Manual for Exchange Students to Apply for Study/Work Placement at
the Tomas Bata University in Zlin

Dear Student,

It is our pleasure that you have decided to realize an exchange study/work placement stay at the
Tomas Bata University (TBU) in Zlin.

If you want to study/work at TBU there are several documents which have to be delivered to the
TBU International Office by the given application deadline. The deadlines are as follows:

1. 1June - for the winter semester or the full academic year
2. 1 November - for the summer semester

The documents are:

Student Application Form
Learning Agreement

Copy of the student identity card
Transcript of Records
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The first two above mentioned documents — Exchange Student Application Form and Learning
Agreement — have to be filled in within the TBU informational system “Portadl”.

This Manual is to help you going through the on-line application procedure and searching for the
most suitable courses for you within the TBU informational system Portal. If you face any problems
within the Portdl, please, contact the TBU International Office — bycek@rektorat.utb.cz.
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1. Login
Open the site www.stag.utb.cz. Switch to English language if necessary — the button is in the top right
corner. Now click on the Applicant or ECTS bookmark in the offer bar. The following screen will
appear.

i Tomas Bata University in Zlin

Portal IS/STAG

 cet—
VNS Graduate  Web services ECTS

ECTS: Incoming short-term student visits (S034)
| &= | ECTS — Incoming short-term student visits

[
A diiearn orocedure é} 3‘ A site for submitting application for short-term stay and monitoring its status.
.~ =/ Application help
@ You don't have a Czech birth code assigned (You are neither a Czech
citizen nor a Slovak citizen born before 1993), and the school has not

Welcome  Browse IS/STAG

User Info  Password Change

Information for applicants

Electronic application

assigned a pseudo-birthcode to you yet.

Generate a pseudo-birthcode and log in
First name (s) = I_Og'in for the
Srene first time
Date of birth
Sex male |2|

[ Create pseudo-birthcode and log in ]

N\

The system will assign you a pseudo-birthcode that will be used to identify
you at this school. Make a note of the code and next time you need to log
in, enter that code and your initials into the form on the left.

Back to start

Fill your personal information in the right part of the window. This applies to the students from
Slovak Republic born before 1. 1. 1993 as well. You have to fill in your:

First name(s),
Family name(s),
Date of birth,
Gender.

i e

Do not use neither punctuation nor any special characteristics!

Then click on the button “Create pseudo-birth code and login”. The system will assign you a pseudo
birth code that will be used to identify you at TBU. Make a note of it and next time you need to log
in, enter that code and your initials into the log-in form on the left side of the screen.


http://www.stag.utb.cz/

Login for the second time (with pseudo-birth code)

i Tomas Bata University in Zlin

Portal IS/STAG

Welcome Browse IS/STAG RNJII[I8 Graduate Web services ECTS Userinfo Password Change
Information for applicants : Incoming short-term student visits (S034)

Electronic application ( o | ECTS — Incoming short-term student visits
Admission procedure | )) A site for submitting application for short-term stay and monitoring its status.
I ECTS arrivals ‘

”/ Application hel

You have a Czech birth code (you are a Czech ditizen or a Slovak citizen
born before 1993) or the school has already assigned a pseudo-
birthcode to you. If you don't remember the pseudo-birthcode assigned
to you, contact us at stag@utb.cz.

Log in with your birth code and initials
Birth or pseudo-birthcode I

Birth code excl. slash
Your initials without diacritics.

Initials

Log in

For instance John Doe: ID. For ladies: if you submitted an application and
then got married, use your original initials. Once you log in, you may modify
your details.

Back to start

IF YOU HAVE ANY PROBLEM TO LOG IN WITH YOUR PSEUDO-BIRHT CODE AND INITIALS, CONTACT
THE INTERNATIONAL OFFICE (bycek@rektorat.utb.cz). DO NOT CREATE ANY NEW PSEUDO-BIRTH
CODE AGAIN!



mailto:bycek@rektorat.utb.cz

2. Enter Personal Data
After the first log in, the following screen with the personal data request will appear. The fields
marked with the * sign are mandatory and have to be filled in. However you are strongly
recommended and it is extremely important for the future communication to fill in the personal

data table completely!

