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1. General information 

1.1 Homepage 

After logging into the KOS application, the homepage will appear and you will see your basic academic information, 
your name, the name of your faculty, your username (login) and basic information about your programme of study. 

From the homepage, you can go directly to your personal timetable (class schedule) by clicking the “View personal 
timetable” link, but only if your faculty uses the timetable in KOS. 

Most faculties enable you to create and modify your timetable on the Create personal timetable page (see Section 
3.2 for more information). 

 

 

1.2 Personal data 

On the Personal data page, you will find more detailed information about yourself. On this page, please check (and if 
necessary update and/or complete) your contact address, telephone number and Czech bank account number. 
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1.2.1 Change contact address, telephone number and bank account number 

1. From the application’s navigation bar, select the “Other” dropdown menu and go to the “Personal data” 
page. 

2. Check the information which has been entered and, if necessary, make changes by clicking the “Change 
contact details” button. 

3. Save the newly entered information using the “Save” button, or erase all the entered information using the 
“Reset” button (see the picture below).  

 



3/14 
 

Note: The bank account number must be that of a Czech bank. If you enter a contact address in the Czech Republic, 
you can select the bank from a dropdown menu; if you enter an address in another country, then you will need to 
enter the bank information manually. 

 

 

1.3 Electronic confirmation of studies 
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2. Enrol subjects 
You will find your enrolled subjects (registered courses) and subjects that you can register for using the “Subjects” 
dropdown menu in the navigation bar (in the “Enrolled subjects” or “Course enrollment – According to offer” 
submenu). 

2.1 “Enrolled subjects” page 

On this page, you will see your enrolled subjects (registered courses) for the selected semester.  

1. First check whether the correct semester is selected and change the selection if necessary. 
2. You can drop any enrolled subject from the list of enrolled subjects using the “Cancel” button. 
3. You can display more detailed information about any enrolled subject by clicking on its code or name. 
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2.2 “Course enrollment – According to offer” page 

This page enables students to search for subjects (courses), obtain detailed information about them and register for 
them in the selected semester. Before searching for a subject, verify that the selected semester is correct (the 
system retrieves only those subjects which are offered in the selected semester), select the faculty in which your 
selected subject is offered, and select the institute or department which organises the subject’s instruction. Then 
press the “Select subjects” button to display available subjects. 

 

2.3 Enrolment of subjects (course registration) 

1. In the “SEMESTER” field, enter the recommended semester number in which the subject should be completed 
(exchange students should enter the value “1”); the subject cannot be registered unless this field is filled in. 

2. Check the checkbox for each subject that you want to register (it is possible to register multiple subjects at the 
same time). 

3. Register for the selected subject(s) by clicking the “Enroll” button. 
4. You can display more detailed information about any enrolled subject by clicking on its code or name. 

 

 

Note: In the case of faculties which enable students to create their own timetables, it is essential to select for each 
registered subject a specific class (course section), i.e. an instance of the course linked to a specific time when it is 
taught – see Section 3.2.1 Selecting a specific time of instruction for each subject. 
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3. Displaying and creating a personal timetable 
To work with timetables, select the “Timetable” dropdown menu, which has two items: “Personal timetable 
(minute)” to display your timetable, and “Create personal timetable” to create a timetable. Please note that not all 
faculties enable students to create their own timetables. 

3.1 “Personal timetable (minute)” page 

This page displays a graphic view of your timetable. You can print out the timetable. If the faculty has prepared a 
timetable for individual weeks during the semester, then you can also export it in iCell format. 

1. Select the semester for which the timetable should be displayed. 
2. Certain faculties define timetables for individual weeks of the semester (in such a case, they can be displayed 

by selecting “Show timetable for week:”); other faculties may have a fixed timetable for the entire semester 
or may not have it in KOS at all, in which case the table will be empty. 

3. You can display more details by clicking on the displayed window. 
4. The legend (located below the timetable) contains only those colours that are in the timetable. When 

creating a timetable, remove all conflicts marked in red by switching to another class (course section) or by 
dropping individual conflicting subjects and selecting new ones which do not conflict – see “Create personal 
timetable”. 
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3.2 “Create personal timetable” page 

This page enables students to create or modify their personal timetable by selecting an available class (course 
section), i.e. an instance of a course linked to a specific time when it is taught. If you are unable to modify your 
timetable so that it does not have any conflicts, then you must drop one or more subjects and enroll in new ones. If 
the faculty has not created a timetable in KOS for a subject, then the “View” option will not appear in the “EVENT” 
column. In such cases, you should proceed according to the faculty’s instructions (the faculty usually displays the 
timetable elsewhere). 

