Subjects and Schedule Registration

GENERAL INFORMATION

- The so-callegpre-registration is held in the period of an electronic registmatiti enables a student to pre-register for indiaid
classes and allows him/her to modify or cancel aagjects throughout the whole period of an eleatroagistration. Pre-
registered subjects do not allow the students ¢ster for examination dates and the instructory mat post the results of
examinations.

- Upon the completion of an electronic registratiba §IS Administrator shifts the subjects to thealedbinding registration in
which it is no longer possible to modify or cantted subjects. Any modifications to the subjectsstegtion may be performed by
a study officer only upon a written request apptblbg an instructor and vice-dean for student adfair

- Any further information regarding the study plams available akarolinka.fsv.cuni.cz

HOW TO REGISTER FOR SUBJECTS AND A SCHEDULE

« | will log into a Study information system (SIS) may re/set the password on the websit€effitral authentication service
(CAS).

« | will select an icon oBubjects and scheduleregistration from the choice of applications found on the St&kpage.

- The upper green toolbar will show two options ofe&ectronic registration of subjects- (1) Enrollu@y plan) enables to
register for the subjects listed in the plan o®), Enroll (my own) enables the registration of aupject offered at Charles
University (the faculty where the subject is offéteas to permit the subjects registratidm)the first stage (3 days) only
required and required elective subjects may be registered through Enroll (study plan); it is the second stage which
allowsthe studentsto register for other elective subjectsthrough Enroll (my own).
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Enroll (study plan)

« | will tick the subject in the check box. (2)

\ﬁ Subjects and schedule registration

Faculty of Social Sciences, 2014/2015, winter semester, enroll to 2. year

FIBTEIEE Envcied | Enroll (study plan) | Erirell {iy oin) Validstion Waiting list Setings
Filter:

It enables the registration of required and reguekective subjects of students in a credit stdly.However, | will only
register the subjects | intend to pursue in a gsegment of studies.

Year and semester: 2014/2015, winter semester [C'ﬁa

Recommended study year:

I Show only courses with available capacity

O Show also courses, that | cannot enrall @

Show: & niy courses from actual faculty

 courses from all faculies

i Shnw

Show study plan via tree

Redﬁired courses 2.
JB226 Strategy and Fancial Management of Marketing | Egﬁgﬁjﬁi] 1462 winter 2/0 Ex 50 JUDr Petr Majerik
JJB228 Commercial Managerment Egﬁ;ﬁil 1162 winter 240 Ex 440 Ladislay Baca + Ondfe] Obluk
. . . [courses] . PhDr. Denisa Hejlova, PhD. + Doc, PhDr
| JJB231 History and Theory of Public Relations [eatea el 11627 (63) winter 2/0 Ex 5/0 et e
[ﬁ Enrall \J ————— 3

* | will click on Enrall. (3)



Subject: Specialised German | {JLEO13)

Academic year: 2014/2015
semester: winter

Schedule item selection

Faralell Wiesk Jay our Classroom Teacher
Practicals
_'OM 04 hlon 8:00-10:00 Jao4 Magr. Dagmar Kienkova, Ph.D,
ol iE 05 helon 10:00 - 12:00 J3014 Mar Dagmar Kienkova, Ph.D.
10 " s Thu iR s b J3014 Mar. Dagmar Krenkova, Ph.D.

‘ﬁ Enroll |se\eoted scheduls items

« 1 will use the check box to select a requested tire subject and will again click dnroll. (4)

® Predmét zapsan - JLBO13 Meméina odborna |
® Rozurhove listky zapsany:
® Cyv Pog00-10:00, J3014

4y

* | will make surel haveregistered for the requested subject held in a requested time, and then | apply the same stepsto
register for the remaining subjects. In case the subject offers only one scheduleitem | skip the step (4) and am directly
registered for the subject aswell as a scheduleitem.

Enroll (my own)

Subjects and schedule registration (v

Faculty of Social Sciences, 2014/2015, winter semester enroll to 2. year
AR IR Enrolled Erioll {study planj| Enroll (my own) | Validation “Waiting list Seftings




- It enables the registration for elective subjecticv are not clearly defined by a study plan. Femttore, it enables an
electronic registration to such students who dohaste a study plan attached in the SIS (f.ex.edolify education or short-

term study stays).