CorT2 T8~ AEE
[B  soubor Upravy  Zobrazk  Zalodky Pomiicky Nastroje  Napovéda - 8%
- pidat 4= Zpdt =b Vpied &) Nadistznovu @ Domd O Majt 5 Tisk 3 Celd obrazovka @ iihasl
® web | portalutbicz ! fhe7hCaIAEAbDZ-KIdr th23nvB SCIBFOILC_nixz_ HRooNLELNQyutPhFzxsaviea_cIGes | | & [ Hed

) T me-day Berta | Help | Login &
{m) Portél UTB | Eng
B
Home  welcome ISSTAGbrowsing  TBU  WebServicesIS/STAG  E-application
ECTS arrivings
ECTS — Students arriving for short-term stays -
| B8 & pseudo birth corle was generated for youl Make note of &, you are going to need i, together with your intials, next tine yau try to log in
‘ PSEUDO BIRTH HUMBER: 800517288, Initials: JB
L
Personal data Delivery address (fll n if i ciffers from your permanert residence address
First name (s)* | John Differs from permanent residence
Fartiy naie (5" | [Brown Additional contact information
Phion:
Title before name ~| SR 0TI247
Fax
Title after name ~|
Email john.brown@jmail.com
Birth code assigned in the Czech Republic’ | 800517288 Note.
e Date and place of birth
e Birth - date’ 17.5.1980
Marital status | nezjistén ;j : =
Birth place — Courtry’ | United Kingdom of Great E
Idertity card number 123456
& Birth place - Town'  London
Passport number | 123654
Qualificator of citizenship | Citizen ;J
Nationaity’ | United Kingdom of Great E
Permanent residence
Permanert residence - courtry’ | United Kingdom of Great E
- region
-city  London
-post | London
- Ziphosteode | 12389
-street | London Street
- house number | 15
Permanert residence in the Czech Republic | ANO » |
( J
“Mandatory field
Log out
e
| # portalue =
Oe v e - —.— - .

Students who need for they stay in the Czech Republic visa are obligatory to fill the passport number.

Other students can fill the Identity card number only.

When all information is filled in, click on the “Save” button on the bottom of the page.

3. Enter Sending Institution Information
The next step is to fill in the information on your home (sending) institution. The fields marked with
the * sign are mandatory and have to be filled in. However you are asked to feed the table with the
complete information and save it for the TBU information system as well as for your colleagues
coming to study at TBU from your home institution in the future.



Portal UTB - Opera Q@@
g X

B  soubor Upravy  Zobrazit  Zalotky Pomicky Mastroje  Napovéda
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® web | portal.utbiczy th23NVBERE r Q-E2XVRX XY ALXZIGHAQyevPpYywebOstEBwkEEEn | |4 »
ECIS @livings -
ECTS - Students arriving for short-term stays -
sfully saved
nerated for youl Make note of it, you are going to need it, together with your intials, next time you try to log in

PSEUDO BIRTH NHUMBER: 80051728J8B, Initials: JB

Arrivals - John Brown

Date Print
= - New arrival -

Add new arrival

[ZYEXNVEEY Sending institution

entering a new Arrival. Filin this Tab and click Save on the bottom. You will be forwarded to the next Tah

B vou

Home institution details

Institution
Facuty’

Study Programme’
Study field*

Type of study”

Vear of study”
ECTS coordinators
Foreign institutional coordinator

- LA signature date

BIRKBECK COLLEGE (UNIVERSITY OF LONDON Change school
Economics

Economics

Ecaonomics and Marketing

Bachelor L]

2

George Newton

Foreign departmental coordinator ~ Alice Smith
- LA signature date
Contact information
Phone | 123852
Fax
E-mail - london@unilondon.uk
IECTS weh page address | www. unilondon. uk|
* Mandatory field
Log out
= v
# Portsl UTE %)
Oe v e = —O‘—‘

When all information is filled in, click on the “Save” button on the bottom of the page.

4. Enter Exchange Stay Information

The next step is to fill in information on your exchange study/work stay at TBU. The fields marked
with the * sign are mandatory and have to be filled in.

In the field “Funding” the programme within which you are going to stay at the TBU has to be
chosen. The following options are available:

- 51 — Erasmus+ programme - will be chosen by the students coming within the Erasmus+
exchange programme; students studying at one of the EU countries, from the institutions
with which TBU has Erasmus+ bilateral agreements.

- 69 - Other form of short term study exchange - will be chosen by the students coming within
the interuniversity agreement between TBU and the student home institution (TBU partner
institution); regards mainly the students from non-EU countries (Russia, Taiwan, Korea,
Kazakhstan, China, etc.). Kindly visit the following website to see the list of TBU partner
institutions - http://www.utb.cz/mezinarodni-spoluprace/partnerske-instituce?lang=1.

