. BEFORE GOING ABROAD

1. CREATE A RECORD OF YOUR STAY IN IS MUNI
IS > ,Personal Data” >, Internships and stays” (https://is.muni.cz/auth/pers/studijni_pobyt)

i S > P ita » intemship and stays # If you are a new student, you might
first need to select the correct faculty.

v e Jarm e et e
Mernsnip and stdvs

Faculty (selectthefaculyy B
1431 Faculty of Science v || select faculty

Use the sslecied faculty next time again

If ywoui leave the box checked, the selected faculty will be used next tirme yow enter this o
any other application.

MUNI R

u, ™,
is rsonal data » Internship and stays #

el salelsllalalate e eV e RS 7 ;
] Row S0P dE Tl oldy o
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The application enables its users to record and keep track of journeys abroad (e.g. stays A|Ways check you have correct
for the purpose of _LI._|:r'il'j ar wark ng, stints, ate.) The information €an be sd far the
purpose of avalusting doctoral studies or it can be attached to and displayed with Cvs. faculty selected!
Some stays are required to be recorded by Student Registry. Click on ,Create new interShip ora
. stay...”
H) Create new internship or a stay for the purpose of studying fworking)
| Mo records related to stays available.

2. FILLIN ALL THE DETAILS ABOUT YOUR STAY



(#) Back to the list of stays

Enter information about a stint or a stay for the purpose of study/work
The infarmation marked with an asterisk {*') is required,

“5tay type:
P|EIC¢P'I{"I"I[ abraad -

"Programme:
— e

AIESEC

ARTION

CEEPUS

Cecko-némecky fond budoucnosti
Erasmus+

Freemaover

Fulbrightova stipendium
1ADS

IFRASA

ISEP

Mezivladni dohody
Morské fondy a fondy EHP

Partnerske Instituce fakui
Parinerské insfituce hU
Stipendia DaAD

Stipendia Paul Robitschek
Stipendia Visegradskéno fondu
*Person 1:

Person authorized by the department/faculty to sign Agreement/Training
AgresmentsConfirmation of Placament Pericd (in compliance with MU Directive Mo
87201 1), The list of coordinators can be found in the instructions of your faculty or
department,

Find wio |

Person 2; -

Find uta | |

Contact peaple at the institution of the stay:
Please enter for example 3 name or an emall address.

:I'ln_ farulty you hawe

2.Stay administrator at the faculty:

* your study assistant

If you are not sure, you can let us know at
int@sci.muni.cz

3.Contact person at MU:

« your departmental coordinator (see their list
here)

« Allinternational PhD students = Valeriia Denysenk

O

1.Choose whether you are going to a study stay or a
placement abroad (= internship).

If you applied for Erasmus+/Freemover/ISEP or have
scholarship such as DAAD/AKTION ... > please, choose
this option.

If you are not going through any of these mobility
programmes, chose , ostatni” (=“other”).

The information marked with an astesisk ('*) is reguired

*Stay type:
| Flacement aoroad ~|

*Programme:
| Cstatni “|

*Country of institution of the stay:
|— v | add all countries |

City:

Name of institution:

The institution is missing. | want to enter 3 new one.

Stay time:

*Stay from: —IE Stay to | =

Forgign stays administrator of faculty/department at MU:

v]

Bc. Valeriia Denysenko - Administratorka pro doktorskeé studenty PFF 4-_=-,e
Alena Doupovcova - Administratorka pro studenty Bc. a Mgr. programua PFF

Mgr. Mirka Geénukova - Administratorka pro studenty Bc. a Mgr. programu PFF

Marie Halasova - Administratorka pro studenty Bc. a Mgr. programa PfF

Mgr. Anisa Kabarova - Administratorka pro doktorské studenty PFF

Ing. Simona Kainerova - Administratorka pro doktorské studenty PFF

Iva Klimova - Administratorka pro doktorské studenty PFF
Pavlina Ondracgkova, DiS. - Administratorka pro studenty Bc. a Mgr. programu PFF

jIng. Tereza Spalkova - Administratorka pro studenty Bc. a Mgr. programu PiF
]| |
Person 2:

Find uéo| |

Contact people at the institution of the stay:
Pleaze entar for example a name or an email address.