 

3.2.1 Selecting a specific time of instruction for each subject 

1. First check whether the correct semester is selected. The table will display the offering in that semester of 
your registered subjects. 

2. To view the timetable for a particular subject, click the “View” link in the “EVENT” column.  
3. The “Course timetable” window will open (see the picture below) and display the individual classes (course 

sections), i.e. the instance of the course and the times when they are taught. Register for the desired class 
(course section) using the “Enroll” button (on the right in the “EVENT” column). The “Enroll” button will not 
appear if the faculty does not allow students to create their own timetable. 

4. Registering for subjects with overlapping timetables will result in scheduling conflicts, which are marked in 
red. You can view the details of a scheduling conflict by clicking on the conflict window or by viewing the 
“List of Collisions:” table (displayed below the timetable). You can resolve a conflict by selecting a different 
class (course section) offered on a different day and/or time for one of the subjects; if this is not possible, 
you must drop one of the registered subjects and register a different one instead. 

 

Note: In certain cases, classes are interlinked so that by registering for the lecture section you are also registering for 
the practical (exercise) section and/or the laboratory section (and vice versa). The picture below illustrates a 
situation where by adding the subject E111103 (by clicking the “Enroll” button) to your timetable, you will 
simultaneously register for a lecture section, a practical (exercise) section and a laboratory section. 
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4. Close enrolment 
After checking or modifying your registered subjects (and in certain faculties after creating a personal timetable) – 
see Sections 2 and 3 of this guide – you must confirm your enrolment of subjects (course registration). To do this, 
click the “Close enrollment” button, which is located on the Enrolled subjects for semester page – see Section 2.1. 

1. After thoroughly checking your registered subjects and personal timetable (you must not have any conflicts 
marked in red), click the “Close enrollment” button. 

2. After closing your registration, it will no longer be possible to add or drop subjects. If needed, please contact 
the Department of Academic Affairs (“Studijní oddělení”) of the relevant faculty. 

3. If your registration was closed successfully, then your “Enrollment closed” status will change to “YES”. Please 
verify that this is in fact the case! 

Note: If the button does not appear on the page, then your faculty does not require that registration be closed by 
the student. 

 

 

 

5. Registering for examination and assessment dates 
You can view published dates for assessments, graded assessments and examinations by selecting “Assessments and 
exams dates” from the “Assessments and exams” dropdown menu.  

1. Select the subject for which you want to display published dates. 
2. Use the “Select terms” button to display the published dates. If nothing is displayed, then no dates have 

been published yet for the subject in question. 
3. You can register for an assessment, graded assessment or examination date by clicking the “Enroll” button. If 

your registration is successful, then the “Withdraw” option will be displayed next to the date. You can use 
this button to cancel your registration for this date (unless the deadline has already passed). 

4. For certain dates which are currently full, you can place yourself on a waiting list by clicking the “Enroll as 
substitute” button. If another student registered for this date subsequently withdraws, then the first student 
on the waiting list will be automatically registered for this date. 

5. * If you select “Enroll as substitute”, the “Substite” page will appear. On this page, you can set the number of 
days prior to the examination date after which you no longer wish to be on the waiting list (you will be 
automatically withdrawn from the examination date) by entering a number in the “Number of days” field 
and pressing “Enroll”. Example: The examination date is 27 January. You enter “2” in the “Number of days” 
field. On 25 January you will no longer be registered for the examination date – you will be withdrawn 
automatically by KOS. 
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Note: When registering for examination dates, please take note of the information in the “Note” column. 
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You can find an overview of all your registered assessment, graded assessment and examination dates (for the 
selected semester), including evaluations if applicable, by selecting the “Posted assessments and exams result” 
option in the “Assessments and exams” dropdown menu. The “Note” column will appear is this overview as well. 

 

 

 

6. CTU cumulative academic results 
You can access your cumulative academic results on the “Study results” page, which is available under the “Other” 
dropdown menu. In the form, you will see grades and ungraded assessments for individual subjects. You can print 
out your academic results in PDF format using the “Print study results” button located at the top right of the page.  

 


