“GE: INSIS PRESENTATION

How to use Integrated Student Information System?

Author of the presentation: Admissions & Marketing Office — Karolina Novotna



PLAN
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" Persons at VSE

* Mail box

* Student's portal — main functions
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- Questions?
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about the programmes,
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Map
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INTERNATIONAL PROGRAMMES

International Programmes - video

In September more than
800 foreign stndents will
come to studv at VSE, the
Orientation Week will
welcome them

Admission to Degree Programmes

Exchange Students

3. 9. 2017 - On Monday, September 11*"I 2017, more than 800
students of Degres Programmes and students of Exchange
Programme will arrive at the University of Ecomomics, Prague
(VSE). As a2 welcome, the Orientation Week is organized one week
prior to the start of semester by the International Office Staff.

FREE MOVERS

CESP International Programme
Czech language for foreigners

BACHELOR'S PROGRAMMES IN ENGLISH




FRONT PAGE - LOG IN

Log in to the Personal administration of InSIS

Username and Password (given by a coordinator) — be careful for structure of password (numbers, small or capital letters)

Download o | CESKY SLOVENSKY
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Integrated Study Information System of University of Economics, Prague allows the academic community, university staff and public to
access a wide range of information. Many people have devoted much of their time and effort to help implament the system at the university.
Therefore, we will truly appreciate if you direct any problems you encounter or comments you may have to the university system
administrators. This way we will be able to help you or complement the information system with any relevant features. We recommend that
you contact us on cur e-mail address Contact address.

administration

Log in to the Personal administration of InSIS - Jhrst log in to InSIS instructions - System integrators

Admission procedure

- E-application form to study at VSE - Admission procedure resulis « Course application - Application to U3W

Information about VEE

- Persons atWSE - Validity verification of identification cards - Departments - Thematic search - Types of ID cards in use
» Public document senver

Study information

Academic year schedule = Study plans - Course catalogue - Elecironic study materials - Final theses at VEE « Timetsbles

Science and research information

- Projects - Publications

LR About the information system
9,

1l (7] - InSI5 documentation - Sististies of using InSIS - Are you thinking of implementing a study information system at your university?

o Ceshd verze informadnihc systémy (Crech version)
o Slovensiks verzia informaéneho svetému (Siovak version)
Simplified version of the information system with no i




PERSONAL ADMINISTRATION

Personal administration

Welcome to the Personal administration section of the Integrated Study Information System

Public information portal

Persons at VSE Student's portal

Course catalogue Course Attainment Evaluation
Departments Course evaluation by students
Study plans Student enroliment statistics
Thematic search Study application form

e

|

o Tests and examinations
o Electronic study materials

Search

International Office
Study Department
Study reqister
Admission procedure
Frint identical copies

Open all

Science and research Personal management
Matching of publications . Mail box
Biographical information Sign up for news
Scheduled conferences Document storage
Grant opportunities Document server
Writing CVs Discussion platforms

Room reservation

eSurveys

Comment on a study apolication

Erojects of Internal Development Competition

Technology and its administration

University e-mail delivery
Access control system
Accounts administration section

Types of ID cards in use

Information system administration 1 ‘, . InSIS documentation

Authorizations administration InSIS documentation
Staff administration System intearators
Set passwords for users Licence information
Administration of mobile applications authorizations Statistics of using InSIS
My operations
—

List of games and siatistics
1Q Soltaire

Stone Eater

Caterpillat

User settings

Configure fransfer of events to Office 365
Select design

Portlets in InSIS

Make your own desian

Personal data check

Loa out

Password change

My operations

Change identity )

e

o Simplified version of the personal administration with no design
o Back to Msin page of the information system
o University of Economics, Prague




CHANGE OF PASSWORD

Public information portal

o Persons at VSE

* Information system set-up —there are some . Memmsewm
o Further information about WVSE
o Timetables

conditions for creating a new password (written

o International Office

o Study register

o Study Department
o Admission procedure

|n the InStI’U CtlonS) o Printidentical copies

Information system administration

o Staff administration

O Set passwords for users

o Administration of mobile applications authorizations
o Authorizations administration




CHECK THE PERSONAL DATA

Public information portal

. I f . 1 o Persons at VSE
ntormation system set-up - o Course calaloaus
0 Thematic search
o Further information about VSE
o Timetables

