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Important information before getting started 

Local credits 

The local credits are the number of credits required to study at the partner university (in their local credit system) to 
be equivalent to full-�me studies at Jönköping University (JU) 30 ECTS/högskolepoäng (hp). 

Be aware that at some partner universi�es, the credit requirement differs between bachelor level and master level. 
You can see in the MOA Portal if this is the case for your partner university. It is the progression level decided by JIBS 
accreditors which decides what requirement to use. Example: If a course is given the level G2F it is the bachelor-level 
requirement which is used. For A-level courses, it is the master-level requirement. We recommend not to mix levels in 
these cases. 

General information 

Add courses in MOA before you go on exchange and make sure you have the required number of credits pre-approved. 
Keep in mind eventual holidays e.g. Christmas break and summer holidays where the review will take longer �me. We 
advise you to add courses as soon as possible a�er you received your place and before the end of the semester (going 
abroad in autumn = latest end of spring semester; going abroad in spring = before the Christmas break). 

It is your responsibility to search for and add the latest informa�on about the courses you are adding. Use the 
informa�on you receive from the partner university and their website. 

It is the accreditors at JIBS that are reviewing and approving your courses, not we at the Interna�onal Office. 

The course selec�on module in MOA has no connec�on to the partner university and its system. MOA is a JU internal 
system for course pre-approval and accredita�on. Follow the informa�on given by the partner university to get 
registered for their courses. 

Get started 

Log in to MOA and open your workflow.  

 

  

Click here 

Then click here to 
enter courses 

https://www.service4mobility.com/europe/PortalServlet?identifier=JONKOPI01&showAll=0&showPartner=0&preselectTab=ver_nav_button


 

Information required before adding a course 

To be able to add a course in MOA you need to have the following things handy. 

• Course code at the partner university 
 

• Course name at the partner university 
o Name must be in English 
o Don’t use capital leters (only for the first leter) 
o This will be visible in Ladok a�er your exchange 

 
• Add the local credits 

o Credits for the course at the partner university 
o You can see the local credit requirements for your partner university either in the MOA Portal, your 

MOA workflow or when adding a course 
 

• Upload a course syllabus 
o You must have a course syllabus to hand in a course 
o If you can’t find a syllabus, please contact your partner university 
o Informa�on needed is usually 

 Course prerequisites 
 Course content 
 Learning outcomes 

o Should you find this informa�on elsewhere, you can copy/paste it into a word document and upload 
this instead. This might be accepted by the accreditor. 
 

• Link to the course at the partner university 
o You can add the link to the course website if available 

 
• Study area 

o Select the study area with help of the info box 
o Try to find a study area that suits the course content best 
o Good to know: check if the study area changed a�er your courses have been approved. To smoothen 

the process, the accreditors are able to change the study area if it suits another beter.  
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How to add a course 

This is how the mask to add a course looks like. Enter the informa�on men�oned above into the respec�ve fields.  

Course code 
+ 

Course name (in English) 

Local credits at the partner university 

Course syllabus 
+ 

Link to course 

These fields are not used when you add a course for 
the first �me, leave it empty. It is only used for 

addi�onal informa�on when a course is rejected later 
 

Save the course here 

Choose a study area with the help of 
the box below 

Informa�on about local credit 
requirement 



 

The course catalogue 

When trying to create/save a course, you might get the following error message. 

This means that a course with the same course code and study area already exist in MOA. 

How to find the course catalogue 

Proceed as if you want to add a new course as stated above. Scroll all the way down to the botom of the page. There 
you can find courses that previous students have added. The list can contain courses from other schools at JU too (see 
study area). 

 
If the course you want to select exists in the table: 

• Select it by �cking the box. Note that the box will not be visible as �cked, but you see the course informa�on 
by scrolling up to the top of the page.  

• It is important to �ck the box and not the name of the course! 
• Check the informa�on, if the informa�on s�ll is up-to-date according to the most recent syllabus/informa�on 

at the partner university you can select it. 
 

