Regular Course Registration
Guide

International Office =~ +420224098547 @ exchange®vse.cz



What are pre-registration?

» There is a difference between the pre-registration and the actual enrollment in the
course.

» The system of course pre-registrations is, in a way, a market research performed by
the departments that offer the courses. The intent is to discover the demand for
courses and determine whether increase or reduce the number of opened seminars.

» However, the pre-registration is compulsory and if you do not pre-register any
courses, the university cannot guarantee that you will be able to enroll any.

» After the period of pre-registrations, an automated enrollment occurs. You will be
enrolled to the courses you have pre-registered, provided there was enough
capacity.

» In case you were not enrolled in a course you pre-registered, try to choose a
different time of the course, enroll a different course or wait to see if someone
decides to drop that course during the period of enrollment.

» Please read the detailed description of the process including the timeline and
deadlines of each part of the process on Exchange Office website.


https://exchange.vse.cz/students/accepted-students/course-registration/#Course_registration

1. Log into the university system InSIS

Personal administration

* Log.in to the Personal administration of In5IS First log in to InS1S instructions = System integrators

Admission procedure

g

« E.application form to study at VSE + Admission procedure results » Course application + Application to U3V

Information about VSE
o « Persons at VSE -« Validity verification of identification cards + Departments « Thematic search « Types of ID cards in use
» Public document server



https://insis.vse.cz/?lang=en

2. Choose section “My College“ and
click on the “Student‘s portal*

. 3 Lourse evaluanon by students

3 Study application form
3 Student enrollment statistics




3. For registration choose
“Registration/Enrollment”

» At this point, you will be able to
pre-register both regular and
intensive courses through this
option

Choose Faculty Programme - Field of study :h:t:jgi’ress = eﬁ‘;?:ﬁ':;& :1 Re gi ion/En

Z-EXC Exchange
OZS Programmes »
@  REK  ErasmuslLLP Bachelor enrolled f
[full-time]




4. Roll down to the end of the web page
and click on the indicator

Groups of courses according to study plan

ou can add courses through groups of courses in study plan.

ABBREVIATION  MNAME CATEGORY  CHOOSE

CTEXC Padmity pro kratkodabé studijni pobyty 1 @



5. Click on the asterisk to see the whole list
of courses that are offered to you under your
level of studies (bachelor or master).

Courses in group cZEXCB

Displayed are only courses available in the academic period. Select the courses you wish to add and click on the Add selected courses
button.

Sel. Code Name Fac. Com. Crd.
[] 1FU261 Accountantin Business FFU ExmE 3

(] 1MU363 Accounting for Perfformance Measurement FFU ExmE 3

| Add selected courses | | Back to Select groups |




6. In the list of courses choose the ones you
want to register and click “Add selected
courses”.

SEL. CODE  HNAME FAC. COM. CRD.

[] ATa14  Business Information Systems & Fls Exm E
@ 4IT415  Enterprise Information Modelling ~ FIS Exm E
[] HT410  Integration in Information Systems  Fls Exm E
L
L]

41414 |ZACT Project Management FIS Exm E
ATa18 [T Diploma Seminar FIS Exm E 15
AT417 [T Managerment FIS Exm E g

@Tj_selected cnu@ Back to Select groups




7. In the column “Timetable” click on
“Select” and choose the time.

Sheet for WS 2008/2009

SEL. STATE CODE COURSE FAC. OBLG. COM. CRD. LANG. GROUP CATEGORY TYPE TIMETABLE E':ITERED
American
Economic 25.05.2008
- @ sewr TS Py @ odE 3 eng cZEXC 1 I ] @ oD




Remember to select time for both seminar
and lecture in case the course has both.
After you select the time of the units, click

on “Save”.

Select timetable item - Psychology of Management (3PS5663)

The table below shows all days and times of the timetable iterns offered for the course. Selected item is in bold. Click on the Save button

to confirm your choice.

SEL. DAY TIME TYPE FREQUENCY  CAPACITY ROOM  TEACHER NOTE
#  Tuesday 14:30-16:00 Lecture Every week 40 RBE 209 PhDr. Daniela Pauknerava, Ph.D.
SEL. DAY TIME TYPE FREQUENCY  CAPACITY ROOM  TEACHER HOTE

FB 209 PhDr Daniela Pauknerovd, Ph.D.

& Tuesday 16:15-17:45 Seminar Every week 40

E&D




Pay special attention to the
“NOTE” field. In case of intensive
courses, you will find the
information regarding their
schedule in this area.

Also notice the value of
“FREQUENCY?” is different than
the one of regular courses.

Please note that you cannot
register more than two intensive
courses as these courses are
taught by visiting professors and
VSE cannot fully guarantee these
courses will take place.