* If any of the data change during your

O |nternational Office
o Study register

o Study Department
o Admission procedure

Stay here, ImmEdlatEIY InfOI’m YOUF i o Print identical copies
.. Information system administration

coordinator and she/he will change it o Staff agministration

o Set passwords for users
o Administration of mobile applications autharizations
o Authorizations administration

o My operations



PERSONS AT VSE

Persons at VSE

This page dispiays all publicly accessible informasion about the desired person. Some Information about the person’s occupason and
ofices may ba hidden

Karolina Novotna
identification number 120754
University e-mad: karolng novoing latl vee 2

intorim administrativer staff - Inteenational Office (REK)

B 62 10 Imernational Economic Relstions B-ME
FMV B-ME-MO pres [term 5, E]

Bachador type of study, full-time form

international Trade, Sth semester of study

The information system receives al information about the employees’ job descriptions from HR and IFIS system In case of dscrepancies,
ploase contact the Personnel Department. The Office phone number and Ofice number flems are sot by the OSSA at your department o¢

the system integrator

Usar foewards the university mal 10 & diarent addrass (distribution serves office355). Phone number
[

Personal number 29548 ofﬁcel email'
+420 224 098 529
0ZS REX office hours
RB 527
I 3 S f
novkis
noyvsRg

Public information portal

o Persons at VSE
n (] 2 Calo Lot
O Thematic search

o Further information about VSE
o Timetables

Study system

International Office
Study register
Study Department

Admission procedure
Print identical copies

Information system administration

Staff administration

Set passwords for users
Administration of mobile applications authorizations

Authorizations administration

Information system set-up

Log out
Personal data check

Delegates set-up
Password change

My operations




MAIL BOX

Personal management
——
Mail box
Sign up for news
Document server

Discussion platforms
Borrowings from the university library

Information system administration

Staff administration

Set passwords for users

Administration of mobile applications authorizations
Authorizations administration

“ Adjustment of the information system

_ WSy o Usersettings




OFFICE 365 - SET LANGUAGE (1)

- Set the language after log in to your mail box

SETTING LANGUAGE IN OFFICE 365

Zuzana Sedivé - Outlook Web App X

1] Office 365 Outlook  Kalendar  Osoby

@ nOVy e-mail L hledat v poité a lidech Nastaveni sluzeb Office 365 !

DORUCENA POSTA KONVERZAC  Aktualizovat

« viechno neprectené pro mé s pfiznakem ) My g
Nastavit automatické odpovédi

4 Oblibené polozky SLEVA TYDNE - KASA.cz

Doruend posta 10 Nejlepsi ceny na internetu - mycka Electrolux a susicka Whirlpool na splatky s Nastaveni zobrazeni
Nezobrazil se Vam e-mail spravné? Kliknéte sem... Tento e-mail (pro sedival

Odeslana poita i
Spravovat aplikace

Koncepty Jan Pour

i MBI komunita s 3
Odstranéna posta 42 Piatelé, kamaradi, pro info posilam tu pozvanku na piiéti étvrtek, Ahoj. Honza ~ Offline nastaveni

4 L€ o oV Luké&$ Cermak Zménit motiv
» RE: Spriva mobilnich zafizeni v podniku S
Dobfe, vie zpracuji a zadlu. Hezky den Lukas Cermak 02. 10, 2014 11:10 Zuzana 2 2
MozZnosti
Hotely.cz
Uiijte si podzimni relaxaci ve Frantikovych Laznich, piné a polopenze! Vas nazor
Nezobrazuje se Vam newsletter spravné? Zobrazte si ho na webu. Hotely.cz Lazn

Ctvrtek 2. 10. | Republika slev

AITICN INFEAADAAATIFC



SET LANGUAGE (2)

Office 365 Outlagnk

(® Moznosti

sstunci @ X Zahodit
Fa]

4 Obecné

WG et Nastaveni oblasti a casoveho pasma

Zmeénit motiv . i N . . N .
Zvolte jazyk, format data a €asu, ktery cheete pouZivat, a Casové pasmo.

Klavesové zkratky Zvaleny jazyk uréi, jaky format data a fasu se pro tento jazyk pouZije.
Spravovat doplriky

Mobilni zafizeni

Offline nastaveni English {United Kingdom)

Casové pasmg Prejmencvat wychezisloZ L jejich na sovidaly zadanemu jazyku

Zasilani textowvych zprav Format data: (tfeba 1. zafi 2013 se zobrazi nasledujicim zpdsobem)

« Poita 0109.2013 -~

4 putomaticke zpracovani

i . Format casu
Automatické odpovédi

Nepotiebné 101 - 2359

e dopasy ne Aktualni casové pasmo
il BT (UTC+01:00) Praha, Bratislava, Budapett, Bélehrad, Lublzd