• If any of the course details differ, you need to add your course as a new course. 
• If you want to change the subject area for an exis�ng course you then need to add the course as a new course.  

Subject area + code + name is the key of the course altogether. 
• If the same code exists but a new course name, then add a new course.  

 
• Press Create/Save if all details are correct. 

Important 

The course informa�on in MOA should be seen as informa�on. It must be exactly the same course code, name and 
syllabus as the course you plan to study at the partner university. Compare the informa�on in MOA with the updated 
course informa�on provided by the partner university or published on their website. If the informa�on doesn’t 
correspond, you need to add a new course instead of selec�ng an exis�ng course in MOA.  



 

Submit courses for review to the accreditors 

A�er adding your courses, go back to your workflow. A new step will appear where you can submit your courses for 
review. 

We recommend you select the equivalence of 45 ECTS/hp, to have some flexibility for changes later on. 

Click on “submit for review” and confirm your submission. 

 

 

While wai�ng for feedback on your courses, you can view them but not make any updates un�l the review process is 
complete.  

 
Once all courses have been reviewed, you will receive an e-mail. Should one/several courses have been rejected, you 
have the chance to make changes to you course selec�on.  

  



 

All courses are approved 

Depending on if you are an Erasmus student or not, the view will be different. 

Non-Erasmus students 

Even if all courses are approved, you can s�ll add/delete courses by clicking on “request further changes to course 
selec�on”. 

 
If you are happy with your courses, you can click here 

You will s�ll be able to make changes in the “during the mobility” part of your workflow. 

Erasmus students 

Even if all courses are approved, you can s�ll add/delete courses by clicking on “request further changes to course 
selec�on”. 

If you are happy with your courses, you can click here 

 

Rejected courses 

If one or several courses have been rejected, you have two op�ons in your MOA workflow. 

Op�on 1: 
Make changes to course selec�on. You can 
add/delete/change a course. 

Op�on 2: 
Proceed with only the approved courses. 



 

Make changes to course selection 

Add more courses 

Click on “Enter courses to course selec�on” and then on “Enter further courses” if you want to add a completely new 
course. 

 

Edit a rejected course 

The accreditor might have writen a note for rejec�on to give you a beter understanding of why the course has been 
rejected.  

You can also edit a rejected course by clicking on the         . You can only change the course syllabus, the link to the 
course syllabus and write a comment. The other fields will be locked. Should you want to change the name or the 
code, you need to add a new course.  

Once you’re done with your changes, click on update and then close to save your changes.  

Delete a course 

You can delete a course by clicking on the  

Submit for review again 

Once you made your changes, you need to submit them again for review. Go back to your workflow and click on 
“submit for review” and confirm the step.  



 

Erasmus students  -  Digital Learning Agreement (DLA) 

If you are an Erasmus student, you need to create a digital Learning Agreement. You do that AFTER all courses you plan 
on taking are approved. 

 
You start by transferring your courses to the DLA. Good to know, only approved your courses will be transferred. Click 
on “confirm”. 

A�erwards, a new part will (yellow) will open in your workflow. 

 
Add more data to your Learning Agreement  

Language level: B2 for Bachelor, 
C1 for Master 

Select your contact person at the 
Partner ins�tu�on. If your person 
isn’t available, you add the name 
of the contact according to the 
informa�on given by the partner 
university. 



 

Add recognition of courses 

Here you enter informa�on on how many credits you will get accredited and transferred to your programme at JIBS. 

Enter “Elec�ve semester” and the number of credits you will take at the partner university and then “update” to save. 

 
Go back to your workflow and open the next step “sign Learning Agreement” 

Sign your Learning Agreement 

The final step is to sign your DLA. You can check the data before you click on “Sign and Transfer”. By clicking on the 
buton in the top right corner you can save your DLA as a pdf if needed. 

 
You can view your DLA again a�erwards in the next step in your MOA workflow. You can also see if the Learning 
Agreement has been signed by JU and the partner university. 
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