
Transcript of Records 
for international 

Exchange Students
Summer Semester 2025



What is a Transcript of Records?

• Additional official certificate issued by the International 
Office

• Confirms the courses that you attended during your stay
in Bamberg

• Includes results/grades and credits (ECTS)

• Enables transfer of credits





Do you need a Transcript of Records?

If you are not sure –
you must ask your
home university
coordinator!



Do you receive a ToR automatically?

NO!

You must apply for one!



How do I apply for a ToR?

The International Office will 
send you a message at the
beginning of June with a 

WORD document
“Transcript Request Form”

You must fill in the
“Transcript Request Form”

with the names of your
courses, and send it back to

us again as a WORD file

Deadline:
26.06.2025



Transcript of Records Request Form



Where do you find 
your Student ID number?

• On your Student ID card,
under your name



Where do you find the course titles?

• UnivIS
lists the course titles in 
German and in English

• “Kursliste” WORD-doc
lists the titles of the
language courses offered by
the Language Center
sent together with the ToR
Request Form in June



What is FlexNow?
• Examination & course credit system

used for registration for courses and
exams at the University of Bamberg

• Electronic database for students’
academic records

• Register/de-register for courses and exams
• View your results

IM PO R T AN T
Different deadlines for
registration/de-registration for all 
the courses offered by the
University of Bamberg !



When do you have to register for exams?

IM PO R T AN T
Pay attention to different faculties’ and
departments’ course & exam registration
deadlines !



Example: Lecture “Roots of English”



Example: Lecture “Roots of English”



Example: Lecture “Roots of English”

FlexNow deadlines for the lecture “Roots of English”

Registration & de-registration for
Preparatory course PARTICIPATION
(compulsory if you want to participate)

31.03.2025 – 30.04.2025

The deadlines vary from semester to semester!

Check the information on VC or ask the lecturer!

Registration & de-registration for
Preparatory course EXAM
(compulsory if you want the ECTS-credits) 



• Course registration deadlines
course participation!

• Registration for exams follows separately
in the news section on the webpage of the
Language Center: https://www.uni-bamberg.de/sz/

Language Courses 
(Sprachenzentrum Bamberg)

https://www.uni-bamberg.de/sz/


Problems with FlexNow or Course 
Registrations?
• Ask your tutor or tandem partner

• Contact your teacher or the secretary of the chair

• Contact your ERASMUS/Exchange Coordinators in Bamberg:
international@uni-bamberg.de

• Contact the FlexNow support team: flexnow@uni-bamberg.de

• Inform you teacher at the beginning of the lectures that you’ll need 
a “Schein” (= signed and stamped paper certificate) 
send us the Schein at the end of the semester

mailto:international@uni-bamberg.de
mailto:flexnow@uni-bamberg.de


Schein

• Only an option if registration
for exam via FlexNow is NOT possible!

• If you receive a Schein, send it to us
as a scan via email:
transcripts.international@uni-bamberg.de

mailto:transcripts.international@uni-bamberg.de


Can you choose the courses and results
that will appear on your ToR?

No!
ALL courses & results which are registered in FlexNow WILL appear
on your Transcript of Records.

If you want a course to not be included in your official ToR, you need
to de-register for the exam in question on FlexNow within the
deadlines!



How will your university receive your ToR?

Once all results (grades & ECTS) have been made available, we’ll send:

• a PDF via e-mail to your home coordinator
and/or

• 2 physical copies of ToR to your home university

IMPORTANT: If you have not paid your rent in full before leaving Bamberg, your ToR will not be sent!



Contact

International Office
Ruslana Khariv

International Exchange Students Coordinator

Kapuzinerstr. 25, Zimmer 02.03

transcripts.international@uni-bamberg.de

+49 951 863 1192

uni-bamberg.de/en/studies/exchange-students-eg-erasmus/

mailto:transcripts.international@uni-bamberg.de
https://www.uni-bamberg.de/en/studies/exchange-students-eg-erasmus/
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