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Enrollment/Registration 

 

 

 

The matriculation card and the declaration window about the status of the current semester 

(active/passive) are available in the Administration – Enrollment/Registration menu. The current 

and previous registration period appear by clicking on the menu, but a + sign can be found only at 

the end of the current period, and by clicking on it Enrollment or Registration can be selected from 

the pop-up menu.  
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You can enroll or register for the training during the enrollment and registration period. Its presence 

can be checked under Information/Periods menu. If you do not see the +sign for enrolling, it may 

have other administration reasons, in this case you should turn to the Registrar’s Office.  

For freshmen an ’Enroll’ button, for upper year students ’Register’ button appears on the menu. In 

both cases the next step is the declaration on the status of the current semeseter. The status has a 

registration condition (e.g. in case of fee-paying students paying the 40% of the tuition fee is 

required to register for the current semester).  

 

 

 

By clicking on the ’Save’, in case the student does not meet the required criteria, the program sends 

an error message about the reasons of the the unsuccessful registration. With a successful 

registration the current semester is created with the selected status. At the registration (for upper 

year students) there are no further steps, while for freshman students the matriculation card must 

be filled and submitted in a pop-up window during the registration procedure. 

The matriculation card shall contain all the student information recorded in the study system during 

the enrollement.  

Principal data types: 

- Personal Data 

- Information on Citizenship  

- Studies Information 

- Official Data (passport) 

- Contact details (address, e-mail address, phone number) 

 
In each topic the data can be given in textbox, drop-down list or in a specific formed field. The 

contents in the textbox can be modified, if there is no data or incorrect data was given. In case of 

drop-down lists you can choose from predefined sources. Specific formed field is for example the 

date field (02.22.2000.), where you can completeit only in a fixed form. These fields can be filled in, 
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but in case of invalid format the submission of the matriculation card can not be issued, and an error 

message will be sent at the submission (Submit request) of the matriculation card.  

The so-called tooltip fields give you information about the correct format of data or interpret certain 

fields which simplifies the data entry. The location of the fields are marked with a red star, and 

pulling over the mouse pointer the message will be visible. 

When the system detects idle operation during the process of filling the matriculation card it runs a 

20-minute countdown. This time period is available to submit the matriculation card, so we suggest 

that the required documents should be saved in advance in pdf, jpg format on your computer, and 

prepare the documents and personal data for faster filling. Such as identity card, documents about 

previous studies: certification of graduation, higher education etc.; language certification; paralel 

studies; certificates and documents of mobility. 

You can submit the matriculation card when you click on the ’Submit’ button. 

Printing the matriculation card 

When you have filled in all the required data and uploaded all the necessary documents you can 

submit the matriculation card. After submitting the form you will get a feedback message about the 

successful submission including an identification number.  

 

In the feedback message clicking on the ’BACK’ button a new window will appear immediately asking 

whether you want to print the generated form based on the submitted matriculation card.  
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If you click on YES, you can download or open (depending on the settings) the matriculation card in 

printable format. 

 

 

 

 

 

If you have a chance print the matriculation card, sign it and hand in at the Registrar’s Office. Under 

Administration/Requests – Submitted requests you can find the submitted matriculation card with 

an identification number and the previously saved PDF file, which can be printed anytime later. 
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You can check the submitted matriculation card and the form by clicking on the + sign at the end of 

the row. 

Importan: when you click on the ’View’ button the submitted request can be seen which is not equal 

to the printable version of the matriculation card. By clicking on ’Download supplements as pdf’ you 

can open the matriculation card that has to be signed and forwarded to the Registrar’s Office.  

 

 

 

The Registrar's Office can only accept the matriculation card when the sheet was signed by the 

student, the data corresponds to the truth, and corresponds with the accompanying documents. 

 

Description of data types 

 

Personal data 

All the student information can be seen here that were previously recorded in the study system. You 

cannot modify the Neptun code, birth date, birth name. If the data is not correct you should contact 

to the Registrar’s Office. 

In the data fields of birth place you can choose the country and the region from the drop-down list, 

while the field for the city/town is defined. Typing the name of the city the system offers you the 

right options. 

Additional fields can be rewritten as an open text field, or selected from the provided list. Upon 

acceptance of the matriculation card, the data is updated in the system. 

 

Information on citizenship 

You can add two citizenships. In all cases it is compulsory to fill in a citizenship (drop-down list) and 

the start of its validity (date format). 

For those with foreign citizenship is required to provide the right of residence. This can be selected 

from a drop-down list. 
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Studies Information 

The information about the training cannot be modified. The data set contains the training 

information on which the student was admitted.  

 

Official data 

 

Passport 

Here you have to specify your passport details.  
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Contact details 

You can give addresses, telephone numbers and e-mail adresses. You have to set your permanent 

address, but it is possible to specify up to three types: permanent address, mailing address and 

residence address.  

 

 

 
Declarations 

Filling the declarations at the end of the matriculation card is required. 

Without ticking the first three acceptance declaration the university studies may not be started. The 

statement texts are transferred to the matriculation card and the applicant declares the data is 

correct, and is aware of the relevant regulations by signing it. We draw all the applicants attention 

that not reading the rules does not exempt from the compliance and sanctions. 

For additional data management declarations, where the "I agree" option has been selected by the 

user, the statement appears on the matriculation card, so "I disagree" is not included in the signed 

voluntary contributions.  
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