Oznaéit jako pfectenou

Moinosti zpravy Kromé zmény aktudlniha éasového pasma miZete taky pfejit do nastaveni Kalendar

Potvrzeni o precteni

Mastaveni odpovédi

Zasady uchovavani infa




OFFICE 365 PRO PLUS INSTALLATION (2)

* You can install Microsoft Office Pro Plus (Word, Excel, PowerPoint) up to five
devices (i.e. laptop, mobile phone, tablet) for free

Office 365 | Outlook \SE

Search Mail and People }3 ® New | w

o, , . Refresh
@ Folders Nevyzadana posta All v
Automatic replies
4 [Favorites
Doruéena poita Display settings

Odeslana poita Manage add-ins

Konce
Py Offline settings

Cdstranéna poita
Change theme
4 Markéta Lipavska

Options
Dorugena poita

Koncepty We didn't find anything to Feedback
show here.
Ddeslani poita We didnt find anything to show here.




OFFICE 365 PRO PLUS INSTALLATION (2)

] Office 365 Outlook  Kalendai  Osoby

©

Software

Lync Lyn C

OneDrive

Nainstalovat Lync
Nastroje a doplrky . . )

MiZete odesilat rychlé zpravy, uskuteénovat schizky online a hovory.
Nastaveni pocitace

Telefon a tablet m

Lync

Jazyk: Verze:

;I 32bitové verze (doporuduje se)

| English (United States) Roztfend

Informace o systémovych pozadavcich

Nainstalovat




TO FORWARD YOUR EMAILS...

Qutlook

X Discard

» General

| Forwarding
4 Automatic processing .
Start forwarding

Automatic replies 4

Clutter Forward my email to:

Inbox and sweep rules # Enter an email address
Junk email reporting

| Keep & copy of forwarded messages
Mark as read

Message options () Stop forwarding
Read receipts
Reply settings
Retention policies
>
Block or allow
Connected accounts

3 Cromarding >

POP and IMAP




STUDENT'S PORTAL

Personal administration

Welcome to the Personal administration section of the Integrated Study Information System.

B

: 5HD Movodobé hospodafske déjiny (vedlejsi spedializ...

= Mova vedlejsi specializace 4KS Rizeni kvality softwaru (Fakulta informatik_. / Studiini informace) %
N - BHD402 AKtudini otdzky Geské a svétové ekonomiky po... (FEPA Studiini informace / Information for St..) %

:: BMEP Modern Economic and Political Historv (Master&... (FEPAJ Studiini informace / Information for St.) »®

(FEPA f Studiini informace / Information for 5t..) %

:: MV Déjiny mezindrodnich vztahi (vedlei&i specializ.. (FEPA/ Studiini informace / Information for St..) %

Public information portal

o Persons at VSE

o Course catalogue

o Thematic search

o Further information about VSE

o Timetables

ooog

My studies

o Student's portal

P g
Course Attainment Evaluation
Student enrollment statistics

Course evaluation by students

.

elLeaming

o Tests and examinations

o Electronic study materials

Science and research

o Biographical information
o Writing CVs

o Matching of publications

o Scheduled conferences
a

Grant opportunities

Study system

o |nternational Office
o Study register

o Study Department
o Admission procedure
o Print identical copies

Personal management

Mail box
Sian up for news
Document server
Discussion platiorms
Borrowings from the universi

libra

eAgenda

Room reservation
Electronic document record management
eSurveys

Comment on a study application

Projects of Internal Development Competition

ooooao

Technology and its administration

University e-mail delive
Access control system
Accounts administration section
Tvpes of ID cards in use

oooao

Information system administration

‘ o Staff administration
0 Set passwords for users
o Administration of mobile applications authorizations
o Authorizations administration

C I

System integrators
InS1$ documentation
Licence information
Statistics of using InSIS
My operations

List of games and statistics
Stone Eater

Caterpillar

10 Solitaire

oooao

Adjustment of the information system

User settings

Select design

Portlets in InSIS

Make your gwn design
Administration of My favourites menu

ooooao

Information system set-up

o Log out

o Personal data check
o Delegates set-up

o Password change
o Mvoperations

o Simplified version of the personal administration with no design
O Back to Main page of the information systerm
o University of Economics. Prague

In Integrated Study Information System since 1,127,477,675 July 23th, 2007 operations were performed.
Yesterday, 4,869 users was/were logged in and 190,096 operations was/were carried out.
In the last five minutes 150 users worked on the server and 1,532 transactions was/were carried out