- | will locate a corresponding code for the subjeattend to register for as an elective subject arbéct its time in the
schedule. | may use an applicatiBnbjectsin the SIS to search for any subjects. If | failldcate a subject, it might not be
offered in the current academic year.

- | will insert the code of a registered subjecthe text fieldSubject code (1) and click orSearch (2). In case | have inserted
all the conditions and the programme shows no t&sulill try to insert fewer conditions, f.e¥he beginning of a subject
codeonly, or an instructor, and so on. | will make stive requested subject has been located, willhesetteck box to select

it (3) and click orEnroll (4).

_ Filter:

Faculty. | Faculty of Social Sciences |

Year and semester: 2014/2015, winter semester [Chanoe]
Guarantee | LI 2

Subject code: [JIM245 1=z
Title contains ,7 —| )]

Show only courses with available capacity: [

Show results per page
. t : “e

Beqins 15t sem 2nid sem. Eurccradits 1/2 sam

(m  JIM245 Introduction to visual communication [courses] [schedule] 0420 winter 14 MC 440
e

Reswits 1-1 of 1 [}

El Bl |, =




* | will make sure | have registered for the requeéstigbject held in a requested time, and then lyajyg same steps to register
for the remaining subjects.

-~ ® Schedule iterns enrolled:
“ & Tut: Mon 10:00 - 12:00, J3074

VALIDATION CHECK

« Upon the completion of a registration | will makéres to perform a validation check of electronicaldgistered subjects by
clicking onValidation in the upper green toolbar.

i&ﬁ’; Subjects and schedule registration (uersion: 293)
' Faculty of Social Sciences, 2014/2015, winter semester, enroll to 2. vear

TEARIIEAE Errolled Envoll (study plan)  Enroll {rmy own){| validation |[Waiting list Seftings

« This sub-programme checks whether everything | lmeeegistered for on the web corresponds to éh@arameters (f.ex. |
have to register for the subject X simultaneousithwhe subject Y, or on the contrary some subjetdy not be registered
simultaneously, exceeded capacity of a subjectotimet's).

« In case | have not performed the validation cheuk lsave registered for “incompatible subjects,” enoih such subjects will
be registered when they are transferred into atgnekgistration.

« First I click onValidation request (1), and then oRefresh result (2).



Validation:

Year and semester: 201472015, winter semester [C =]
Last request date: You didn't request any validation. 1
Last validation date: You didn't request any validation. /

2 - | . Refresh result '1!['__ Validation request

3

Don't press the Validation request button uselessly (it has effect only after changes in registration). |f you're waiting for results of validation, you can check the current condition by using the Refresh result button repeatedly

« | do not press th¥alidation request uselessly; it is efficient once any changes haenlmade to the registration. If waiting
for the results of validation, | may check the eamtrcondition repeatedly clicking on tRefresh result button.
« The result of validation should not find any erra#sen the subjects have been registered properly.

Validation:

Year and semester: 2014/2015, winter semester [
Last request date: 09.09.2014 12:39
Last validation date: 09.09.2014 12:39

Last validation result{Ne errors found |

Last change in registration: 08.09.2014 15:03

|| Refiesh result | |10 Validation request

2

Don't press the Validation request button uselessly (it has effect only after changes in registration). If you're waiting for results of validation, you can check the current condition by using the Refresh result button repeated!y.

« Note: the students with no study plan attached (students in lifelong education, students on study stays) may read in the result
that it was not possible to locate their required and required el ective subjects. Neverthel ess, such a message does not prevent a
correct completion of subjects registration, provided no other error has been found.

REGISTRATION ON WAITING LIST

+ In case the maximum capacity of a subject has bemrhed, | may register dhe waiting list of a given subject. If a place
becomes available and | am the next in line, | ballautomatically registered for the subject.

« The registration on a waiting list is offered whitie maximum capacity of a subject has been reachegerform such a
registration, tick the field next to the subjectleand click orkEnroll.