- Other LLP programme - for students coming for example for the summer school

- Other EU programme — for example Tempus



http://www.utb.cz/mezinarodni-spoluprace/partnerske-instituce?lang=1

- Intergovernmental agreement

- AKTION programme

- CEEPUS programme

- DAAD programme

- Erasmus Mundus programme

- EEA Financial Mechanism and Norwegian Financial Mechanism

- Leonardo da Vinci programme

- The Czech Ministry of Education, Youth and Sports Development Programme
- Short exchange stay private payer

- University/Faculty scholarship

In the field “Arrival type” it has to be mentioned whether you are coming for:

- Internship or
- Short study stay.

The field “Mobility status” will be filled in automatically.

Portal UTB - Opera B@@

B  soubor Upravy  Zobrazit Z&lotky Pomlicky Néstroje  Népovéda - 8%
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® web | portsl.uthicz/s ETDzkyNLOCE2NnELIGMIn| |2

B A pseu

PSEUDO BIRTH HUMBER: 800517288, Initials: JB

Arrivals - John Brown

Date Print

s generated for you! Make note of i, you are going to need t, together with your initials, nest time you try to log in.

Add new arrival
Personal data ~ Sending i i m Courses

Essential information on the arrival
Expested arrival date | 14,02.2012
Expected departure date 20,06 2012 B

@ Acadenic year you wantto study’ | 201172012~ |
Arrival date
Departure date
Funding’ = program Socrates/Erasmus lJ

Arrivaltype’  Short study s(ayj

Do you reguire accommosation | AN v |
at & dormitary?!

Mobilty status* | 400 - New arrival added
Studert's LA signature date
ECTS coordinators
Local institutional coordinator - administrator
Local institutional coordinator - signer
- L& signature date
Local departmental coordinator - administrator
Local departmental coordinator - signer
- L& signature date
Contact information
Official phone
Official fax
Official e-mail
* Mandatory field

Log out

# portal UTE

Oe v e “—@,_‘

When all information is filled in, click on the “Save” button on the bottom of the page.




5. Select Courses (not for placement)
The course selection is done according to the Department of the particular TBU Faculty. Students
have to choose courses to correspond to their main field of study and from the TBU Faculty under
which they are going to be enrolled. “Studio” courses offered by the Faculty of Multimedia
Communications can be taken by the students of art programmes only. Each student can be
enrolled just in one studio course. Choose the courses for one semester only! Each semester has to
be managed separately even if you are coming for the whole academic year. See the chapter 8.

Students coming for the winter semester will be able to prepare the Learning Agreement only when

the courses for the upcoming academic year are uploaded into the system. The upload is usually
done by the end of April.

Students are expected to be enrolled in as many courses as to get 30 ECTS per semester!

Portal UTB - Opera |g@®
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P Today's name-day Berta | Helg

(%) Portél UTB

Home  weicome ISSTAGbrowsing  TBU  We
ECTS arrivings

ECTS — Students arriving for short-term stays

Course was added

| B8 & pseudo birth corle was generatest for you! Make note of it, you are going to need , together with your initials, next time yau try ta fog in.

PSEUDO BIRTH HUMBER: 800517288, Initials: JB

Arrivals - John Brown

Date Print
% 14.022012-20082012 SAE(R LA CHLATD

Add new arval |

Personal data = Sending institution = Arf§val

Wirter semester Credits Setting status
Credits: 4

B Course sefting status can help yau in case Wwhen during your Study stay you change courses you want to study. In the Learning agresment wil always he prited courses without changes e, With status Normal

1f you have deleted or added any course during your studly stay, you have an option to change their status ta Added or Deleted. Then you can print amendment with those changes - Changes to Learming
Agreement

| - 204 the courses you want to study st our institution
Department [MUMM 23] Course bbreviation (% ) Display

B The list below e T

TSI Clck Add 1o add it to the selected semester

$iAbbreviation  12iName |21 Variant Wirter semester Summer semestar
MUMM / EBMZ  Brand Managerment 2011
MUMM { ECKO1  Communication Skills 2011
MUMM / ECKO2  Communication Skills 2 2011
MUMM /EHRM  Human resources management 2011 v

Log out

| # portalure

D v e

Course list with all available courses for exchange students is posted online at the following link:

http://www.utb.cz/international/exchange-incoming-students (please chose courses just from the
mentioned link).