All your grades
collected together

Online handing in of
any documents or
paper required by the
lecturers

Personal timetable
see your subjects in
daily schedule

Possibility to see your schoolmates
registered for the same course or
attended just the given lecture +

possibility to contact them

List of all your courses which are already
passed or which should be passed for
finishing the programme and receiving the
diploma

Study - FMV B-ME-MO ping

My studies

Course e-plans

[term 5, E], study period - W5 Q01772015 - FMV

Map of my study
My lectures sheet

Study details
Plan progress check

My schoolmates
Coursework submissions

E-study record
List of topics

The table «hmﬂ.-a the ShedfTs C {:mmﬂnu‘ed or {:umpletud at this unn.reralt, and the appll{:atmn icons rule'uant tr:r the :»tudl&a The "tud, and the

worhn_g with the actnp :-tud\r |gre-=n buIIPtl

Extra-sem.
courses

@
&

Register for

examinations
B-ME International Economic Relations -
International Trade enrolled > %‘
[full-time] —

Choose Faculty Programme - Field of study

2 FMV

Progress of study Registration/Enrollment

Support of the selected study

Application on support of the selected study.

& o

Study
Department

progress
confirmation

form in
English

¢ & b=

Study Study Study
confirmation confirmation progress
form form {in confirmation

English) form

enrollment
sheet

Personal
timetable

Academic  Academic
clalen dar year
(weeks schadule
overview)

Print the

request
form

Submit
glectronic
application
to Study
Department
e
Course
evaluation

by
students

Most of the lecturers put
points from the lectures
and seminar papers in
here. Possibility of
sending email when
something changes in the

- section.

My excuse
notes



COURSE REGISTRATION

When it is close to exam period some
dates of exams will be displayed there and
you can register for the given date and
time. Lecturers normally let you know.

Study - FMV B-ME-MO pres [term 5, E], study period - WS 2017/2018 - FMV

My studies E-study record My schoolmates ' Map of my study
Course e-plans List of topics Coursework submissions My lectures sheet

The table shows the studies commenced or completed at this university and the applicatipn icons relevant to the studies. The study and the
study period you are working with at the moment can be found in the page subheader. If §ou have more than one study or study period use
the grey bullet in the first column Choose to switch between them in the portal applicatypns. When entering the Student's portal you are
working with the active study (green bullet).

Choose Faculty Programme - Field of study Progress of study aﬂxﬂﬁ{iﬂ, Registration/Enrollment E:guﬂr-::;"-

B-ME International Economic Relations Py
@ FMV  International Trade enrolled %‘ i"‘
[full-time]

Which programme Which courses are Extra-semestrial courses —
are you enrolled in you registered in courses taught intensively
several days in a row




Registration and enrollment Registration of the courses: PROCESS

Mo events are in progress now.

Academic calendar for registration (at the website of the given programme)
Registrations and confirmed registrations results - WS 2016/2017 CODE

Code Course Group Category Course registrations Enrollment COURSE n_ame_ .
DIP_D DiplomaThesis Defence  fSZ 1 - To be evaluated. Course registration — schedule if chosen

CR3_1 State ExaminTourism  hSZ1 - To be evaluated. Enrollment — if you got the course

Future events dates
The table below shows the start date of the closest event.
Zapis - 1. kolo

Department Study period Beginning End
Faculty of International Relations S 2016/2017  06.09. 2016, 00:00 08.09. 2016, 23:59 Registration of the courses step by step:

http://ozs.vse.cz/english/wp-content/uploads/2017/08/course-reg-new-FS17.pdf

Registrations and confirmed reqgistrations results - WS 20152016

Code Course Group Category Course registrations Enrollment
IP5437  Application methods of social psychological research sP 1 Thu 16:15-17:45 5B 322 (sem.) Thu 16:15-17.45 5B 322 (sem.)
22F501 Diploma Thesis Seminar hP 1 Mon 07:30-09:00 MB 255 (sem.) Mon 07:30-09:00 MNB 255 (sem.)

P, . . Maon 11:00-12:30 3B 237 (sem.) Man 11:00-12:30 5B 237 (sem.)
= 3 3 3

2CR402  Hotel Management hF 1 Mon 09:15-10:45 SB 239 (lect) Mon 09:15-10:45 SB 239 (lect)

Thu 11:00-12:30 3B 212 (sem.) Thu 11:00-12:30 38 212 (sem.)