[courses]

?1|JLBO13 Specialised German | [scheduls] TE11(3) winter 0/3 C 20 Ty
[courses] )
L ‘JThws course has a full capacity, but you may write it to waiting list. [szheduls] R | bl &0 :
A5 soon as capacity will be available, you will be enrolled [courses] ]
< autornaticaly. [schadule] 0/x winter 073 C 2/0 F
; - [courses] .
) BO27 Specialised Russian | - upper levels [schedLie] 07 x (200 winter 03 C 20 B
~ JUB029 Spanish for Political Solenoes,_lmtematlonal Studies, Sociology, Economics,  [courses] 0125/ (25) witar<|0ia | & 540 r
Journalism and Mass Communication | [szhedule]
¢~ JLB039 Specialsed Russian | - lower levels e 07/ (25) winter 0/3 C 20 F
[schedule]

Eow )|

« If the subject has a schedule item, it is necessasglect a corresponding parallel class and ag&ikonEnroll.

o ® Thisis only registration on waiting list!

Schedule item selection

Subject: Specialised German | (JLE013)
Academic year: 2014/2015
semester: winter

g

Practicals

& @M. 04 hlon 8:00-10:00 J3014 hlgr. Dagmar kienkova, Ph.D
. 0 05 hdan 10:00 - 12:00 J3014 Mgr. Dagmar Kienkaova, Ph.D
| w 16:15 - 18:15 J3014 Mgr Dagrnar Krenkova, Ph.D

ﬁ Enroll !Se\eoted schedule items

- Afterwards | will only set an expiry time for mygistration on the waiting list and again clickénroll.



n & ol have chosen & full scheduls itern, thig course will be enroll on waiting list

r'_L ® Enter more detailed reguirements for registration on the waiting list.

Filter:
Year and semester: 2014/2015, winter semester [Change]

Complete data to waiting list

Subject: Specialised German | (JLB013)
Selected schedule item: 14aJLB013x01
Academic year: 2014/2015
semester: winter

Do kdy Cekat: 55122014 14:00 |~ [ad.xun. vy Bhin)

‘Enraoll

You haven't any note in waiting list

« | may modify or delete my records on the waitirgjdiusing a bookmaii/ aiting list.

4 Subjects and schedule registration (version::

Faculty of Social Sciences, 2014/2015, winter semester, enrcll to 2. year
SSERLIEIEAEY Errolled Enroll{study piein)| Enroll (my own) [Validafion | waiting list |Seffings

« Here | may edit the records on the waiting lishgshe icon of a file with a pencil or delete the records witheicon of afile
with ared no entry sign.



Filter:
Year and semester: 2014/2015, winter semester [Change]

How long waiting 80 Changed Sheadule item

]_:J ]_?é JLBO13 Specialised German | 25.12.2014 14:00 1 BEHCUNKP 08.08.2014 16:00 (5] 14aJLBO013x01 1

« A subject on the waiting list is marked the folloiway in the registered subjects.

~ Filter:
Year and semester: 2014/2015, winter semester [Change]

Eurocredits

Semester [imit Range Code Title Faculty Registration Type

SHT: Wi ST

(@ winer W3 E — JLB01E|Specialsed German | Fsv requirecielectve
| [wnter o0 | ]
I

CHANGE IN A PARALLEL CLASS/CANCELLATION OF A SUBJECT

« I will click on Enrolled in the upper green toolbar.

Subjects and schedule registration (versic

Faculty of Social Sciences, 2014/2015, winter semester, enroll to 2. year

4 EE.E| Enrolled | Enroll {study plan) Enroll {my own)j Validation Waiting list Settings
| Schedule : T

« In the list of registered subjects | will click ®he icon of a Schedule in case | intend to select a different time oeamar
(parallel class) otheicon of afilewith ared no entry signif | intend to cancel the registration of a givergct.



Eurocredits

Semester limit Range Code Title

WIFL.  SLIFTT Wi SLITT.

« | will perform the changes selecting another scheedam and confirming the changes by clicking@hmange.

Schedule item selection

Subject: Specialised German | (JLB013)
Academic year: 2014/2015
semester: winter

Capacity | Wieealk Classroom Teacher
Practicals
v |1/ < 04 Mon 18:00 - 10:00 J3014 Mar, Dagmar Kfenkova, Fh.D,

@ 01 05 han 10:00 - 12:00 Ja014 Wgr. Dagmar kienkova, Ph.D.

il 19T N Thu 1615 - 1815 J3014 Mar. Dagmar Kienkova, Ph.D.

ﬂ Chan_gﬂ selected schedule items




