
I. BEFORE GOING ABROAD  
  

1. CREATE A RECORD OF YOUR STAY IN IS MUNI  

IS > „Personal Data“ > „Internships and stays“ (hƩps://is.muni.cz/auth/pers/studijni_pobyt)  

  

  

 
    

  

2. FILL IN ALL THE DETAILS ABOUT YOUR STAY  

If you are a new student, you might  

first need to select the correct faculty.   

Always check you have correct  

faculty selected!  

Click on „create new intership or a  

stay…“  



    

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 opƟon.  

If you are not going through any of these mobility  

programmes, chose „ostatní“ (=“other“).  

2. Stay administrator at the faculty:   

•   your study assistant 

•   All internaƟonal PhD students = Valeriia Denysenko 

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  

her e )   



 

  

  

3.   UPLOAD YOUR  

LEARNING  

AGREEMENT 

(LA)/ LA for 

TRAINEESHIPS 

     

Select correct type of document .  

Find the document in your  

storage.   

Click on save (uložit).  

4. Write a short descripƟon of your stay.   

If your stay is connected with some project (for example,  GAČR ) , you can  

add it –  IT IS NOT MANDATORY!   

  

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



  

  

II. 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!)  

  

  

 

NOTE: This guide is done for course XD110.  

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 idenƟcal but you work with that specific course and 

name.  

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 under 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  

AŌer uploading all the documents, a new opƟon will  

appear:  

  

  

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  



 
  

  

 

Fill in the exact name of the course = XD110  

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:  

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

university) – choose it and „save“.  

Otherwise, conƟnue with „the course cannot be found or it has  

a different credit value, …“  



 

  

  

  

  

  

  

Fill in:   

1.   name  in Czech (Zahraniční pracovní pobyt) and in English  

( Placement abroad) - if you enter a different course than XD110,  

name will correspond to what is stated in the LA.  

2.   Number of credits – based on the Training Agreement/Learning  

Agreement  

3.   Type of compleƟon = Z  

4.   EvaluaƟon = Z  

5.   Language = Czech/English/Spanish/French -> depends on the stay  

6.   Teacher – not mandatory  

  



 

    

 

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 recogniƟon: 

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



  

  

  

  

Choose the course and  

„conƟnue to submit the  

request“  

( Name of insƟtuƟon and  

amount of credits should  

match the informaƟon in  

your Learning  

Agreement)  



  

 

 

 

Last step:   

1)  write „XD110“, then „find  

course“  

2)  the term is not important (IS  

will select it automaƟcally, you  

can’t change it) and choose it *  

3)  click on „submit the  

request“  

4)   You see a green  

confirmaƟon!  

5)   DONE !   



 