On rare occasion, an intensive
course can be cancelled due to
cases of force majeure, such as an
illness of the professor and so on.

Select timetable item - Business in Russia - in English (2M0332)

Th table below hows all days and times of the timetable items offered for the course. Selected item is in bold. Click on the Save button

onfirm your choi
Sel. Day Time Type Frequency Capacity Room Teacher
doc. Ing.
: 09.00- NB PO
() Monday Lecture Occasicnally 113 Ludmila
17:00 A4 Srbova CSe.
09:00- Np doclna.
) Wednesday 1700 Lecture Occasionally 213 474 Ludmila
Stérbova, CSe.

Note

vovy el k nomické akademie, Moskva, od 16.10.2017 do 18.10.2017, vidy od 9.(}0 do 17.00, mistnost NB 474/ The course

uéuje v angliétiné hos t]lc:|p of. Jerome Dumetz z Plechan
ught i mic Academy, Moscow, from 16th to 18th October 2017, every day from 9 AMto 5 PM, room NB 474.

n English by visiting professor Jerome Dumetz fro mPIekh v Econo

Euje hostujici prof. Jerome Dumetz z Plech wvovy ekonomické akademie, Moskva, od 11. fijna do 13. fijna 2017, vidy od 9.00 de 17.00, mistnost NB 474/ The course will be taught
professor Jerome Dumetz from Plekhan Eoonomchcad lemy, Moscow, fro m11t 13 October 2017, every day from 9 AMto 5 PM, room NB 474.



8) Some of the courses have
prerequisites...

» ... That means you would have to had
passed certain courses in order to
pre-register a course or that you
might not be able to some of the
courses concurrently.

» An example of this would be courses

Sheet for WS 2017/2018
Timetable Entered on Prerequisites.

Thu 14:30-16:00 RE 203 (lect)  05/06/2017 19:05:48

Thu 14:30-16:00 SB322 (lect)  05/06/2017 19:08:54

Wed 12:45-1415 SB 235 (sem) 05/06/22017 19:10:19

Thu 12:45-14:15 SB 412 (lect)  05/06/2017 190310

5EN202 and 5EN252. Both are o s o o T

3BE324 Business Ethics FPH

K]

(] ExmE 4 eng cZEXCB

Microeconomics and the only

difference between them is the

language of instruction, which is why

’{:)hehsystem would not let you register [fesmsesese
oth.

» However, prerequisites concern only
domestic students as the courses
offered to Exchange students do not
PaS\E any built-in requirements in

nSIS.

& 1
E BmE CZEXCE 1
ExmE CZEXCE 1
@
& 1
@ 1

ExmE cZEXCB

0O00D
00000
» e ow oW
2 @ o o
& & & @
EEBEEEB

3BE16 Management FPH

Tue 11:00-12:30 RB 105 (sem., ey
Mon 05 15-1045 RE 212 (lect) 001062017 185548  15EN202

5EN252 Microeconomics | NF ExmE cZEXCB




9. List of chosen courses

» The green light indicates that

your registration was
successful.

» Ared light would mean that the
registration is incomplete and
the system should automatically
provide you with information as

to what went wrong.

» One of the most common causes
is that a student has not chosen
a time in the course schedule.

Sheet for WS 2008/2009

SEL. STATE CODE COURSE FAC.

Business

417514 Information FIS
Systems 2
Business

4438 o Fis
Intelligence

Entarprise
4T41s  Information FIS

Madelling
Inforrmation and
Media
Integration in
ATH0 Information Flz
Systems

452525 FIS

U

U

IT Management
O @  4m62  andBusiness  FIS

Support

[ Remove the selected courses ]

OBLG.

@ © © © O

COM.

Exm E

Exm E

Eum E

Exm E

Exm E

Exm E

CRD.

5

LANG.

CZ

CZ

cZ

cZ

cZ

cZ

GROUP  CATEGORY TYPE

hP

[

hP

sP

hP

b

Lect.: Wed 07:30-02:00 35 303 14:43:11

TIMETABLE

Sern.: Fri11:00-12:30 P 103 21.07.2008
Lect. Tue 16:15-17:45 36308 14:43:11
Sern.: Thu 11:00-12:30 P 103 21.07.2008

Sern.: Tue 18:00-12:30 P 206 21.07.2008
Lect.: on 11:00-12:30 RE 209 14:43:11

21.07.2008

Serm.: Tue 14:30-16:00 SBI08 7 ,°0-17)

21.07 2008
Lect.: Thu 09:15-10:45 RE 212 14-4311

20.05.2008

Lect. Won 18:00-18:30 S5 309 131114

4




10. If you want to change the timetable, click
on the time at the column “timetable”...

» ...and choose the time you
prefer. You do not need to
worry about the capacity - at ~ sheetforws zees200

th'is point’ InSIS W.ill let you SEL. STATE CODE COURSE FAC.

