Step-by-step IRK registration

If you do not have an account in IRK at JDU, go to https://rekrutacja.ujd.edu.pl, click on the create account link
and then, after reading the information clause, tick to indicate that you have read this information and press
the button ->Continue - Fig. 1.
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Fig. 1. Creating an account in IRK - accepting the information clause

This will take you to the Create Account page, where you will need to enter your email address, and a
password twice of at least eight characters, including at least one letter and one number twice - Fig.2.
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Fig. 2. Entering your e-mail address and password



Once you press the Create Account button, an email will be sent to the email address you provided with a link to activate
your account, and there will be a message about this in the IRK system. Clicking on the link provided in the email will
activate your account and you will be able to log in to IRK. - Fig. 3.
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Fig. 3. Information on the email sent, email with link to activate the account and information after activation

After logging into IRK in the Personal Forms tab, fill in the subsequent sub-tabs: Basic Personal Data (Fig. 4.), and
Address and Contact Data (Fig. 5.).
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Fig. 4. Basic personal data sub-tab on the Personal Forms tab
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Fig. 5. Address and contact details sub-tab on the Personal Forms tab

For photos, please read the photo requirements on the Photo tab and, taking them into account,

use the Browse... button to select a photo file from your available resources, click Open, then

Save, and proceed to the Photo cropping page. On the Photo cropping page, you can crop the downloaded file using the
white squares located around the main photo or rotate it by 90° using the navy blue buttons to the right or left. Once any
changes (or lack of changes) have been made using the Save button, you are returned to the Photo sub-tab with the
information that the changes to the photo have been saved, and with the cropped photo in the Current Photo section- Fig.
6.
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Fig. 6. Selecting a photo file on the Photo sub-tab and going through the Cropping a photo page



For Bachelor studies’ recruitment, after completing the first three fields in the Secondary Education section of the
Education sub-tab, use the button® Save and add document to go to the Add Document page - Fig.7.
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Fig. 7. Switching from the Education sub-tab to the Add document page

Once you have completed the fields on the Add Document page (Fig. 8.), click on the Save and Return button, which will
cause return you to the Education sub-tab.

I Dodaj dokument |

* Pola oznaczone symbolem gwiazdki sg wymagane.
Rodzaj dokumentu’  nowa matura j
Rok uzyskania dokumentu® 2020 =

Rok dokumentu powinien zgadzac sie z datg wy

ania. Jesli nie masz jeszcze dokumentu, ale otrzymasz

szym pisz abecny rok

Numer dokumentu  W/12345678/12| 13
W numerze nie powinna wystepowac spacja. W przypadku zdawania egzaminéw poprawkowych prosimy o wpisanie numeru dokumentu | wszystkich
aneksow rozdzielonych przecinkami

Datawydania 30.05.2020 )
Rodzaj instytucji  Okregowa Komisja Egzaminacyjna _'_|
wystawiajacej

Nazwa instytucji  Okregowa Komisja Egzaminacyjna - JAWORZNO

wystawiajacej ozesz wpisac nazwe miejscowosdi, aby wyswietlic liste instytucji, ktore sie w niej znajduja. Jesli instytucji nie ma na licie, mozesz wpisat ja recznie.
Miejsce wydania  jaworzno 0/80

Kraj wydania®  Polska

Krétki komentarz

Jesli dodajesz dokument nieznanego typu, koniecznie go opisz!

W przypadku niektorych dokumentéw moze byc wymagane przestanie ich skandw. Ponizsza tabela wskazuje, ile plikéw mozna wezytac dla dokumentu kazdego redzaju. Mozliwosc przestania
plikéw pojawi sie dopiero po zapisaniu informacji o dokumencie.

Tvp + Plik M liczba plikow)|
Matura Miedzynarodowa (IB) nie 1 B
Matura Europejska (EB) nie 1
Nowa matura tak 1
Stara matura (matura sprzed 2005 1) tak 1
Matura zagraniczna nie 1

Fig. 8 Add document page



Information about missing exam results, a missing file and a link Edit exam results will then appear in the section for the
document being entered. Click on this link to go to the page for the type of document being completed - Figure 9.
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Fig. 10. Example of entering exam results in the minimum number (right side) to enable enrolment in the chosen course
of study (left side)



Once you have saved your exam results with the Save and Return button, you return to the Education sub-tab, where
only the information about the missing file remains. To add it, click on the edit button. The Edit Document page then
appears and here you click on the Save and Add File button, which leads to the Add File page - Fig. 11.
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Fig. 11. Successive moves from the Education sub-tab to the Edit Document page and then to the Add File page

Select the file containing a scan of the document certifying your eligibility to study and fill in the File title. - Fig. 12.
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Fig. 12. Selecting a file and completing the File Title field on the Add File page



After saving the changes twice (Save and Return buttons), you return to the Education sub-tab, where a white 'tick'
appears on a green background in the Documents section of the edited document, indicating that all the required fields of
that document have been completed - Fig. 13.
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Fig. 13. Saving the selected document scan - white 'tick' on green background to indicate complete information

If you are recruiting for a Master degree programme, you will need to enter the data in the Higher Education section in
the same way on the Education sub-tab.

On the last tab Additional personal data, the missing personal data should be filled in Fig. 14.
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Fig. 14 Additional personal data sub-tab on the Personal forms tab



The next step is to go to the Offer page and select the programme and the mode of study. After reading the study
programme description, click on the Sign up button for the current round, which will take you

to the New application page. - Fig. 15.
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Fig. 15. Choice of programme of study

Once you have selected an Eligibility Document, press the Continue button, which will take you to the selected course
page with information about the successfully created enrolment application - Figure 16.
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Figure 16: Successfully created recruitment application




The recruitment fee must be paid to the account and in the amount specified in the Payments tab of the My Account page. -
Fig. 17.
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Fig. 17. Payments tab of the My Account page




On the Recruitment registration tab, you can check:
* the programme for which the application was submitted,
* the status of the recruitment fee payment,
* the recruitment score,
* the qualification status,
* the decision,
* the document valid for admission to the programme- Figure 15.
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Fig. 15 Recruitment applications tab

After clicking on the link Documents and further steps, you go to the page of the same name, from where you can
download

Application for admission to university, and see the List of documents to be submitted - Fig. 16.
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Fig. 16. Go from the Recruitment Applications tab to the Documents and Next Steps page and generate an application for
admission to studies.