List of department acronyms according to TBU faculties:


http://www.utb.cz/international/exchange-incoming-students

Faculty of Technology

English Name Czech Name Acronym
Dept. of Chemistry Ustav chemie TUCH
Dept. of Environmental Protection Ustav inZenyrstvi ochrany Ziv. prosttedi TUIOZP
Engineering
Dept. of Fat, Surfactant and Cosmetics Ustav technologie tuk(, tenzidC a TUTTTK
Technology kosmetiky
Dept. of Food Analysis and Chemistry Ustav potravinaFského inZenyrstvi a TUPICH
chemie

Dept. of Food Technology and

Ustav technologie a mikrobiologie potravin ~ TUTMP
Microbiology

Dept. of Physics and Materials Engineering Ustav fyziky a mater. Inzenyrstvi TUFMI
Dept. of Polymer Engineering Ustav inzenyrstvi polymerd TUIP
Dept. of Production Engineering Ustav vyrobniho inzenyrstvi TUVI
Faculty of Management and Economics
English Name Czech Name Acronym
Dept. of Management and Marketing Ustav managementu a marketingu MUMM
Dept. of Economics Ustav ekonomie MUE
Dept. of Enterprise Economics Ustav podnikové ekonomiky MUPE
Dept. of Industrial Engineering and Ustav priimyslového inZenyrstvi a MUPI
Information Systems informacnich systému
Dept. of Finance and Accounting Ustav financi a uéetnictvi MUFU

Dept. of Regional Development, Public
Sector Administration and Law
Dept. of Statistics and Quantitative
Methods

Ustav regionalniho rozvoje, vefejné spravy ~ MURVP
a prava
Ustav statistiky a kvantitativnich metod MUSKM

Dept. of Physical Training Ustav télesné vychovy MUTV
Faculty of Multimedia Communications
English Name Czech Name Acronym
Animation Studio Ateliér animace KAAT
Glass Design Studio Ateliér designu skla KADS

Shoe Design Studio Ateliér designu obuvi KAOB




Fashion Design Studio
3D Design Studio
Digital Design Studio
Advertising Photography Studio
Graphic Design Studio
Spatial Design Studio
Industrial Design Studio
Audiovisual Arts Studio
Department of Theoretical Studies

Department of Marketing Communications

Ateliér designu odévu
Ateliér 3D Designu
Ateliér digitalniho designu
Ateliér reklamni fotografie
Ateliér grafického designu
Ateliér prostorového designu
Ateliér priimyslového designu
Ateliér Audiovize
Kabinet teoretickych studii

Ustav marketingovych komunikaci

KAOD

KA3D

KADD

KARF

KAGD

KAPT

KAPD

KAAV

KKTS

KUMK

Faculty of Applied Informatics

English Name

Czech Name

Acronym

Dept. of Security Engineering

Dept. of Computer and Communication
Systems
Dept. of Informatics and Artificial
Intelligence
Dept. of Electronics and Measurements

Dept. of Automation and Control
Engineering

Dept. of Mathematics

Dept. of Process Control

Ustav bezpeénostniho inzenyrstvi
Ustav pocitacovych a komunikaénich
systém{

Ustav informatiky a umé&lé inteligence
Ustav elektrotechniky a méreni
Ustav automatizace a fidici techniky

Ustav matematiky

Ustav fizeni procest

AUBI

AUPKS

AUIUI

AUEM

AUART

AUM

AURP

Faculty of Humanities

English Name

Czech Name

Acronym

Dept. of Modern Languages and
Literatures
Dept. of Pedagogical Sciences

Dept. of School Education

Dept. of Health Care Sciences

Ustav modernich jazykd a literatur
Ustav pedagogickych véd
Ustav $kolni pedagogiky

Ustav zdravotnickych véd

UMIL

upv

uspP

uzv

10



Faculty of Logistics and Crisis Management

All courses are held in Uherské Hradisté; appro.30 km from Zlin.