Persom 1:

\
Person 2:
\

Maans of contacting you during the stay:

State your contact detalls can be used by MU staff to ¢

et you during the stay, for

example in case of changes or unexpected events

.-"-!:Jr.lress'|

Phone number: | |
*Email:| 529792 @mall.munl.cz |




4.Write a short description of your stay.
If your stay is connected with some project (for example, GACR), you can
add it — IT IS NOT MANDATORY!

5.Choose whether you want to show the stay in your CV, not mandatory.

4. % | £

Related research intentions and projects:

Provided the stay represented part of a research intention or project, please 5

It cannot be found In the menu, please sotar s code aad soelit

pecify this. If

it s

Add new intentions:

Esible identification numbers of research and development intentions MU £, intentions 1 projects 55 e

gal MU codes £,

] fulfillment of research intenfion

w

S

Place to display information absut this H
add to OV
add to the materials used for w.'aln.aﬁrsg doctoral studies

stint-related documentation: (%)
Document tyoe:| -— Select —
Document:| Vybrat soubor | Soubor nevybran

~

The docurmnent may only be in the PDF format. Provided you upload a file in so

ymie other

format than PDF. it is ususally converted automatically within a day

Completed courses:
Thi

Section is

courses must

same time, Trans
No
Theco

Save

(%) Back to the list of stays

Other applications

3. UPLOAD YOUR
LEARNING
AGREEMENT
(LA)/ LA for
TRAINEESHIPS

Select correct type of document.

Find the document in your
storage.

Click on save (ulozit).

uring the

documents certifying th

Typ dokumentu: | --- vybrat ---
Dokument:| Vyb s vybrat —

Dokument smi by | earning Agreement for Studies '
PDF bude proved )
Changes to Learning Agreement

Absolvované pre

bt

Evidence predmé
predméty, které | Confirmation of Study Period

Transcript of Records/Certificate

' hostitelskou $ka | earning Agreement for Traineeships
Agreement a zar¢

PFF:XX_1560300 )
zrugeni predméti Application for Extension

TN ™~

Traineeship Certificate

 Foreign activity plan (before mobility) |
Foreign activity report (after mobility)

v s gy ¥



1. AFTER ARRIVAL

4. UPLOAD CONFIRMATION OF STUDIES AND TRANSCRIPT OF RECORDS/ TRAINEESHIP
CERTIFICATE (if you forgot to upload the LA before going abroad, upload it now!)

¥3 - -

Permissikle identification numbers of research and development intentions MU 21 intentions 1 projects 2 internal MU codes 5.

Add new intentions:

fulfillment of research intention hd

Place to display information about this stay:
I add o OV
[] add to the materials used for evaluatin g doctoral studies

Stint-related decumentation: (%)

Document type: | — Select —- »
Dty Wyt -— selecl —
Thed =nt nLearning Agreement for Studies | vou uplaad a file in some athe
format than POFChanges to Learning Agreement fithin 2 day
Transcript of Records/Certificate
Completed couiConfirmation of Study Period
This section = Li_earning Agreement for Traineeships f f0UMEes complated dusing the

t

I D I at the maoanme Please u | me cert

) Back to the list of stays

Select correct type of document.
Find the document in your storage.
Click on save.

Repeat if you need to upload another
type of document.

DO NOT upload pictures (.jpg)! Only
pdf documents.

If you have a picture -> word document
-> save as pdf

To DELETE any document:

1) Click on "cancel documents" = you
"see'it'undér the documents

2) Then mark "cancel marked

documents"

3) select the documents you want to

delete

4) save

5. ADD/CREATE COMPLETED COURSE FROM ABROAD
After uploading all the documents, a new option will
appear:

+l Enter a course

1. Click on ,enter a course”

2. Choose correct term —in which
term you were abroad — has to
match with the dates of your
intership (September — January =
Autumn term / February — August
= Spring term)

3. Check if you have correct studies

Term (salect term):

autumn 2021 «| EBelect term

use the selected term

schied, the system will save the information about the currently

Fyou heave the box che
zelected term and the term will be used next time you enter this or sny other applicstion.

8

D

| €
Q:;b

NOTE: This guide is done for course XD110.

name.

