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Please note that STAG interface can be switched to English. 

Alternatively, we offer this manual for Czech version. 

First Steps in the Portal 

Login 
To log in, enter your username and password on the portal homepage. It is the same as for the UHK 

network. 
 

Orientation in the Portal 
The main menu is at the top of the portal, after clicking on each tab, the left menu appears 

according to the respective category. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The portal is divided into so-called "portlets". These are sub-windows, several sub-windows can be 

on one page. They are delimited and have the title of the relevant application - 3 portlets are shown 

in this picture (the name is in the black line at the beginning of the portlet): 
 

1. Informace o uživateli a jeho rolích v IS/STAG (Information about the User and his/her Roles in the 
IS/STAG system) 

2. Study Results 

3. Plnění předmětů (Fulfilment of Subjects) 

4. Prohlížení (Browsing) 
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Switching between Multiple Roles in the Portal 
You can create multiple roles in the portal - if you study multiple fields at the same time. The 

"Informace o uživateli a jeho rolích v IS/STAG” (Information about the User and his/her Roles in the 

IS/STAG system) portlet is available for switching between individual roles. It is always the first on 

every portal page. 

If a portal function is not supported for the specified role, a warning appears at that location. You 

need to switch to the correct role. If the problem persists, you are not registered correctly in the 

IS/STAG system, so please contact your faculty contact. 
 

 

Time Limit 
The portal monitors the user's "inactivity" and logs out after 30 minutes. In addition to the actual 

inactivity, this is also the case when the user, for example, fills in a long form. The portal will only 

mark the activity as a click on any link or form submission. If you need to extend the time limit, click 

the "Prodloužit” (Extend) link on the right side of the upper portlet "Informace o uživateli a jeho 

rolích v IS/STAG” (Information about the User and his/her Roles in the IS/STAG system). 
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Moje studium (My Study) 
The student mainly moves in the portal on the tab "Moje výuka” (My Lessons).  If the student is also 

a teacher (doctoral student), the portal considers this state and adjusts the portlet content on the 

pages accordingly. 

As one student can study multiple studies (and have multiple study numbers assigned), it is possible 

to select between these studies by means of the portlet for switching the identity. When you switch, 

the content of all applications is updated to show the currently selected studies. 

 
 

Průbeh studia (Progress of Studies) 
This page is automatically displayed in the Moje studium (My Studies) tab. It displays an overview of 

student’s information and his/her studies. 
 

 

Informace o uživateli a jeho rolíkch v IS/STAG (Information about the User and his/her Roles in the 

IS/STAG system) portlet – it selects the role that the user wants to use. This portlet is available on all 

portal pages. 
 

Study Results portlet – it displays the number of achieved and planned credits and the average for 

the selected period. It also allows you to print an overview of the progress of studies. 
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Plnění předmětů (Fulfilment of Subjects) portlet - this is a series of tables in single tabs (marks and 

credits, registered dates, announced dates and subjects without dates) 

Prohlížení (Browsing) portlet – it displays data based on what was last done. When you first open 

the page, the student's timetable is displayed here. 
 

Printing the Progress of Studies 
The progress of studies is an unofficial document that the student can use for his/her needs (his/her 

own records of the fulfilment of subjects). 

In the Study Results portlet, click the Formulář pro tisk průběhu studia (Form for Printing the 

Progress of Studies) link to drop down the menu of documents to print. Use the checkboxes to select, 

which documents you want to print and click Tisknout průběh studia do PDF (Print Progress of 

Studies to PDF) button. All required documents are created in a common file. 
 

Plnění předmětů (Fulfilment of Subjects) 
You will find a series of tables in each tab in this portlet: 

 

 Známky a zápočty (Marks and Credits) - all enrolled subjects with additional information 

(whether the subject is compulsory or optional, number of credits, evaluation and number of 

attempts). Links for printing the enrolment sheet A (subjects completed in the last year - this 

form can be used during enrolment in the higher year - according to the instructions of the 

relevant Study Department) and the enrolment sheet B (subjects enrolled in the given year) 

are below the table. 

 Zapsané termíny (Registered Dates) – subjects, for whose dates the student is registered. 

 Vypsané termíny (Announced Dates) – a list of dates available to the student. 

 Předměty bez termínů (Subjects without Dates) – subjects, for which there are no announced 
dates. 

