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How to have courses from a foreign study stay recognised 

Prerequisites: 

• record of the stay set up in the application Internship and Stays (check the faculty 

in the upper right corner) 

• these documents are attached in the record of the stay (in PDF format, not jpg): 

o Learning Agreement for Studies and its changes (if applicable) 

o Foreign activity plan and Foreign activity report in case of working on 

a thesis 

o Confirmation of Study Period 

o Transcript of Records / Certificate 

• a Foreign stays administrator of faculty/department at MU is selected in the 

record of the stay 

Procedure for submitting an application for the recognition of courses: 

1. Click on the link Internships and Stays in the Student > During Studies section. 

 

2. Select the stay for which you want to have courses recognised and click on the 

button Edit selected. 

3. At the end of the page in the section Completed courses, click on the link Enter 

a course. If you cannot see this option, check whether you meet the requirements 

at the beginning of this guide. 
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Note: Fill in only those courses that have been certified in the Learning Agreement 

(and its changes if applicable) and Transcript of Records and which at the same time 

you have successfully completed. Courses are entered individually. 

4. On the next page, provide the exact name of the course and try searching for it. 

Check that you are working in the correct study programme and period (i.e., 

the semester in which you took the courses) – courses will be recognised 

in that study programme and period which you have currently selected! 

 

a. It is possible that the given course is already recorded in the IS MU. In this 

case, you can search it. Check whether the number of credits is correct, 

and if so, select the course, enter the score, and click the Save button. 

b. If the number of credits in the course found is not correct or the course is 

not found, click on the link The course cannot be found or it has a different 

credit value, I will file a new one. Create the course precisely according to 

the receiving institution. 

Check the study programme and period. 

mailto:info@czs.muni.cz
http://www.czs.muni.cz/en


          

Masaryk University, Centre for International Cooperation 

Komenského nám. 220/2, 602 00 Brno 

T: +420 549 49 1106, E: info@czs.muni.cz, www.czs.muni.cz/en   

 

5. As soon as you have filled in all the courses that you want recognised (the list of 

courses in the section Completed courses is complete), it is necessary to submit 

the application for recognition back in the record of the stay. You submit the 

application by clicking on the button Submit request for course recognition. 

 

6. On the next page, select the courses that you want to have recognised and click 

on Continue to submit the request. 

 

7. Then there is a summary page with all the courses. Check that the completed 

details are correct. If you find an error, correct it before submitting the application. 
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8. In each course, choose in accordance with the Learning Agreement for Studies 

(and changes if applicable) if you want to recognise them: 

a. with credits (default option) 

b. as an MU course, which you will find through searching courses (form of 

recognition A or B from the Learning Agreement/changes) 

c. as the original from the receiving institution given into this application – 

choose I do not want to search for another course as a wish to recognise 

the original course 

d. as a selective course (form of recognition D from the Learning 

Agreement/changes) – choose Include the course among selective 

courses – or as elective (form of recognition C from the Learning 

Agreement/changes) – do not select the option. 
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9. As soon as you have checked all the courses and have set the recognition 

parameters, click on Submit requests for all courses at the end of the page. 

10. After the application is processed by the authorised foreign stays administrator, 

the courses will be entered into your study records. 

In the case of technical problems with entering the courses or submitting the application, 

please contact istech@fi.muni.cz. 
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