English Name Czech Name Acronym

Dept. of Logistics Ustav logistiky LULO

Dept. of Crisis Management Ustav krizového fizeni LUKR

Dept. of Environmental Security Ustav environmentdlni bezpe&nosti LUEB

Portal UTB - Opera |g@rz‘

B  soubor Upravy Zobrazit Z&lotky Pomlicky Méstroje  Népovéda
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s, Today's name-day Berta | Help | Login &
(&) Portél UTB g

Home  welcome ISISTAGbrowsing TBU  WebServicesISISTAG  E-application

ECTS arrivings

ECTS — Students arriving for short-term stays

Course was added

| B0 A pseuda birth code was generated for you! Make nate of t, you are going to need , together with your infials, nexd time youtry to log in

PSEUDO BIRTH HUMBER: 80051728J8, Initials: JB

Arrivals - John Brown

Date
= 14022012 - 2008412 SAECT LAD cHlA R

Add new arrival

Personal data = Sending institution = Arrival

Summer semesier Credits. Sefing status

MUMM/EBMS a Normal

MUMM/ECKD2 3 Normal

MUMM/EHRM a Normal
MUMMPMNTE 5 Normal

MUMM/PMNZE 5 Normal

Credits 21

) Course sefting status can help you in case when during your study stay you charige courses you want to study. In the Learning agreement will always be printed courses without changes e 1. With status
Normal. If yau have deleted or added any course during your study stay, you have an option to change their status to Added or Deleted. Then you can print amendment with those changes - Changes to

Learning Sgreement
= ¢ Sl wantto study at ol institution
Department  MUMM ) Course akbreviation |% | SDisplay el
5 showys courses matching your fiteting criteria, Select W selected semester

*lAbbreviation +iName #1Variant Winter semester Surmmer semester ~
MUMM / EBM3  Brand Management 2011 a
MUMM { ECKO1  Communioation Skills 2011
MUMM / ECKOZ  Communication Skills 2 2011
MUMM /EHRM  Hurnan resources mansgement 2011 [Addoouse | [ Addoouse | v

Log out

| # portalue

Oe v e - ‘

When the course selection is ready (you have made your final choice) you have to contact the TBU
Faculty departmental coordinator—signer to confirm you course choice. Both documents, Student
Application Form (SAF) and Learning Agreement (LA), can be printed, confirmed at you home
instituiton and sent to TBU International Office only after receiving the confirmation of your course
selection from the TBU Faculty departmental coordinator—signer!
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The Faculty departmental coordinators—signers are:

Mr. Cermdk — cermak@ft.utb.cz

Mr. Zimola — zimola@fame.utb.cz
Mr. Vodicka — vodicka@fmk.utb.cz
Mr. Kubalcik — kubalcik@fai.utb.cz
Ms. Machova - machova@fhs.utb.cz
Mr. Tomastik — tomastik@flkr.utb.cz

Faculty of Technology

Faculty of Management and Economics
Faculty of Multimedia Communications
Faculty of Applied Informatics

Faculty of Humanities

Faculty of Logistics and Crisis Management

As a proof of the TBU departmental coordinators — signer confirmation is the fact that when the SAF
and LA is printed the name of the TBU deptartmental coordinator is already stated.

6. Print Student Application Form and Learning Agreement
After completing your personal information, sending institution information, arrival information and
finalizing your course selection you can contact the TBU Faculty departmental coordinator—signer to
approve your course choice.

New bookmark called “Study plan” will appear in your profile when your course choice is approved
by the coordinator. It means that the coordinator has matched you with the Faculty, Study
programme, Field and Study plan.

Only in this phase you are allowed to print the SAF and LA. As a proof of the TBU departmental
coordinators—signer confirmation is the fact that when the SAF and LA is printed out, the name of the
TBU deptartmental coordinator is already stated.

SAF and LA preview (just a part of the first page):

STUDENT APPLICATION FORM LEARNING AGREEMENT FOR STUDIES
Mobility Other form of sh study period
ACADEMIC YEAR: 20152016 The student
FIELD OF STUDY: English for Business Administration Last name(s) | Sebmstommmmm First name(s) o
Date of birth | 07.09.1992 Nationality RU
This application should be completed m BLACK in order to be eauly copied, faxad or e-mailed. Sex [m F A ic year 201572016
SENDING INSTITUTION:  Ural Federal University the Russian Federation Study cycle EQF level 6 Field of education 0220
Full address: |Phone s E-mail S rr——
ul. Mira 19, 620002 Ekaterinburg
Faculty / Department - name, official telephone, fax and e-mail: The sending institution
Department "International Relations" e ey Name Ural Federal University
ECTS Departmental coordinator - name, telephone, fax and e-mail: Faculty Department "Intemational Relations”
Alexey Zaytsev
%z 5 y , RU EKATERINOL Department Foreign regional studies
ECTS Institutional coordinator - name, telephone, fax and e-mail: (f applicable)
3 ; Country, Country
Alexey Zaytey Address | . Mira 19, 620002 Ekaterinburg P the Russian Federation, RU
STUDENT'S PERSONAL DATA Contact person | Contact person P
(to be completed by the student applymg) name Alexey Zaytsev e-mail / phone ———

