Manual for Exchange Students to Apply for Sudy/ Work Placement at
OEA 4711 A6 "AOA 51 EOAOOEOU EI

Dear Student,

It is our pleasure that you have decided to realize an exchange study/work placement stay at the
¢c2YFa . FdF ' YAGSNARAGE oO0¢C.! 0 Ay %t Nyod

If you want to study/work at TBUhere are severaflocumentswhich have to be delivered to the
TBU International Officdvy the given application deadline. The deadlinesagdollows

1. 1 June-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 identitycard
Transcript of Records
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The first two above mentioned documents Exchange Student Application Form and Learning
Agreementg have to bfilled inwithin the TBU informational systeth 2 NIi + f

This Manual is to help you going through the-lme application procedure and searching for the
most suitable courses for you withithe TBU informational system 2 NJf yofi face any problems
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1. Login
Open the sitevww.stag.utb.cz Switch to Englislanguagef necessary, the button is in the top right
corner. Now click on thépplicant orECTS bookmark in thafer 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 site for submitting application for short-term stay and monitoring its status.

Admission procedure 8
7§} 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

assigned a pseudo-birthcode to you yet.

Browse IS/STAG

Welcome User Info  Password Change

Information for applicants

Electronic application

Generate a pseudo-birthcode and log in
First name (s) = LOg-In fOI’ the

SEEe first time
Date of birth

Sex male |2|

[ Create pseudo-birthcode and log in ]
-

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 windowhis applies to the students from
Slovak Republiborn before 1. 1. 199&s well You have to fill in your:

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

PwbdPRE

Do not use neither pactuation nor any speciatharacteristics!

¢t KSy Of A 0] @ehte iskuSdirth dodeiad/logil @ ¢ KS & & a {ydh ¥ pséuid f
birth code that willbe used to identify you at TBMake a note of it and next time you need to log
in, enterthat code and your initials into thdog-in form on the left side of the screen.


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

Login for the second time (with pseudbirth code)

i Tomas Bata University in Zlin

Portal IS/STAG

Welcome Browse IS/STAG RNJII[I8 Graduate Web services ECTS Userinfo Password Change

LRI CI ECTS: Incoming short-term student visits (S034)
Electronic application ( fm= | ECTS — Incoming short-term student visits
Admission procedure | )) i 51tre f(:;'siu:eTlttmg application for short-term stay and monitoring its status.

ECTS arrivals
I 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

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 YOURBRSEIUDODE AND INITIALS, CONTACT
THEINTERNATIONAL OFFIGEak@rektorat.utb.gz DO NOT CREATE ANY NEW PSHBURTH
CODERAGAIN



mailto:bycek@rektorat.utb.cz

2. Enter Personal Data
After the first log in the following screen with the personal data request will appédre fields
marked with the* sign are mandatory and have tde filled in. However you are strongly
recommended and it i€xtremely important for the future communication tfil in the personal
data table completely

Portal UTB - Opera FER
[B  soubor Upravy  Zobrazk  Zalodky Pomiicky Nastroje  Napovéda - 8%
- Phidat 4= Zpst ) Nadist znovy A Domti O majt = Tisk 23 Celé obrazovka
@ web | portal.uthiczfwpsiportaliut/pics/hc7hCalAEAbGZ-KIdnDVENYSpKKEh23NYBGPECUPOCISSCIBFL 2cs2-VgW-VCZTFSACUNZAhaNICIDKERHR oYL BLNQuutPhFzxsL2vLen_CIGEB | |8 | Hied

z = ) ~
= oday's name-day Berta | Help | Login =
{®} Portél UTB .
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
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
Phi
Title before name ~| SR 0TI247
Fax
Title after name ~|
Email john.brown@jmail.com
Note:
Date and place of birth
e Birth - date’ 17.5.1980
Mertal status | nezjistén ~| " ©
Birth place — Courtry’ | United Kingdom of Great E
Idertity card number 123456
& Birth place - Town'  London
Passport number | 123654
Qualficator of citizenship | Citizen |
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 » |
(
“Mandatory field
Log out
e
| # portaiuTe [ 5
Oe v e - ‘—@\_.

