
Submission of the final thesis 
1. Apply to the Personal administration UIS. To submit your final thesis, select in the basic menu in 

module My College the option Student´s portal.  

 

2. Now you can see a table in front of you in which your studies at CZU, whether commenced or 
completed, are displayed together with application icons relevant to the studies. To submit your 
final thesis, click in the row of the current study (current study should be in the first column of 
the table titled Choose green circle) on the icon Final Thesis, which is located in the last column 
of the table. 
 

 

 
 

3. The procedure for submitting the final thesis is described in the file Instructions for submission 
of final thesis which you can open by clicking on the icon in section Display and download files. 

 
 



4. According to the procedure you are obliged to perform the following two steps before 
submitting your thesis: 
 Insert additional information 

- Additional information is considered to be: language of the thesis, title of the thesis, 
abstract, keywords and legal clause; 

- Mandatory parts are: title of the thesis, abstract and keywords; 
- The legal clause serves to list any restrictions that relate to dissemination of one´s own 

work beyond the scope of copyright and higher education law. Based on it, the 
supervisor will assess the manner of secrecy of the work. However, most students leave 
the field Legal clause blank. 

 Insert a file with the thesis and appendices 
- Through this link you can insert your electronic version of your thesis together with the 

appendices; 
-  The application contains a form for inserting a file with the thesis and a form for 

inserting the appendices. 
 

5. PROCEDURE FOR INSERTING ADDITIONAL INFORMATION:  
a) Click on the icon Insert additional information. This option is in the application Final theses 

in section Editing application. 

 
b) If you have not yet inserted all the additional information, you will see, except the basic 

information about the thesis etc., a red written warning about the incompleteness of the 
additional information. If you do have all the additional information inserted, you can move 
to the second step (Insert the thesis and appendices).  
 

c) First, make sure you have selected the language of your thesis. If not, choose one of the 
options, which appear after clicking on the black arrow in section Language of the final 
thesis. Confirm your choice by clicking on “choose” and select English. 



 

d) As was already mentioned, the mandatory parts in the additional information are the title of 
the thesis, the abstract and the keywords (at least three keywords have to be inserted). A 
table with language variants is displayed in section Language alternatives. For each variant, 
there is a record of whether, or not the relevant additional information is entered. To 
complete the non-entered information, click on icon in the column titled Modify. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



e) Now you can see a form for you to enter the additional information. Enter the title and 
abstract of your thesis into the appropriate field. After that insert, the keywords. If you 
would like to insert more than three keywords, click on the field Add more keywords.  

 
f) After entering all the required information click on the field Save. 

 
6. If you receive a message in the entry of the additional information that the additional 

information is entered completely, you can proceed to the second step. 



7. PROCEDURE FOR INSERTING A FILE WITH THE THESIS AND THE APPENDICES:  
a. Click on the icon Insert the thesis and appendices. This option can be found in the 

application Final thesis in section Author´s Editing application.  
b. If the thesis is not yet inserted, you will see, except the basic information about the 

thesis etc., a red written warning stating that the final thesis has not yet been 
submitted.  

c. This application has two parts. The first one is intended for inserting the final thesis 
(mandatory) the second one is intended for inserting the appendices (not mandatory). 
To insert the file with the thesis, click on the field Choose file. Look for the file with the 
thesis in your PC and click on Open. The file has to be in PDF format! After choosing the 
file click on the field Insert the thesis. 

d. If you would like to insert appendices, click on the field Choose file in section Thesis 
appendices. The procedure is the same as is for inserting the file with the thesis.  

 
 



8. If a message appears stating that the final thesis and appendices were inserted and this step is 
complete, you can move to the actual submission of the thesis. This takes place through the 
application Thesis submission, which is in section Editing application.   
 

9. Warning!!! After the thesis submission you will not be able to manipulate with the inserted 
thesis nor the additional information. At the same time by clicking the field Submission of the 
final thesis you confirm that you entered the additional information correctly and that the 
inserted electronic version of the thesis is identical with the paper version. 
 

10. After clicking on the field Submission of the final thesis, the thesis will be marked as submitted 
and will be subject to a thesis comparison check (plagiarism check). 

 
11. Now you as a student are just wait for the supervisor to determine the opponent (if he has not 

already done so). Before entering the supervisor´s opinion, a plagiarism check has to take place 
(control of conformity assessment of the theses).  