Sign both documents, arrange the signatures of the required representatives
instituiton and send it together with the other required documents:

at your home

12
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e Copy of the student identity card

e Transcript of Records

e CV

e Portfolio — obligatory only for students with specialization in Arts (Multimedia and Design
courses)

to the TBU International Office. The address is:

Tomas Bata University in Zlin
International Office

nam. T. G. Masaryka 5555
76001 Zlin

Czech Republic
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Add new arrival
Personal data  Sending institution = Arrival  Courdes
AcadYr, 2011
Faculty |FAM - Faculty of Managemert and Economics
Study Programme | Economics and Management
Field | Managemert and econamics
Study plan | Management and economics (version 0)
Log out
d:portall 0
| # portaiute =
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In the bookmark “Arrival” you can see that the Mobility status has been changed and the Local

departmental coordinator—-administrator and signer was added.
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() Portél UTB
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ECTS arrivings
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Date Print
= 14.022012-20062012 SAF(F LA CHLAR

lan

Essential information on the arrival
Expected arrival date  14.2:2012
Expected departure date 2062012
201142012

R Academic year you want to study*
Arrival date
Departure date
Funding’ | program Socrates/Erasmus

Arrivaltype' | Short study stay

ano

Do you reguire accommodati
oy

Mobility status*
dgpature date

401 - Data about the arrival completed including the courses

Studef
ECTS coordinators
Local insttutional coardinator - administrator
Local institutional coardinator - signer
- LA signature date
Besffich Zimola
Bedfich Zimola

Local departmental coordinator - administrator
Local departmental coordinator - signer

Log out

Contact information
Official phone
Official fax
Official e-mail
* Mandatory field
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You can also see that the couses in the bookmark “Courses” have the status “Normal”. It means that
they are listed in your Learning Agreement. Later if you need to make some changes the status will
be changed to either “deleted” if you delete a course or “added” if you add an additional course to
the previous list of courses in the Learning Agreement.
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ECTS arrivings
ECTS — Students arriving for short-term stays
Date Print
% 14022012-20062012 SAF (R LALA CHLATZ
Add new arrival
Personal data | Sending institution ~ Arrival Study plan
Summer semester Credits Sefting status
MUMM/EBM3 4 Normal
MUMM/ECKO2 3 Normal
MUMM/EHRM 4 Normal
MUMM/PMN1E 5 Normal
MUMM/PMN2E 5 Normal
Cradits: 21
B Course setting status can help you In case when during your study stay you change courses you wart to study. In the Learning agresment will always be printed courses without changes .. With states Normal.
If you have deleted or addled any course during your study stay, you have an option to change their status to Added or Deleted. Then you can print amendment with those changes - Changes to Learning
Agreement
Log out
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7. Change Learning Agreement
If you need to make any changes in your Learning Agreement (delete or add a course) inform the
TBU institutional coordinator — administrator — International Office, Mr Bycek -
bycek@rektorat.utb.cz about it.

As soon as your “Mobility status” is changed to “Student mobility in progress” you can make the

required course changes.
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Add new arrival

Personal data = Sending institution

Cowrses  Study plan

Essential information on the arrival
Expected arrival date | 14.22012
Expected departure date | 20.6.2012

& Academic year you want to study* | 201112012
Arrival date
Departure date

Funding* | program Socrates/Erasmus

Arrivaltype' | Short study stay

Do you reguire accommodation
7Y
Mobilty status® | 450 - Student mobiity in progress
Student's LA 'SI

ECTS coordinators
Local institutional coordinator - administrator

Lotal institutional coordinator - signer
- L& signature date
Local departmental coordinator - administrator | Bedfich Zimola
Locsl departmental coordinatar - signer | Becich Zimola
- LA signature date
Contact information
Official phone
Official fa
Official e-mail

* Mandatory field
Log out
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You can delete unsuitable courses and/or add additional courses which you would like to attend.
Adding a course has to be done in the same way as you did it in the Learning Agreement before.