Students wio need for they stay ithe Czeh Republic visa are obligatory to fill the passport number.

Other students can fill the Identity card number only.

When all information is filled fOf A O Savg & Kk th&bbttom of the page.

3. Enter Sending Institu tion Information
The next step is to fill in the information on your home (sending) institufidre fields marked with
the * signare mandatory and have to be filled in. However you are asked to feed the table with the
complete information and savé for the TBU information system as well as faur colleagues
coming to study at TBfdfom your home institutiorin the future.



¥ portal UTE

- - Pridat 4= Zpét &) Nadistznovy @ Domdi Oy Najt = Tisk 3 Celd obrazovka

@ web | portal.utbicz/v
ELIS alivings

ODe v e - —{f—

Portal UTB - Opera Q@@

B  soubor Upravy  Zobrazit  Zalotky Pomicky Mastroje  Napovéda

Z1GHAQyevPRYywebOsEBwikBEEn | |3~

ECTS - Students arriving for short-term stays

lly saved

3 for youl Make note of i, you are going to need i, together with your intials, next time you try to log in
PSEUDO BIRTH NUMBER: 800517288, Intials: JB

Arrivals - John Brown

Date Print
= - New arrival -

Add new arrival

[ZYEXNVEEY Sending institution

B} ousare entering a new Arrival, Filin this Tab and click Save on the bottom. You will be forwarded o the next Tah
Home institution details
Institution . BIRKBECK COLLEGE (UNIVERSITY OF LONDORN Change school
Facuty’  Economics
Study Programme’ | Economics
Stuey field”  Economics and Marketing
Type of study’  Bachelor L}
Year of study’ | 2
ECTS coordinators
Foreign institutional coordinator - George Newton
- L& signature date
Foreign departmental coardinatar ~ Alice Smith

- LA signature date
Contact information

Phone | 123852
Fax
E-mail - london@unilondon.uk

SIECTS web page address | www. unilondon. uk|

* Mandatory field

Log out

v

When all information is filled fOf A O Savg & K#h th&bbttom of the page.

4.

Enter Exchange Stay Information

Thenext step is to fill in information on your exchange study/work stay at TiBid.fields marked
with the * signare mandatory and have to be filled in.

Ly

0 KFundingStRKSd LINPINI YYS GAGKAY 6 KAOKuasdRmz |

chosen Thefollowing options are available:

51 ¢ Erasmus programme - will be chosen by the students coming within the Erasmus
exchange programme; studensfudying at one othe EU countriesfrom the institutions
with which TBU has Erasmiusilateral agreemerg.

69 - Other form of short term study exchangewill 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 nd&U countries (Russia, Wan, Korea,
Kazakhstan, China, etc.). Kindly visit the following welisiteee the list of TBlartner
institutions- http://www.utb.cz/mezinarodnispoluprace/partnerskenstituce?lang=1

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

Other EU programme for example Tempus

NI


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

Ly

Intergovernmental agreement

AKTION programme

CEEPUS programme

DAAD programme

Erasmus Mundus programme

EEA Financidechanismand 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

0 K Arrival ky&&fit Ras to bementioned whether you are coming for:

Internship or
Short study stay.

¢ KS MabdityRatug oAttt 0SS FAEESR AYy |dzi2YIGAOlItté&od
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# portal UTE

B  soubor Upravy  Zobrazit Z&lotky Pomlicky Néstroje  Népovéda - 8%
- Piidat 4= Zpst = i Nadistznovy @ Domis O, majit #5 Tisk 3 Celd obrazovka @ i

® web | portalutbicaupsip:

ODe v e - —ff—

79_XeFtRTO_T1 18pRqYVHLKIYgRAKC4hETDZKYNLOCE2NnELSGMIpd | |3+

aenerated for youl Make note of R, you are going to need it tagether with your initials, next time yau try to log in

PSEUDO BIRTH NUMBER: 800517288, Initials: JB

Arrivals - John Brown
rirt

Add new arrival
Personal data ~ Sending i i m Courses

Essential information on the arrival

Expected arrival date | 14,02.2012
B

Expected departure date 20,06.2012

@ Academic year you wantto study’ | 2011/2012 > |
Arrival date
Departure date
Funding’ = program Socrates/Erasmus lJ

Arrivaltype’  Short study s(ayl}

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 coardinator - signer
- L& signature date
Local departmental coordinator - administrator
Local departmental coordinator - signer
- L& signature date
Contact information
Official phone
Official fak
Official e-mail
* Mandatory field

Log out

v

When all information is filled fOf A O Savg & K#h thé&bbttom of the page.