2CH rnation: is
i Thu 09:15-10:45 SB 112 (lect) Thu 09:15-10:45 SB 112 (lect)

2PR422 Lawin Tourism

Tue 09:15-12:30 5B 321 (lect) Tue 09:15-12:30 5B 321 (lect)

e Mon 16:15-19:30 SB 412 (lect) Mon 16:15-19:30 SB 412 (lect)

Mon 12:45-14.15 RB 207 (sem.) Maon 12:45-14:15 RB 207 (sem.)
Wed 12:45-14:15 Vencovského aula (lect) Wed 11:00-12:30 Vencovského aula (lect.)

AP5439 Megotiation Skills for Managers 5 Wed 16:15-17:45 5B 126 (sem.) Mot registered

AMI403  Microeconomics




SB = Old Building Classroom

NB = New Building Code of the course

RB = Rajska Building Name of the course
JM = Jizni Mésto campus | ecturer

+ floors

Student's personal schedule for

The table shows an HTML prevew of the selecied schedule You can get more precise output by selecting/FostScript ar PDF format on
the critena selection page

DAY  07:3008:15  08:1509:00  09:1510:00  10:00-10:45 1145 114542 124513230 133049415 14309515 15159600 16154700 17:00-17:45

MON

, Tpams
4IT514 Business Information '
H Systems 2 ;

J. Basl i




COURSE CATALOGUE

COde Course syllabus 3MA322 - Customer Management (FPH - WS 2016/2017)

Public information portal
PEISONS at v Name Czech English

o Course catalogue . Course code: IMA322
e = C re d |tS Course title in language of instruction: Rizeni vztahl se zakazniky

[m] - -
O Further information about VSE Course title in Czech: Rizeni vztahl se zakazniky

o Timetables i La g U ag e Course title in English: Customer Management

Number of ECTS credits allocated: 6 (1 ECTS credit = 26 hours of workload)

Study system

International Office
Study register

Study Department
Admission procedure

Level of study
Sylabus
etc...

Mode of delivery:

Mode of completion:

Language of instruction:

Level of course and year of study:
Semester:

Name of lecturer(s):

face-to-face; 2/2 (hours of lectures per week / hours of seminars per week) as semestral course
face-to-face; 2/2 (lectures per period / seminars per period) for distance (combined) programs

graded course

Czech

bachelor (first cycle): 3

WS 2018/2017

Ing. Karel Koli& (examiner, instructor, lecturer)

Print identical copies | doc. Ing. Ludmila Miadkova, Ph.D. (supervisor)
/ Prerequisites and co-requisites: not (to be taken after AMAGZ2 or to be taken after 3MAI39)

Recommended optional programme components: none
Work placement: none

Information system administration

Staff administration Aims of the course:
Set passwords for users Customer relationship management, information how they influence company’s management, identification of customer value index, customer value, practic

Administration of mobile applications authorizations
Authorizations administration

Innovation of this course was financed by the European Social Fund and the budget of the City of Prague in the framework of Operational Programme Prag
zmé&nam" (Innovation management education: towards a change)
Prague & EU: We invest in your future.

Learning outcomes and competences:

Upon the successful study completion, students will be able to:

- describe the importace of CRM in business perspective,

- identify and pracitcaly apply the terminology,

Log out - define the requirements for CRM strategy,

Personal data check - discuss the relevancy of the equipments and the customer-segmented approach,

- justify the importance of CRM in business,

Delegates set-u -Jmeaf:ure and distinguish customer value in business customer portfolio,
Password change - plan and create the implementation of CRM in business (from business point of view),
My operations [ - use and assess achieved knowledge in management of business cycle,

- suggest the basics of the marketing campaign.

Information system set-up

Oooooao




DOCUMENTS

HOMEWORK, PRESENTATIONS, MATERIALS

Logged i Lucie Halarmova o . New documents in the Document server
H =X (& o 3

Document tree All my folders New documents (0)
Dy iy Searching

Personal administration

Welcome to the Personal administration section of the Integrated Study Information System.
g€ this application to view all new documents. After reading it, the document will not be displayed again.

o .. Personal data check
& Update documents

N

I"ﬁ :: Dodate&né vybérové Fizeni na semestralni vyménné po... {0ZS) ¥

Celoskolska pracovisté
Public Information portal
o Persons at VSE Faculty of International Relations
o Course catalogue

E mﬂm about VSE él— Courses
B WS 2016/2017

o Timetables You have no new documents

History

o Biographical information 1
o Writing CV's g . . . ,
o Matching of publications _ Pedagggn;ke oddéleni

e ororences Choose the faculty and
S— - Rektorat y
- semester

i Public document server (1) &eo”




QUESTIONS?

Thank you for your attention and the presentation can be found on
admissions.vse.cz