It ALWAYS depends on what you have in your documents = in your Learning Agreement! If you have
any other course in your LA, the steps are identical but you work with that specific course and




Placement abroad ar the institution McMaster L
Term of the studies: autumn 2021

PFF D-VZP_VZP

autumn 2021 =

Enter the exact name of the course: | XD110
You can enter the name in the original langusge or In English. it can be s=arched for anly
from among the courses of the selected faculty and term,

(@) Internship and stays

Specify |

Fill in the exact name of the course = XDllO/
Placement abroad

(Or another code and name, it always depends what
you have in your LA filled in by your department
coordinator!)

Do NOT enter a course you do NOT have in your LA!

Click on ,specify”, then the next screen should
appear:

vy - — ——
£ TITEAA_THIWS 1D ALFL TW Z0i I PR aLovIn PRUUYL LDV 2 3 L EUNLS)
1420636 XD110 Zahraniéni pracovni pobyt (UN Groupl 15 credit(s)
PIF0(_T68138 XD110 Zahraniénl pracovni pobyt (Lini f), 10 credit(s)
Fri_T68139 X0110 Zahranidnl pracovni pobyt (Lin dl di Cagliari), 10 credit(s)
(768891 XD110 Zahranitni pracovni pobyt (U I 15 credits)
PIFXX_T68907 XD110 Zahranitni pracovni pabyt (Liniv 15 credit(s)
PIFI0_TTE793 XD1 10 Zahranidni pracovni pobyt (LiniCre 27 credit(s)
PIF:XX_B26231 XD110 Zahraniénl pracovni pobyt (Lin di di arf), 10 creditis)
PIFMX_B26232 XD110 Zahranlnl pracovni pobyt (Un 3 degll Stud| di Caglian), 10 craditis)
) PIFRXX_B27173 XD110 Zahranitni pracovni pobyt (Cent tao em Antropologia e Sadde), 30 credit(s)
) PPFO(_B27613 XD110 Zahraniéni pracovni pobyt (Ter GmbH), 27 credit(s)
@ B27642 XD110 Zahraniénl pracovni pobyt (Linive i er 1. 15 credit(s)
) PIF0{_BB6153 XD110 Zahranifnl pracovni pobyt (Friedric Iversitat jena), 10 crediifs)
FIMK_B86693 X0110 Zahraniéni pracovni pobyt (LUn 8 creditis)
L PR _EBBETE XD1 10 Zahranidni pracovni pobyt (O t), 20 creditis)
_BB8989 XD110 Zahranicni pracovni pobyt (ELS wciation for Rural Developrment), 10 credit(s)
& ciation for Rural Development), 10 credit{s)

¥X_BEB992 XD110 Zahraniénl pracovni pobyt (ELARD
PIF0(_ 201461 X0110 Zahranlénl pracovni pobyt (L
TEx{_849182 X0110 Zahranitni pracovni pobyt (K

t2t), 15 credins)

1247320 XD 10 Zahranini pracovni pobyt (Universidade do Porto). 15 cred

Evaluation: |

Save & course cannot be found or it has a different credit value; | will file 3 new one i S

i¥X_1244337 XD110 Zshranicni pracovni pobyt (INSERM U1232) (Institut Mational d

2 PIFXM_B27017 XD110 Zahraniénl pracovni pobyt (Universitat Grelfswald) (Ernst-Moritz-Ammdt-Unive

1. 15 credit(s)

cal U1232), 10 crediis)

, 10 cradit(s)

Enter the exact name of the wurse:| XD110

|| specify |

ginal language or in E

cted faculty and term,

You can enter the name in the ¢

from among the courses of the s&

) Internship and stays

glish. It can be searched for anly

university) — choose it and ,,save”.

a different credit value, ...

If you can find the exact course (same amount of credits, same

Otherwise, continue with ,the course cannot be found or it has




—
i3esd)

Placement abroad at the instit:
Term of the studies: autumn 2021

Master University {

Completed Courses from Studies Abroad

Note: The course must be entered according to the rules for recording course information at MU.
You can find the conversion table between the assessment system of the foreign institution and MU in the Learning Agreement or in the Transcript of Records.

The system of evaluation at MU corresponds to the ECTS and you can view it in the following application: Types of Completion and Grades 51

In case you need more infor

Name of the course in the language in which it is taught (mandatory, max. 128 characters,

the transfer of grades or course completion, please contact the authorized person of the given department or faculty.

using the Latin alphabet):

Zahranicni pracovni pobyt

Name of the course in English (required for DS, max. 100 characters):

Placement abroad

Number of credits:  Type of Completion:

Title (preceding the

Evaluation:

Language of instruction:

I3 Surnam egrees (following the name)

The higher education institute of the course:
McMaster University

Common note on the subject (max. 254 characters):

&) Internship and stays

1.