5. Select Courses(not for placement)
The course seleitin is done according to the Department thie particular TBU Facultystudents
have to choose course® correspond totheir main field of study and from the TBU Faculty under
which they are going to be enrolledd { BA2 ¢ O2dzNBSa 2FFSNBR o6& (KS
Communications can be taken by the students of art programmes oitach student can be
enrolled just in one studio cours€hoosethe courses for one semester onlfach semester has to
be managed separately even if you are coming for the whole academicSgmthe chapter 8.

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

the courses for the upcoming academic yesme uploaded into the systenilhe upload is usually
doneby the end ofApril.

Students are expected to be enrolled iasmany coursesisto get 30 ECTS per semester!

Portal UTB - Opera

B  soubor Upravy Zobrazt Zalosky Pomiicky Mastroje  Népovéda -
- Piidat 4= Zpst = ) Nadist znovy @ Domti Q4 Majt ¥ Tisk 3 Cels obrazovka
® Web | portal.uthiczfwpsiportalfiut/p/cS/hY_JhoMwELafIL_giYOIORODCWE1BapcEFKICFKWAWSE0S mXQQXatqu-IaNdd9VHyhDhYoAINBCrkAOUFgISYFOEQnAOCNS2r IT-ysHFyas | |4 ¥
ECTS arrivings
ECTS — Students arriving for short-term stays -
Course was added
| B & pseudo birth codle was generated for you! Make note of &, you are gaing to nees i, together with your initisls, next tine you try to log in
PSEUDO BIRTH HUMBER: 80051728 J8B, Initials: JB
Arrivals - John Brown
Date Print
= 14.022012-20052012 SAF(Z LAIZ CHLAID
Add new arrival
Personal data  Send itution | Arffval
Viinier semestar Credits Sefting status
Credits: 4
B Course sefting status can help yau in case when during your study stay you change courses you want to study. In the Learning agresment will always be printed courses without changes e With status Normal
1 you 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 amenciment with those changes - Changes to Leaming
Agreement
J S99 the Gour=e= you Want 1o study 3t our institution
Department [MUMM 23] Course bbreviation (% SDisplay all []
B The listbelow ST —— - PSS CICK /a0 1o add it to the selected semester
3 Abbraviation  (ZIName [31Variant Viirter semestar. Summer semester A
MUMM { EBM3  Brand Management 2011 3
MUMM / ECKOT  Co 3 2011
MUMM / ECKO2 Skills 2011
Log out
| # portalure =
ODe v a a ’_@'_‘

Course listwith all available coursefr exchange studentss posted online at thefollowing link:

http://www.utb.cz/international/exchangeincomingstudents (please chose coursqust from the
mentioned link)

List of departmenticronyms according to TBU faculties:


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

Faculty of Technology

EnglisiName Czech Name Acronym
Dept. of Chemistry "alil @ OKSYAS TUCH
Dept. of Environmental Protection "aldl @ AyOSyeNmiUON TUIOZP
Engineering
Dept. of Fat, Surfactant and Cosmetics "all @ GSOKy2ft23A TUTTTK
Technology kosmetiky
Dept. of Food Analysis and Chemistry “adlr @ LRGNI GAYHE nja TUPICH
chemie
Dept. of Food Technology and adlr g GSOKy2ft23AS TUTMP
Microbiology i R
Dept. of Physics and Materials Engineeri Al g FellLyY@Syeée Nd TUFMI
Dept. of Polymer Engineering Al @ AyOSyeNmdG TUuP
Dept. of Production Engineering "all @ @GeNROoOYyNKz2 Tuvl
Faculty of Management and Economics
English Name Czech Name Acronym

