
InSIS LECTURE

How to use the Integrated Study Information System

Admission & Marketing Office



CONTENT

 Homepage – log in

 Personal data check

 Password change

 Mailbox

 Student‘s portal – main functions

 Course registration

 Documents

 Persons at VSE

 Eduroam

 Q&A



InSIS HOMEPAGE



LOG IN 

 Username and Password (given by a 

coordinator) – be careful for structure of 

password (numbers, small or capital 

letters)

 Username – without “@vse.cz“



PERSONAL ADMINISTRATION

From left to right:

 Back

 Personal Administration

 Help

 Log out



PERSONAL DATA CHECK

 Protection of personal data

 In case of change ➔ inform

your study coordinator

immediately



PASSWORD

 default password X regular password

 ➔ PASSWORD CHANGE

 Check the password requisites

 expiration time: every 2 years

 Lost password

 ADVICE: set security question

 lost password ➔ answer the security question

 if not ➔ contact your system integrator

https://insis.vse.cz/dok/integratori.pl?lang=en


VŠE STUDENT E-MAIL (@vse.cz)

 password change is verified ➔ you can access your university e-mail

 Two ways:

 1) InSIS – Office365 link

 2) o365.vse.cz – accessible from any device to log in: username@vse.cz + password (the 

same as to InSIS)
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VŠE STUDENT E-MAIL

 Useful links:

 Set up your Office 365 mailbox in Outlook

 Installing Office 365

 Log-in to Office 365

https://ci.vse.cz/english/services/e-mail/configuration-of-mail-clients/#div2.1
https://ci.vse.cz/english/services/office365/installing-office-from-o365/
https://ci.vse.cz/english/services/office365/login-to-office-365/


STUDENT‘S PORTAL



InSIS ➔ Student‘s Portal ➔ My College



InSIS ➔ Student‘s Portal ➔ My College



InSIS ➔ Student‘s Portal ➔ My College ➔ Contact centre / Print documents / Document storage



COURSE REGISTRATION

Which programme

are you enrolled in

Course registration Extra-semestrial courses –

courses taught intensively

several days in a row

When it is close to exam period, 

you can register for the given date and time

and then check it. Usually, lecturers let you

know once it is possible.
InSIS ➔ Student‘s Portal ➔ My College



REGISTRATION – 3 STEPS 

 1) Pre-registration

 2) Automated registration

 3) Enrolment



1) PRE-REGISTRATION

 June–August for Winter Semester

 January for Summer Semester

 collection of demand for courses

 you can freely add and remove courses during this period



1) PRE-REGISTRATION

 choose timetable for each lecture and seminar

 green dot ➔ pre-registration is correct



1) PRE-REGISTRATION

 choose timetable for each lecture and seminar

 avoid time clashes

 ➔ bear in mind: it takes 30-40 mins to get from Žižkov to Jižní Město campuses!



Classroom

Course code

Course name

Lecturer

SB = Old Building

NB = New Building

RB = Rajská Building

IB = Italská Building

JM = Jižní Město campus

InSIS ➔ Student‘s Portal ➔ My College ➔ Personal timetable



2) AUTOMATED REGISTRATION
3) ENROLMENT

 automated registration – process where students are not involved

 enrolment – students can only enroll in courses with free spots available

 3 categories of courses = 3 rounds of automated registration = 
3 rounds of enrolment



2) AUTOMATED REGISTRATION
3) ENROLMENT

What you have

pre-registered

What you have

got assigned

TO BE EVALUATED –

automated registration

will be proceeded in 

the next round

NOT REGISTERED –

a) course assigned, 

different seminar to 

be selected

b) course not 

assigned

BEAR IN MIND:

It is still possible to add and remove courses in the enrolment stage.

However, it is not possible to register courses for less ECTS credits than the

amount you have already gained in the automated registrations.



All your grades

collected together

Possibility to see your schoolmates

registered for the same course or

attended just the given lecture + 

possibility to contact them

List of all your courses which are 

already passed or which should be

passed for finishing the programme

and receiving the diploma

Most of the lecturers

put points from the

lectures and seminar

papers in here. 

Possibility of sending

email when something

changes in the section.

Online handing in 

of any documents

or paper required

by the lecturers

InSIS ➔ Student‘s Portal ➔ My College



InSIS ➔ Student‘s Portal ➔ My College



TOPIC DISTRIBUTION

1
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InSIS ➔ Student‘s Portal ➔ My College



COURSEWORK SUBMISSION

 3 steps!!!

 1 insert file

 2 submit file

 3 confirm submission!



COURSEWORK SUBMISSION

1 Select and insert file



COURSEWORK SUBMISSION

2 Submit file

you can still remove

and add files
before submitting



COURSEWORK SUBMISSION

3 Confirm submission

only after confirming

submission are the

files available to the

lecturer!!!

properly handed files ➔



InSIS ➔ Student‘s Portal ➔ My College



MY LECTURES SHEET

Your personal attendance 

by weeks

Go to document server 

for this course

Set notifications for lecture

sheet of this course



InSIS ➔ Student‘s Portal ➔ My College



REGISTRATION FOR EXAMS

Capacity

occupied/total

➔➔

Register or

Unregister

right away

➔

Confirmation

interface with

more 

information

arrows not displayed ➔ (de)registration not available at the moment



DOCUMENT SERVER
HOMEWORK, PRESENTATIONS, MATERIALS

Choose the faculty and 

semester

Or access via My lecture

sheet



PERSONS AT VŠE

Name and email address

Phone & office number

Consulting hours

Position at VŠE (lecturers only)

Current studies (students only)



EDUROAM

 Wi-Fi can be arranged on this website: https://eduroam.vse.cz/heslo/?locale=en

 Choose „Change password“ and create your Eduroam password

 Eduroam password must differ from the InSIS password!

 Sign in to Eduroam for the 1st time ➔ use the “@vse.cz“ suffix!

https://eduroam.vse.cz/heslo/?locale=en


MORE USEFUL INFORMATION

 Informatics Centre - https://ci.vse.cz/english/

 helpdesk@vse.cz 

https://ci.vse.cz/english/


INSIS PRESENTATION - DOWNLOAD

 Go to the website of International Degree Programmes: https://admissions.vse.cz/admitted-

students-2/on-campus/downloads-admitted/

 Click on InSIS Presentation

https://admissions.vse.cz/admitted-students-2/on-campus/downloads-admitted/


OFFICE 365 - SET LANGUAGE (1)

 Set the language after log in to your mail box



SET LANGUAGE (2)

1

2

3

4



OFFICE 365 PRO PLUS INSTALLATION (1) 

 You can install Microsoft Office Pro Plus (Word, Excel, PowerPoint) up to five 
devices (i.e. laptop, mobile phone, tablet) for free 

1

2



OFFICE 365 PRO PLUS INSTALLATION (2)



OFFICE 365 PRO PLUS INSTALLATION (3) 

 You can install Microsoft Office Pro Plus (Word, Excel, PowerPoint) up to five 
devices (i.e. laptop, mobile phone, tablet) for free 



OFFICE 365 PRO PLUS INSTALLATION (4) 

Step 1

Step 2



TO FORWARD YOUR EMAILS…

1

2

3

4
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QUESTIONS?

Thank you for your attention!

Presentation and recording of this session 
will be available at admissions.vse.cz