Fill in: ‘

name in Czech (Zahrani¢ni pracovni pobyt) and in English
(Placement abroad) - if you enter a different course than XD110,
name will correspond to what is stated in the LA.

Number of credits — based on the Training Agreement/Learning
Agreement

Type of completion=Z

Evaluation =2

Language = Czech/English/Spanish/French -> depends on the stay
Teacher — not mandatory




Check the data is correct and ,,save and confirm“:

Placement abroad at the institulion Eesti Robeline Lilkumine (from 13

Term : autumn 2021

Note: The course must be entered according to the rules for recording course information at MU.
You can find the conversion table between the assessment system of the foreign institution and MU in the Learning Agreement or if the Transcript of Records,
The system of evalustion at MU corresponds to the ECTS and you can view It In the following application: Types of Completion and Grades 2

it the transfer of g 5 act the authorized person of the piven department or faculty

It s forbidden to enter courses which have not been successfully completad!

Data has not been saved yet

Check that the data are correct before saving them.

Name of the course in the language in which it is taught (mandatory, max. 128 characters, enter using the Latin alphabet):
Zahranicni pracovni pobyt

Name of the course In English (required for DS, max. 100 charactersk:
Placement abroad

Mumber of credits:  Type of Completion:  Evaluation: Language of instruction:
5 2 z cze Czech

Teachers' names:
Title (preceding the nams)  Mame surnamea Degrees (following the name)

oL e

The higher education institute of the coursa:
Eesti Roheling Lilkumine

Common note on the subject (max. 254 characters):

A

Do not save

2351:: Internship and stays

Wl U I“ J]. P¥F D-VZIP_VZP

autumn 2021 «»

Placement abroad at e instit
Term of the studies: autumn 2021

Saved successfully.

Enter the exact name of the course: ‘ Specify

You can ent

he name in the original language or in English. It can be searched for only
courses of the selected faculty and term

(&) internship and stays

You are almost done!
ONE LAST step is needed -> return back to ,Internship and stay”.

6. SUBMIT A REQUEST FOR COURSE RECOGNITION
Return back to ,internship and stays” and in the record of your stay, apply for a recognition:



Add naw intentions:

| fulfiliment of research intention b

Place to display infoermation about this stay:
U add ta cv
T add ta the materials used for evaluating doctoral studies

Stint-related documentation: (Z)

g Elektronicks verze dokumentu Training Agreement

T Elektronicka verze dokumentu Confirmation of Placement Period

remaove documents »

Document type: -— SekeCt -— H‘|

Document: | Wybral soubor | Soubor nevybran

The document may only be in the PDF format. Provided you upload a fil2 in some other
format than PDF. it is usually converted autamatically within a day.

Completed courses:

This section is used for recording information about the courses completed during the

stay. Please enter the information regarding only those that have been certified as

completed by both the faculty the student comes from and the hosting school. That is, the

courses must be certified as completed in, for instance, Learning Agresment and, at the

same time. Transcript of Records.

PIFXX_827017 X110 Zahranitnl pracovnl pobyt (Universitat Greifswald) (Ernst-Maritz-armndt-LUniversitat Graifswald), 10 credit(s)

FEMmove SE5 -

(# Enter 3 course

Submit request for course recognition ()

(#) Back to the list of stays

I) * Docurment Office > Submit requests for course recognition from different studies #

Submit requests for course recognition from differ

Doktorské - Zadosti o uzndni pfedmétu z Masarykovy univerzity do studia na Piirodovédecké fakuhé

Informace pro studenty

Zadosti z netspéing ukondenych studii

Zpravidla neni wyhowsna:

a) pledmat byl Uspd&nd ukonten af s wulitim druhého cpravmého terminu nebo
) predmét byl ukonten s hodnocenim 0° nebo (B