Dept. of Management and Marketing
Dept. of Economics
Dept. of Enterprise Economics
Dept. of Industrial Engineering and

Information Systems
Dept. of Finance and Accounting

Dept. of Regional Development, Public

Sector Administration and Law
Dept. of Statistics and Quantitative
Methods

"allr @ YEYlF3ISYSyidc MUMM

"aldl @ S12y2YA MUE
"all @ LRRYA12@0S MUPE
Al @ LINAYeat20S! MUPI
AYF2NXI6YNOK &
Tadtr g FAYFYyON | MUFU
all @ NBIA2YL f YNK2 MURVP
I LINY @}

Al @ a 0@ GyAGBAGGAL {GRA @ MUSKM

Dept. of Physical Training radl @ St Says MUTV
Faculty of Multimedia Communications
English Name Czech Name Acronym
Animation Studio I G S animaosJ KAAT
Glass Design Studio 'St ASNJ RSaA3dy KADS
Shoe DesigStudio I O S tekighiNdbui KAOB




Fashion Design Studio l iSRE3NHY dz 2RS KAOD
3D Design Studio St ASN) o5 5S KA3D
Digital Design Studio 'St ASNI RAIAGHE KADD
Advertising Photography Studio ' 4SSt ASNI NBlfl YY KARF
GraphicDesign Studio F'GSEASNI AN FAO|! KA®
Spatial Design Studio ' GSEt ASNI LINRPAG2NI KAPT
Industrial Design Studio ' GStASNI LINAY@&&at:z KAPD
Audiovisual Arts Studio ' St ASNI ! dzZRA 2 KAAV
Department of Theoretical Studies Kabineti S2 NS G A O & OF KKTS
Department of Marketing Communicatior "aldlr @ YEN]SGAYy3I2( KUMK
Faculty of Applied Informatics
English Name Czech Name Acronym
Dept. of Security Engineering "aldlr @ o0STLIS6y2ai: AUBI
Dept. of Computeand Communication Al @ LRONGIF 6206 0 AUPKS
Systems aeaidsyé
Dept. of Informatics and Atrtificial Al AYF2NXMIEGALE  AUU
Intelligence
Dept. of Electronics and Measurements "aldl g StSTUONRGSC AUEM
Dept. ofAutomation and Control 3l @ Fdzi2YlF GAT I C AUART
Engineering
Dept. of Mathematics Al g YFGSYFG AuM
Dept. of Process Control "ad0F @ nNISYN L AURP
Faculty of Humanities
English Name Czech Name Acronym
Dept. of Modern Languages and "AOM2RSNY NOK 21T @& uUML
Literatures
Dept. of Pedagogical Sciences "aldl @ LISREFI2IAC UPV
Dept. ofSchool Education aud 1@t yN LISRI 3 USP
Dept. ofHealth Care Sciences "AGFRNI g2y A0l e uzv