Prohlížení (Browsing) Portlet 
When you first view the page, it offers the following tabs: 

 

 Základní údaje (Basic Information) – information about the student, personal number (fill 

in this number on the forms as your identification), codes of the study field and 

programme. 

 Předměty (Subjects) – enrolled subjects in a given academic year. 

 Rozvrh (Timetable) – an overview of enrolled timetable activities, displayed by default in the 
week. 

 Rozvrh celoročně (Timetable Year-Round) – it shows timetable activities only in those 

days when the student has enrolled them (in the selected interval). This display is 

intended mainly for students of the combined form of studies. 
 

Tabs in this portlet may change depending on the action being performed. E.g. if you click the subject 

abbreviation in the Plnění předmětů (Fulfilment of Subjects) portlet, detailed information about the 

subject appears in the Prohlížení (Browsing) portlet: 
 

 Popis předmětu (Description of Subject ) – subject syllabus 

 Studijní programy (Study Programmes) – an overview of study programmes and fields, in 



5  

which the subject is implemented, including information on the recommended semester and 

duties. 

 Seznam studentů (List of Students) – a list of students who have enrolled the subject 



6  

 Rozvrh (Timetable) - an overview of all timetable activities of the subject displayed as a 

standard timetable during the week. 

 Termíny (Dates) – an overview of the credits and subject exams dates 

 Rozvrhové akce (Timetable Actions) – it displays the same information as the Timetable tab, 

only in the text form in the table. 
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Vizualizace studia (Studies Visualization) 
This application displays the specified student's specific curriculum. It indicates already completed 

subjects, enrolled subjects and subjects under study. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STAG distinguishes between compulsory subjects (coloured in pink, marked with the letter A), 

compulsory elective subjects (coloured in blue, marked with letter B) and optional subjects (coloured 

in green, marked with letter C). When hovering your mouse over a block of subjects in the upper 

table, the subjects belonging to that block are highlighted in the lower table. You can also hide or 

display the entire block by checking the box. 
 

When you click on the subject abbreviation, the so-called subject bubble is displayed. It shows basic 

information about the subject and a link to the complete syllabus. 
 

 

Curricula can be divided into segments and blocks. Rules are laid out, within the framework of the 

studies, how many blocks with what status within the segment must be fulfilled. Information about 

fulfilment of the block can be seen in the bubble (when hovering over the bubble icon next to the 

block of subjects). 
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You can use the following visual aids to simplify the display of your curriculum: 
 

 Backlighting of the linkage of the subject to a block – it works in both directions (when 

hovering the mouse over blocks in the list and also over subjects in the table). 

 Permanent highlighting of the linkage of a subject to a block – it turns on and off by clicking 

on the block of subjects in the list. 

 Hiding/displaying blocks of the curriculum – you can choose to display by specialization (if 

the field allows it), by block, by the status of the subject (compulsory, compulsory elective, 

optional), by the status of the subject fulfilment (enrolled, completed). 
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Zápis na termíny (Registration for Dates) 
This app allows students to register for exam dates. 

 

 

Zápis na termíny (zkouškové I zápočtové) (Registration for (Exam and Credit) Dates) portlet – it 

automatically offers a list of available dates (by enrolled and non-completed subjects). 
 

Známky studenta (Student’s Marks) portlet – it displays the current overview of the obtained marks. 
 

Registration for the Date 
Only the dates whose subject the student has enrolled, will be included in the list of dates. 

Information about the date, time and venue, capacity, dates for registration/deregistration, etc. are 

displayed for each date. 
 

 

To register for the selected date, click on the Zapsat (Register) link. This link will change to Odepsat 

(Deregister) (for possible cancellation). The dates are also colour-coded: 
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the date, for which a student can 
register 

 the date, for which the student has 
been registered 

 the date, for which a student can 
not register 

 
 
 
 
 
 
 

It is possible to register for at most one date of the same subject and type of the date (exam, credit). 
 

If the date is set to "corrective", then only students who have been previously registered for another 

date, can register. 
 

It is not possible to deregister from the taken exam. 
 

It is not possible to register as a substitute for the date. 
 

