the exam(s) were successfully completed, case 1 PLUS or case 2  
the extramural institution (e.g. GBR University of Oxford) – depending on which exam you wish to have recognized! 

Example of an extramural Institution: 
 



Example of your own University: 
 

d) Enter the current date. 

 
e) Click "Speichern = Save"! 

 

 

5) After "Speichern = Save" you can close the window. 



Next, at the overview page, view application under the selected study program and the current date, to find your  
"Allgemeine Anerkennung = General Acknowledgement". 

Example of an external institution: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
a) To create the first position within "Allgemeine Anerkennung - General Recognition" click on 0/0/0 in the row. 

  



 
b) A window for creating the first position (Position 1) will open. Click on "Aktion = Action" and then "neue Position = New Position“. 

 
 

 

 

 

 
Note: For each exam that has been successfully completed and for which you apply, the individual process must be repeated. This means a new 

"Position" must be created for each exam by selecting "Neue Position = New Position"! 

EXCEPTION: If one or two courses are to be credited for "Freie Wahlfächer = Elective Courses", NEVER use an A00-number (=the entire module). Instead, 

use the specifically configured "FW" = "Freie Wahlfach Anerkennung = Elective Recognition" courses, such as "614.FW1, FW2, etc."  

WARNING: Only use preconfigured "Freie Wahlfach Anerkennung = Elective Recognition" course IDs once! Otherwise, credits will be overwritten by the 

latest application / position! 

EXCEPTION: For entire modules (whether compulsory or elective) and for elective courses, bundle all (PLUS-) courses into a single position and next, 

under "wird/werden anerkannt für PLUS-Veranstaltungen = approved for PLUS course(s)," select the "Freie Wahlfächer = Elective Courses" together 

with an A00-number (=the entire/complete module)! 

c) Now enter the first certificate (extramural institution) that you want to apply for acknowledgement at the University of Salzburg. 

➔ Next to „anzuerkennende Veranstaltung = Course to be acknowledged," click on "hinzufügen = add." 

c) Enter „Bezeichnung= Title" (name of the exam) 

d) Enter “Wochenstunden = weekly hours” or ECTS points  

e) Enter “Originalnote = original grade” of the exam 

f) Select “Lehrveranstaltungsart = type of course” for the exam 

g) Select “Studienjahr = academic year” in which the exam was taken 

h) Click "Speichern = Save" 

 



 

 
TIP: If you wish to apply with a bundle of extramural exams for single certificate at Salzburg, simply add another certificate under the same position by 
clicking on "anzuerkennende Veranstaltung(en) hinzufügen = Add Course to be Acknolwledged." This step can be repeated as many times as necessary. 

 
For certificates completed at PLUS: A list of all completed exams will open. 

6) Next, indicate which extramural certificate should be acknowledged at PLUS. Acceptance can be for a specific compulsory or elective course, or 

for elective subjects: 

a) Click on "hinzufügen = Add" next to "wird/werden anerkannt für PLUS-Veranstaltung(en) = Acknowledged for PLUS course(s)“. 

 

 
b) A window will open where you can select the PLUS course ID. Choose the particular ID which is equivalent to your certificate. 

c) Search for and select the desired exam to be determined. 



d) Open your enrolled study plan tree by clicking the "+" symbol and select the radio button in front of the green flag (= exam node) for the 

corresponding exam. 

e) Choose the desired PLUS course ID by clicking "Auswählen = Select". 

 

 
f) After clicking "Auswählen = Select" the following window will automatically open: 

- Select the current academic year Semester“ 

- Choose the “Beurteilung = grading” based on the PLUS grading system that corresponds to the „anzuerkennende Prüfung 

= exam to be acknowledged“ as outlined in step 7.3 of the info guide-line. 

-  Complete the process by clicking „Hinzufügen = Add“! 
 



- After clicking "Hinzufügen = Add" close the exam selection window. 

- In case the desired certificate ID is not available as an actual course in the system, a virtual recognition position (A....x) will be created. 

 
TIP: If the certificate is to replace several PLUS certificates simply repeat the steps under the same position. 

 
NOTE: Please do not use exams from older academic years that are not associated with the current curriculum. Otherwise your 

recognition cannot be assigned to your Curriculum Support. 

 
 

 
7) The previous window will now appear expanded to include the selected PLUS certificate. 
8) To finalize "Position 1" which is the application for the first certificate, click "Speichern und Schließen – Save and Close". 

 

 

 
TIP: Access your notice positions at any time, click on the three digits of the desired "Allgemeine Anerkennung = General Recognition"  
(e.g., 0/0/0 or 1/0/0) under "Anerkennungen /Zeugnisnachträge = Acknowledgement / Transcript Updates". 



9) Acceptance of Elective Courses = Freie Wahlfächer: 
 

a) If certificates are to be credited as “anzuerkennende Veranstaltung = Elective Courses“, click "hinzufügen = add" under “anzuerkennende 
Veranstaltung = Course to be recognized". 

 

 

b) Then select (click on) the respective course that is to be credited as an Elective Course and click on " Abbrechen/Schließen = Cancel/Close". 

c)  



d) Thereafter the following window will open – now click on „wird/werden anerkannt für PLUS-Veranstaltung(en) hinzufügen = add acknowlegement for 
PLUS course(s)“: 

 
 
 
 

e) Within the next window select the radio button in front of the orange cross (exam node) next to “Freie Wahlfächer = Elective Courses" 
(if it should be credited for the whole module) or the turquoise button (if only one course is to be credited for part of a module) and then click on 
"Auswählen - Select: 



f) Now the following window will open: 

 
 
 
 
 
 
 
 

 
g) Select the current academic year under "Semester". 
h) Under "„Soll hinzugefügt werden = To be added" choose one of the available courses for acknowledgement (identifiable by the label, e.g. 

"Anerkennung 1 = Acknowledgement 1") 
i) Select the grading that corresponds to the PLUS grading system for the " anzuerkennende Prüfung = exam to be acknowledged". 
j) Then click on „Hinzufügen = Add" on the right! 

 



 
 
J

Complete the procedure by clicking “Speichern und Schließen = save and close”  



The application for approval of this certificate is completed by saving Position 1. If you wish to apply for further certificates, proceed with Position 2 (then 
Position 3, and so on). Repeat the previous steps. 

Once you have entered all the exams to be recognized, finalize the process by clicking on "Alle Positionen bestätigen = Confirm all positions". Changes 
will no longer be possible after this! 

 

 

 
 

 



As the final step of the approval process, please click on "Antrag Drucken = Print Application" in the top left under "Aktionen = Actions". The PDF document 

"Liste der beantragten Anerkennungen = List of Requested Acknowledgments" will open. This document serves as your application and must be signed and 

submitted along with the corresponding academic records to the Curricular Commission by using the following email address:  

anerkennungen.medizinische-biologie@plus.ac.at 

. 
 

 

 

 
 

 
If the Curricular Commission supports your application, it will be forwarded to the Legal Department where the final recognition notice will be issued. 
If you wish for the recognition to be implemented in PLUSonline as soon as possible (typically within two working days), you can submit a written waiver of 
appeal after receiving the notice. The waiver should state: "I hereby confirm receipt of the notice and explicitly waive the ordinary right of appeal for the 
respective notice." Send this waiver to bescheid@plus.ac.at (further details will be provided in the email sent with the notice). 
The acceptance will be available for you in PLUSonline under "Studienerfolgsnachweis mit Anerkennungen = Study Success Report with Recognitions" 
(other term: Leistungsnachweis = Performance Record, Prüfungsnachweis = Examination Record, Transcript of Records). 
 

 