10



Faculty ofLoqgistics and Crisis Management

lff O2dzZNES&a INB KSfR Ay ! KSNE1S I N} RAOGST

English Name Czech Name Acronym

Dept. of Logistics Tadl@ t23Arad; LULO

Dept. of Crisis Management TA0F @ {NRT 20SK LUKR

Deg. of Environmental Security Al @ SY@ANRBYYS LUEB

Portal UTB - Opera |g@®
& X

B  soubor Upravy  Zobrazit  Zalotky Pomicky Mastroje  Mapovéda - &
- pidat 4= Zpgt =b vored ) Nadistznovu @ Domt O\ Najt = Tisk 23 Celd obrazovka @ piifiacl -
@ web | portal.uthice/ talfiutfpicShy_bboJAEafxSeYcReQLPCFIYLLYVECNASOXKATKISIBPTFEOMFieBMSTF _YaCAZdtqrE_VUHG9Q42FFpphbabeF 1 BNCIHISKK36UMRZesPdkvmi7zemh-RFI | | | Hiedat pomaci
g, Today's name-day Berta | Help | Login &
(#) Portél UTB iy |, Engis
S
Home  weicome ISISTAGbrowsing TBU  WebServices ISSTAG  E-application
ECTS arrivings
ECTS — Students arriving for short-term stays -
Course was added
| B0 & pseudo bith code was generated far youl Make note of &, you are going to need i, tagether with your inials, nesd time you try ta log in
PSEUDO BIRTH HUMBER: 500517288, Initials: JB
Arrivals - John Brown
Date
= 12022012 - 200828012 sAF (7 LAID cHYAR
Add new arrival
Personal data = Sending institution | Arrival
Summer semesier Credits. Sefing status
MUMM/EBMS a Normal
MUMM/ECKD2 3 Normal
MUMM/PMNAE 5 Normal
JALNMENNZE s Hohmis)
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 you have deleted or added any course during your study stay, you have an option to chiange their status to Added or Deleted. Then you can print amendment with those changes - Changes to
Learning Agresment
PEacofiand sod e oolirses Vol il to stk sl bl rtiiion
Department UMM (53] Course abbreviation | % | Gbisplayal [
Shows cotirses matching your fitering critetia, Select a caurss and cl 0 the selected semester
*Abbreviation +iName #1Variant Winter semester Surmmer semester ~
MUMM / EBM3  Brand Management 2011 a
MUMM / ECKO1  Communication Skills 2011
MUMM / ECKO2  Communication Skills 2 2011
MUMM /EHRM  Human resources management 2011 Add course dd course v
Log out
| d:portal1 0 v
3 i =
| # PortaluTe =
Oe v e - ’_@_H

When the course selection is reafljyou have made your final choicgdu have to contact the TBU

Faculty departmentiacoordinatosigner to confirm you course choicBoth documentsStudent

Application Form(SAF)and Learning AgreementLA) can be printed, confirmed at you home

instituiton and sent to TBU International Officaly after receiving theconfirmation of yourcourse
selectionfrom the TBU Faculty departmental coordinegsigner!

LILINE ¢
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The Faulty departmental coordinatorsigners are:

Faculty of Technology

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

Faculty ofHumanities

Faculty of Logistics and Crisis Management

a NJ» 2 Sdednak@ft.utb.cz

Mr. Zimolac zimola@fame.utb.cz

+ 2 Wdiokd@fmk.utb.cz
Mr. Y dzo | cikdbldik@fai.utb.cz
aad al-hEchadd@fhs.utb.cz
Mrd ¢ 2 Y tomastik@flkr.utb.cz

a NJp

As a proof of the TBU departmental coordinatqrsigner 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 Applicat ion Form and Learning Agreement
After completingyour personal information, sending institution informatioarrival informationand
finalizing your course selection you can contact the T&tulEy departmental coordinatasigner to

approve your course choice.

bSé 0221 YISty pad vilfagp& indyour profilewhen your course choice is approved
by the coordinator.lt means that the coordinator has matett you with the Faculty, Study

programme, Field and Study plan.

Only in this phase you are allowed to print tB&Fand LA As a proof of theTBU departmental
coordinatorgsigner 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):

LEARNING AGREEMENT FOR STUDIES

Mobility Other form of sh study period

The student

|Last name(s) | momtmmmn First name(s) -

|Date of birth | 07.09.1992 Nationality RU

| Sex [M/F] F Academic year 20152016

|Study cycle | EQF level 6 Field of education 0220

|Phone E-mail
The sending institution

Name Ural Federal University

Faculty Department "Intemational Relations”

mm RU EKATERINOL | Department Foreign regional studies

Country, Country

Address ul. Mira 19, 620002 Ekaterinburg P the Russian Federation, RU
Contact person Contact person e
name Alexey Zayt e-mail / phone e ———

Sign both documents, arrange the signaturek the required representativesat your home
instituiton and sendt together with the other required documents

12



mailto:cermak@ft.utb.cz
mailto:zimola@fame.utb.cz
mailto:vodicka@fmk.utb.cz
mailto:kubalcik@fai.utb.cz
mailto:machova@fhs.utb.cz
mailto:tomastik@flkr.utb.cz






