Before adding a course, please, make sure that it does not overlap with any other course and that
the teacher agrees with your attendance.

When all your changes are saved in the system and you are sure that there will not be any more
changes, inform the Faculty departmental coordinator about it. The Faculty departmental
coordinators — signers are:

Faculty of Technology Mr. Cermak — cermak@ft.utb.cz

Faculty of Management and Economics Mr. Zimola — zimola@fame.utb.cz
Faculty of Multimedia Communications Mr. Vodicka — vodicka@fmk.utb.cz
Faculty of Applied Informatics Mr. Kubalcik — kubalcik@fai.utb.cz
Faculty of Humanities Ms. Machova — machova@fhs.utb.cz
Faculty of Logistics and Crisis Management Mr. Tomastik — tomastik@flkr.utb.cz

As soon as your changes are approved by both your home University and receiving Faculty at TBU,
print the Learning Agreement Changes Form (CH-LA), sign it and deliver it in person to TBU
International Office.
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Home  Welcome ISSTAGbrowsing TBU  WebServicesISISTAG  E-application
ECTS arrivings

ECTS — Students arriving for short-term stays -

Course was added

Arrivals - John BROWN

tate Print
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Add new arrival

Personal data ~ Sending institution ~ Arrival

Study plan

Summer semester Credits Sefting status
MUE/PMAZE 5 Added

MUMM/EBM3 4 Normal
MUMM/ECKO2 3 Normal
MUMM/EHRM 4 Deleted
MUMM/PMNIE 5 Normal

MUMM/PMNZE 5 Normal
Cradits: 25
Y Course setting status can help you in case when during your study stay you change courses you want to study. In the Learning agresment wil always be printed courses without changes e, With stetus Normat

If you have teleted or adsed any course during your study stay, you have an option to change their status to Added or Deleted, Then you can print amendiment with those changes - Changes to Learning
Agreemert
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Z1Abbreviation |ZIName ) Variant Winter semester Summer samester
MUE { PMAZE  Macrosconomics Il 2011
MUE / PMIZE U 2011 Add course
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Students are allowed to make all necessary changes during the first 30 days from the beginning for

semester. After that the system will be locked for any further changes and no more changes will be
possible.

8. Study/Work Placement Prolongation; Repeated Arrival

New arrival has to be added in case you want to prolong your study stay at TBU or you come back to
Zlin again to study within another academic year, exchange programme, etc.

Press the “Add new arrival” button and within the Arrivals a new line with information on a new
arrival will appear. Under the bookmark Arrival fill in the information on your new arrival. In this way

we are able to clearly manage Learning Agreements and Learning Agreement Changes for each
semester separately.
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Personal data  Sending institution  Arrival Study plan
Summer semaster Credits Sefting status
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9. FAQ

Q: Do I have to fill information into all fields?

A: Basically all information we ask you to fill in Portdl are important and later will appear in the
Student Application Form (SAF) and Learning Agreement (LA). Thus the more information you
save in Portal, the less hand filling into the SAF and LA.

Q: Do | have to glue my passport sized photograph on the SAF?

A: Yes, it completes the information on you and makes the work easier.

Q: How can I apply for the Czech Language for Foreigners?

A: Czech Language for Foreigners in not listed in Portdl. Thus it will not appear in your Learning
Agreement. If you want to be enrolled in the courses, inform the TBU International Office
about it. If you pass the final exam successfully special certificate proving the 3 ECTS
evaluation and your grade will be issued.

Q: Our University has its own SAF and LA. Can | apply for exchange study with these documents
only?

A: No. You have to be registered in Portadl and send me SAF and LA from Portal if you want to
come for exchange studies to TBU. If your home institution requires its own SAF and LA to be
filled and confirmed, send us both versions - TBU and your home university SAFs and LAs.

Q: | have registered into Portdl and entered all the required information. However when | got the
bookmark “Courses” there is written that “There are no courses registered for this arrival.”
What | did wrongly?

A: The statement “There are no courses registered for this arrival” in the bookmark Courses
means that you have not chosen any course yet. It does not mean that you filled anything
wrongly before. Follow the instructions in Chapter 5 to choose your courses.

Should you have any comments or ideas of improvement of this Manual, do not hesitate to contact
the International Office, Pavel Bycek (bycek@rektorat.utb.cz).
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