
How to use InSIS

(Integrated Study Information System)

InSIS - a part of your studies



insis.vse.cz

• Log in

• First log in to 

InSIS instructions

• Languages



LOG IN

• User name: first 

three letters of your 

surname+first letter 

of your name+two

numbers

• e.g. krei00

• Password: be aware

of Capital/small 

letters, numbers, 

type of used

keyboard



Change your password

• Don´t forget to change your password !



Personal administration – Personal data

• Check your personal data in InSIS and confirm!!!

• Inform about any change Mrs. Ivana Krejčí

• Send your Czech contacts to Mrs. Ivana Krejčí (phone number, address out of dorms)



Personal administration - Student´s

portal



Student's portal

• Personal Timetable

• My lectures sheet -

grades & points for tests, 

papers, homework, etc.

• My schoolmates

• Plan progress check 

• Register for 

examinations

• Registration/Enrollment -

> 2nd - 4th semester

• Extra-sem. courses - e.g. 

Block courses, State 

exams 



Student's portal - Coursework submission

• Coursework 

submission

• Submission of 

homework, 

presentations, 

projects, etc.

• Confirm the 

submission 

three times 

until fs

appears



Personal timetable
• Classroom

• Course

• Teacher

• NB = New Building 

(Nová budova)

• RB = Rajská Building 

(Rajská budova)

• SB = Old Building 

(Stará budova) 

• Students can visit 

teachers during their 

office hours (see 

Persons at VŠE)



Personal administration - Persons at VŠE



Persons at VŠE

• Searching for 

teachers, 

students, 

staff

• Office hours

• email contact

• location of 

the office 

1.

2.



Personal administration - Course Catalogue



Course catalogue - Course syllabus I.

• Course syllabus

• Course code + 

title

• Lecturers

1.

2.



Course syllabus - II.

• Assessment 

methods and 

criteria

• Reading

• Regular 

course units



Personal administration - Documents



Documents

• Sent by teachers 

• Homework, 

lectures, 

presentations

• Document server 

(tree) = all 

documents you 

received

• You can also see 

documents in E-

study record



Personal administration - Mail Box -

Office 365

• On InSIS or at 

o365.vse.cz

• username@vse.cz

• Password is the 

same as to InSIS 

(after the change of 

the first password 

you were supposed 

to do after first log in 

to InSIS)

• ONLY Official 

university mail 

address is used by 

teachers and 

administration of 

VŠE

https://o365.vse.cz/
mailto:username@vse.cz


Office 365

• Electronic mail (Outlook) - 50GB

• Document repository for individuals (OneDrive) 

• Document sharing within study teams

• Messaging, online meetings and web conferencing 

(Lync or Skype for business)

• Office 365 Pro Plus - students can install Microsoft Office (Word, 

Excel, PowerPoint, Outlook, OneNote, Publisher, Access and Lync) up 

to five of their devices

https//:o365.vse.cz



OFFICE 365 - set language (1)
Step 1

Step 2

Set the language after log in to your mail box



Set language (2)

2

4

3



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 



OFFICE 365 Pro Plus installation (1) 

Step 1

Step 2



To forward your emails… 1

4

2

3



1

2

3



Q&A?



Thank you for your attention!

Good luck with your studies 

and

enjoy your stay in Prague!

facebook.com/ibvse http://ib.vse.cz

http://www.vse.cz/
http://www.vse.cz/
http://ib.vse.cz/