ATE14 Information FIS

pre-register any scheduled
action regardless of capacity.

ATazs  Business

4T415  Information Flz

45525 DOMMAIONANE g5

» Which students will be enrolled
is decided during the
automated enrollment. a2 iBisnes  FS

[ Remove the selected courses ]

4ITH0 Information FIS

O 0O O 0 O
e © © © © ¢

O

OBLG.

@ © © © O

COM. CRD. LANG. GROUP CATEGORY TYPE TIMETABLE

Exm E

ENTERED
ON

m Sern.: Fri 11:00-12:30 P 103 21.07.2008
Lect.: Tue 16:15-17:45 SB 309 14:43:11

Sern.: Thy 11:00-12:30 P 103 21.07.2008
Lect.: Wed 07:30-02.00 5B 302 14:43:11

1.07.2008
4:43:M

21.07 2003
14:43:11

Sem.: Tue 14:30-16:00 56 208

) _ . 21.07 2008
Lect.: Thu 05:15-10:45 RE 212 144311

) ) . 20.05.2008
Lect.: Won 18:00-19:30 S5 309 131114




11. Also, you can delete a course that
does not fit your schedule.

Sheet for WS 2017/2018

Sel. State Code Course Fac. Oblg. Com. Crd. Lang. Group Category Type
@ 3BE324 Business Ethics FPH @) ExmE 4 eng cZEXCB 1 N ]
() @ 20P320 Human Resources Management in International Context - in English FMV @) ExmE 3 eng cZEXCB 1 (N ]

< Remove the selected courses | >

Key: ° required @ elective o optional




12. For the schedule click on the
“Display timetables”.

Course registrations - WS 2017/2018

Students use this application to express their requirements concerning the courses they signed up for in the academic period.

Information about events in progress at the other faculties and links to more information see here.

@ Display fimetables

Sheet for WS 2017/2018

Key: ° required @ elective e optional

Student's personal schedule for

Sel. State Code Course Fac. Oblg. Com. Crd.
@ 0 3BE324 Business Ethics FPH @ ExmE 4
=] 0 20P320 Human R« in Context - in English FMV @ ExmE 3
B o 2CR313 ntercultural C in Tourism and Hospitality Industry FMV @ ExmE 3
(=] 0 3BE116 Management FPH @ ExmE 4
O @ SEN252 Microeconomics |, NF @ BmE 6

cZEXCB
cZEXCB
cZEXCB
cZEXCB

cZEXCB

Timetable
Thu 14:30-16:00 RB 203 (lect.)
Thu 14:30-16:00 SB 322 (lect.)
Wed 12:45-14:15 SB 235 (sem.)
Thu 12:45-14:15 SB 412 (lect)

Tue 11:00-12:30 RB 105 (sem.)
Mon 09:15-10:45 RB 212 (lect.)

Entered on
05/06/2017 19:05:48
05/06/2017 19:08:54
05/06/2017 19:10:19
05/06/2017 19:03:10

Prerequisites

05/06/2017 18:55:48 15EN202

the criteria selection page.

DAY 07:3008:15  08:1509:00  09:15-10:00  10:00-10:45  11:00-11:45  11:45-12:30

RB 208
MON 4IT415 Enterprise [nfarmation
Modelling

12:45-13:30

13:30-14:15

The table shows an HTML preview of the selected schedule. You can get more precise output by selecting PostScript ar PDF farmat on

14:30-15:15  15:15-16:00

16:15-17:00  17:00-17:45

SEMA72 Ancient and

TUE
Mediaeval Economy

SB 208
A5AS25 Information and Media

SB 303
4IT514 Business Information

£ Toman

Systems 2
o Dasl

[ 5B 309 ;
WED | AIT435 Business Intelligence
| 0. Siansky |

RE 212
ST 4ITA10 Integration in

Information Systems
L.Gil

E 103
4IT435 Business Intelligence
O Movetny

P 103
FRI 4IT514 Business Infarmation

Systems 2
J. Basl

Using this feature is
the easiest way to
check your schedule
for time collisions
among the courses.

Should such a
collision occuir,
please change your
schedule as
described above.




Congratulations!
Your courses have now been successfully
pre-registered.

» Do not forget to check the status of your enrollment after the
automated registration has occurred (see the dates here) to find out
whether you have been enrolled into all of them.


https://exchange.vse.cz/students/prospective-students/academic-calendar/

