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How to record a stay abroad in the IS

Steps to create a record of your stay:

1. Open the Internships and Stays application in the IS MU Student > During
Studies.
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2. Inthe upper right corner, check that you are creating the record under the correct
faculty. Click on the Create new internship or a stay for the purpose of
studying (working) button.
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Check that you are creating the
for the purpose of studying or working, stints, etc.). The information can be used for the record Under the COI‘I'eCt faculty

purpose of evaluating doctoral studies or it can be attached to and displayed with CVs.

The application enables its users to record and keep track of journeys abroad (e.g. stays

Some stays are required to be recorded by Student Registry.

Create new internship or a stay for the purpose of studying (working)

3. Fill'in the details of your stay. Under Stay type, select whether it is a study, work,
or other stay. Then select the mobility programme through which you carry on
the mobility, the country of stay, the city, and the name of the institution (listed by
its original name—the English name is in parentheses). If the institution is not
listed, you can enter a new one.
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Enter information about a stint or a stay for the purpose of study/work

The information marked with an asterisk ("*") is required.

*Stay type:

— e

Programme:

*Country of institution of the stay:
|— v| Add all countries

City: FetRem i i
If the institution is not listed, If you cannot find the country
you can request to add a new in the selection, click on "Add
Name of one. all countries."

The institution is missing. | want to enter a new one.

4. Enter dates of stay and select the study mode abroad (in person or virtual).

5. Depending on the settings at your faculty, select the correct foreign stays
administrator, i.e., the person who will check your application for recognition of
courses from a formal point of view after your return (usually the study advisor).

Stay time:
ssayfom  J@saye: |ED

*Study mode abroad:
= ]

Virtual mobility means that the student completes the content of the mobility through
online means and it is therefore not necessary for the student to be physically present at
the institution.

Foreign stays administrator of faculty/department at MU:
(= ]

In case you do not see the correct list of administrators, please check the faculty you have
selected in the upper-right corner.

Find the name of the authorized representative of the department/faculty
signing the Learning Agreement for Studies / Learning Agreement for
Traineeships / Traineeship Certificate (according to MU Directive No. 2/2024).
The list of authorized representatives can be found here.

Contact person at the home institution:

*Person 1:

Person authorized by the department/faculty to sign Learning Agreement for
Studies/Training Agreement for Traineeships/Traineeship Certificate (in compliance with
MU Directive No. 2/2024 g). The list of coordinators can be found in the instructions of
your faculty or department.

Find u¢o :

Person 2:
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7. Enter the contact person at the institution of the stay — this is usually the
person who signs the Learning Agreement for Studies | Learning Agreement for
Traineeships.

Contact people at the institution of the stay:
Please enter for example a name or an email address.
Person 1:

| |

Person 2:

I l

8. Enter a description of your stay. You can also add related research
intentions and projects, or whether you want to add the stay to your CV.

Description of stay:

Related research intentions and projects:
Provided the stay represented part of a research intention or project, please specify this. If
it cannot be found in the menu, please enter its code and specify its type.

Permissible identification numbers of research and development intentions MU g3, intentions

Add new intentions:

|| fulfillment of research intention v

Place to display information about this stay: Select whether you want to
U addto vV display your stay in your CV.

9. Before departure, upload the Learning Agreement for Studies | Learning
Agreement for Traineeships (select the document from the drop-down menu). If
you are approved to work on your thesis/dissertation, also upload the Foreign
activity plan.
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stint-related documentation: -;:"_g;]

Document type:| -— select - hd
Document:
The document | Learning Agreement for Studies u upload a file in some other

fi tthan PDH day.
ormatEnan Changes to Learning Agreement 1L

Completed cour| Transcript of Records/Certificate
This section is ug Confirmation of Study Period urses completed during the

stay. Please entq Learning Agreement for Traineeships bt have been certified as
completed by bg i the hosting school. That is, the

courses must be| 'raineesnip Certificate arning Agreement and, at the
same time, Tranj Application for Extension

No courses yet | Fareign activity plan (before mobility)

The courses can D f e TS EenE e Eer e e (s
Foreign activity report (after mability) (IS EERAIEEET @SSz il
Save

10.Save your entry. Your request will be processed by the relevant Office for Studies
and then linked to your study record in IS MU (if you meet all the requirements).

Changes during the stay:

1. Open the existing stay record that you want to edit/add to.
2. Make the intended adjustments:
a. Insert the Changes to Learning Agreement document (select the
document from the drop-down menu).

stint-related documentation: ()

Document type: | -— select -— v
Document: | Vb — select —

The document i | eaming Agreement for Studies u uploac
format than PDy s 10 Le P a day.

Completed cour 1T2NScript of Records/Cerificate

b. In case of a change in dates, adjust the length of your stay and inform
your Office for Studies.

Stay time:
*Stay from: | & Stay to: | [=

3. Click the Save button.
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