It is not possible to register for a cancelled date. However, the student can deregister from the 

cancelled date. The system warns of the cancelled date. Click on the Zrušeno – nutno odepsat 

(Cancelled – Necessary to Deregister) link, the date will be cancelled immediately. 
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Kvalifikační práce (Thesis) 
You will submit your final thesis in the eVŠKP system (https://ris.uhk.cz/eVSKP/). You can fill out and 

print the final thesis application (Vyplnit podklady pro zadání bakalářské práce (Fill in the Supporting 

Documentation for the Bachelor’s Thesis Assignment) link) in the Kvalifikační práce (Thesis) portlet 

and after the assignment of the thesis by the department, also add other details later (formerly 

Zadání závěrečné práce (Thesis Assignment). 
 

https://ris.uhk.cz/eVSKP/
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Předzápis (Pre-Enrolment) 
Use this application to select subjects for a particular student's curriculum. 

 

Struktura studijního plánu (Curriculum Structure) Tab 
It displays the individual blocks of the curriculum. 

 

 

Each line starts with a block designation: A = compulsory, B = compulsory elective, C = optional. The 

Min. column shows the number of credits that the student must at least obtain for successful 

completion of the block. The acquired credits (passed out) are in the Získ. (Acquired) column and a 

number of currently registered credits are in the Zaps. (Registered) column. There is a help bubble 

 at the end of each line where the exact number of credits is broken down and explained. 
 

After clicking on a block the subjects inserted in the block will be displayed in the right table. 
 

The table always shows the recommended semester, abbreviation and name of the subject, hour 

allocation (in the form of lecture + tutorial + seminar / individual work), way of completion, number 

of credits, capacity of the subject and its evaluation by students. 

 
There is a flag displayed near some subjects.  An orange flag  means that the student has enrolled the 
subject for the current academic year and it has not been fulfilled yet. A green flag means that the 
student has already completed the subject. 

 
Furthermore, the subject may be marked as having no timetable . 

 
 

An icon appears when the capacity of the subject is exhausted. 
 

Clicking on the subject name (not on the abbreviation) the subject syllabus will display. 
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Clicking on the subject abbreviation the timetable activities of the subject will display. Checking the 

box at the end of the line you will select the appropriate action (caution: lecture and also tutorial). 

Click Uložit změny (Save Changes). 
 

 

Vyhledat předmět (Search for Subject) Tab 
You will find a curriculum for your field of study on the Struktura studijního plánu (Curriculum 

Structure) tab. If you want to enrol for subjects from other curricula, you will have to search for 

them. To do this, use the Vyhledat předmět (Find the Subject) tab. 
 

 

If you do not know the exact subject abbreviation or name, you can fill in the initial letters and leave 

the % character to search for subjects starting with the filled characters. 
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Pre-Registration for Hobby Groups 
UHK will not use this app. 
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Hodnocení kvality (Quality Assessment) 
This application allows students to anonymously evaluate the quality of teaching. 

 If the poll is accessible, fill in the answers and save each of them. 
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Moje údaje (My Data) 
You can use this app to verify and edit some of your personal data. 

 

 

Prohlížení plateb studenta (Viewing Student Payments) Portlet 
It shows the student's receivables and payables - only for the given personal number. 

 

Úprava osobních údajů studenta (Editing Student's Personal Data) Portlet 
It is used to edit personal data. 

 

The student cannot make changes on the Trvalá adresa (Permanent Address) tab. Please come to 

the Study Department with your identity card to correct your permanent home address. 

You can set a mailing address and phone number yourself on the Adresa určená pro doručování a 

další kontakty (Address for Delivery and Other Contacts) tab. When filling in the address, first enter 

the municipality, the district is filled automatically. You can select from the drop-down menu of the 

municipality parts in the municipality part field.  Under Pošta (Mail), select a zip code from the menu. 

Fill out the street and house number, click Uložit (Save) to save the form. 
 

The Bankovní účet (Bank Account) tab is used to fill in the account number, to which a scholarship can be 
sent to you. 

 

Stipendia studenta (Student Scholarships) Portlet 
If you have filled out an account number, this portlet will display an option to apply for a social and 

accommodation scholarship. The procedure for applying for scholarships in the IS/STAG system has 

to be clarified at the UHK, so that more detailed information is available at the Study Department. 
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Click the Podat žádost (Submit Application) button to apply. Then follow the instructions of the 

Study Department. 
 