Zidost! z GspiEng ukonfenych studil

Pavinné predmity 2 pfedchozina fédné ukondendho studia se v novém studiv uzndvaji pouze 5
nulovou kreditovou hodnotou. Fowinné volitelngé predméty z pfedchoziho studia je moing
uznat | 5 kredity pouze do vise, o kterou podet ziskanych kreditd v daném povinn volitelném
bloku prekrotil povinné pfedepsanou minimalni hodnotu daného bloku v predchozim studiu a
sou€asné o keerou podet ziskanych kreditl v tomto studiu pfekrofll hodnotu 2iskanou [ako
tiicetindsobek doby ukonfendho studia wjadiend v semestrach, Fadosti doporutujeme

podévat v dobé: registrace a z3pisu predménd,
Choose the course and

Pedméty CT777 Zachdzeni s chemickymi litkaml 2 G0101 Skolenl BOZP a PO pro geology A A
,continue to submit the

nelze uznat vzhledem k tomu, Ze je povinnost absalvovat tento predmét v kaZdém roce studia.

agenda je uréena pro uznavéni v rdmel dokrorskich studii. request”
(Name of institution and
Select all courses Cancel the sslection of all courses amount of credits should
Continue to submit the request match the information in
your Learning
Agreement)

Select all courses Cancel the selection of all courses

Continue to submit the request

Crverview of all my requests

Other applications

= Document Office



Agenda je urdena pro uzndvini v rimei doktorskych studii.

Submitting the request

PIFX_B27017 XD110 Zahranifnd pracosvnd pobyt (Universitét Greifswald), details 9

The reguest to recognize the new course will ba made with the following attributes of the
original course:

= Term: autumn 202

* Type of Completion: Z (cn

* Bvaluation: Z

* The number of originally completed cr
® with credits O without credits (3)

The coursz | wish to recognize on the basis of PrFXX_B27017 XD110 nini pracovni pobyt

(Universitat Greifawald)
[ 1 do not wan nize the original € Last step:
2 3 word from the course name or the course code: \ 1) write ,,XD].]_OH’ then ,,ﬁnd

Bif _w||xD110 | Find course |

\ course”
2) the term is not important (IS

will select it automatically, you
can’t change it) and choose it *

" PFF:XD1 10 ZahranlEni pracovnl pobyt (podzim 2021) podrobné o
proft RNDy. Ludé Bldna, PhD.
Qer. Ukonceni: zépotet. PTF MU

L include the c 3) click on ,,submit the

Since you have completed the course PPFIX_E27017 XD110 Zahranicni pracovni pobyt “«

[Unnersitat Greifswald), do you wish to recognize other, related courses? Once you req uest

complete the request for the first course, you cam then add other courses. 4) You see a green
Additional note to the reguest (will be printed an the reguest) confirmation!

5) DONE!

Provide additional facts or particularities; e.g.. specify if you are asking to recognize the
course for & different credit value than suggested above.

| Submit request to course

nulovou kreditovou hodnaotou, Pavinné valitelné predméty z pfedthoziha studia je moing
uznat | 5 kredity pouze do vise, o kierou pofet ziskangch kredith W daném povinné voliteiném
bloku pfekrodil povinné predepsanou minimaini hodnotu daného bloku v pfedchozim studiu 2
soufasné o kterou potet ziskanych kreditd v tomto studiu prekrodjl hodnotu ziskanou jako
tficetindsobek doby ukonfendho studia wyddfend v semestrech. Hidost doporutujeme
poddvat v dobd: registrace a zépisu predmétd.

Pfedmaéty C7777 Zachazeni s chemickymi latkami 5 G0101 Skolepi BOZP a PO pro geology
nelze uznat vzhledem & tomu. Ze |e povinnost absolvovat tento pradmét v kaZdém roce studia,

Agenda |e urfena pro uzndvand v rdmcl doktorskich studli.

Podani Zadosti

PiF:X_1420658 Zahranicni pracovni pobyt, podrobné &

i".f) vase #adost o uznani pfedmetu XX_1420658 Zahraniéni pracovni pobyt za

S— piedmét XD110 Zahranicni pracovni pobyt byla Ospésné ulozena.
Nynl se zaéne fadost zpracovdvat. Vyekejte do jejho vyfizeni, po kterém Vis
studijni addéleni vyzve e-mailem K jejimu podpisu a prevzeti rozhodnuti
Podat dalsi zadost k témuz piedmétu (napf. v plipadé, e cheete predmét uznat
za vice pfedméti).
Po kliknuti na odkaz se ztrati pripadny neuleZeny obsah stranky nepodané
Zadosti.

ZpEt na vyhér predmatd
Prehled viach mych Zadosti