Předchozí studia studenta (Previous Student‘s Studies) Portlet 
It serves the student to monitor his/her previous and current studies at universities in the Czech 

Republic.  The duration of each study is shown, including any possible interruptions. 
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ECTS výjezdy (ECTS Outgoing Stays) 
This application serves students to record their outgoing short-term stays at other universities. 

Students do not have the opportunity to request an outgoing stay using this application, it is 

necessary to follow the instructions of the relevant department of the faculty. 
 

 

After a student’s outgoing stay is added, he or she has the option to edit some of the data in the 

Výjezdy na krátkodobý pobyt (Outgoing Short-Term Stays) portlet on the Základní údaje (Basic Data) 

tab. The Předměty (Subjects) tab is used to manage the subjects the student wants to study during 

the outgoing stay. The recognition of the subjects is then decided by the coordinator of the outgoing 

stays. 

Add Subjects 
1. Click Přidat další předmět (Add Another Subject) on the Předměty (Subjects) tab. A form for 

filling in the data will open at the bottom. 
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2. First it is advisable to find out whether the subject exists in the database (it has already been 

used by other students in the past). Click Vyhledat (Search) near the first item Zkratka 

předmětu (Subject Abbreviation). The subject search window opens. Click the subject 

abbreviation. The details of the subject will be filled in the original form. 
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3. If the subject is not stored in the database, you can create a new one. All fields marked with 

* must be filled in. If you do not know the subject abbreviation, think up your own and insert 

the = sign before it. Such abbreviation will then not be printed on the Diploma Supplement. 

Save the form by clicking Uložit (Save). 

4. After returning from the outgoing stay, fill in the acquired mark and date for the subject. 
 

Subjects are recognized by the coordinator of the outgoing stays on the basis of submitted documents 

(according to the faculty’s conditions). 
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ECTS příjezdy (ECTS Incoming Stays) 
Application for students arriving for short-term stays. 
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Burza zápisů (Registration Exchange) 
UHK will not use this app. 
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Studentské žádosti (Students‘ Applications) 
This application serves students for electronic submission of applications. He/she can then follow the 

approval process too. Ask your Study Department in what form it is necessary to apply (electronic or 

written). 
 

 
To create an application, click the drop-down menu and select the relevant application. 

 

 
The form for further information will be dropped down, fill in the reason and confirm the request with the 
Uložit (Save) button. 

 

 
You can then follow the application approval process in the details of each application (click on the 

submission date for more information in the table below). 
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Grafický předzápis (Graphic Pre-Enrolment) 
Use this application to enrol at the subjects for the next academic year if the timetable for the next 

semester is not uploaded in the IS/STAG system yet. 

The exact procedure for enrolment at individual timetable activities will be specified and the 

instructions will be published at http://wiki-is.uhk.cz. 
 

The subjects are divided into individual colour-coded blocks – compulsory one pink, compulsory 

elective ones blue and optional ones green. The left table shows the blocks of curricula, the right one 

shows the individual subjects. You can show or hide the relevant blocks by clicking on the checkboxes 

of the blocks in the left table. 
 

To write the subject in your curriculum, click on the abbreviation of the subject in the right table. A 

new window with subject basic information will appear. Click Vybrat (Select) button. 
 

 

Continue to select other subjects in the same way. If you have selected all subjects, click Uložit 

změny (Save Changes) button below the table. 

You will find a curriculum for your field of study on the Vizualizace (Visualization) tab. If you want to 

enrol for subjects from other curricula, you will have to search for them. To do this, use the Vyhledat 

předmět (Find the Subject) tab. 

http://wiki-is.uhk.cz/
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If you do not know the exact subject abbreviation or name, you can fill in the initial letters and leave 

the % character to search for subjects starting with the filled characters. 
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Studijní materiály (Study Materials) 
A teacher can publish study materials and assign them to individual subjects. Then you will find the 

files in this application. It is necessary to filter the correct academic year and semester. 
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Výběr kvalifikační práce (Selection of Thesis) 
You will find a link to eVŠKP (https://ris.uhk.cz/eVSKP/) in this application. Final theses will be uploaded in 

this system. 

https://ris.uhk.cz/eVSKP/
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Automatické zprávy (Automatic Messages) 
On this page, you can “order” the type of messages that will be sent at selected intervals. 

 


