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Submitting Applications via eUCZELNIA Step by Step 

(Desktop Version) 

 

➢ After logging in, select the “Student” tab: 

 

➢ In the top right corner, hover over the “Documents” tab, then select 

“eDocuments”: 

 

➢ Click on the „Field of study” for which you want to submit an application: 

 

➢ Then click “Add” below: 
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➢ From the list of available applications, select the one you are interested in and 

click “Add”: 

 

 

➢ Fill in all the fields indicated by the form (these will vary depending on the type of 

application):  
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➢ For example, enter the semester to which the application applies: 

 

 

➢ OR, for example, enter the academic year to which the application applies: 
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➢ For example, in the case of an application for Individual Organisation of Studies 

(IOS), you should indicate the reason why you would like to use IOS. If the reason 

is not listed among the available options, or if it is listed but you would like to 

describe it in more detail, go to the “other particularly justified cases” field and 

provide an explanation for your request to use IOS.  
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➢ A common step when submitting applications is adding approvals from course 

instructors (or opinions, e.g. from a thesis supervisor) or other attachments. The 

best solution is to combine all documents (if there are several) into a single file, 

e.g. in PDF format. Approvals may be handwritten (and scanned or photographed 

as an attachment) or sent via email from an official UG domain — ending with 

@ug.edu.pl or @studms.ug.edu.pl (these may be screenshots of messages or 

email files, most commonly in *.eml or *.msg format). When attaching emails, 

remember that the message must include the visible date, recipient, and sender 

details. 

 

➢ If you would like to receive a response in English, select the option below. If this 

does not apply to you, simply ignore this step: 
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➢ The last and most important step is signing the document. Once everything is 

completed, click “Sign and send”. 

 

➢ If, after signing and submitting the eDocument, the student receives the 

application back and it is still incomplete, with a decision from the Vice-Dean, it 

has most likely been send for correction. In such cases, comments entered by the 

Dean’s Office employee are visible at the very top of the application, above the 

personal details section (highlighted in yellow above the “first name and last 

name” field): 

 

 

➢ At every stage, the student can check the application status and view notes 

added by Dean’s Office employees by selecting the “Details” option. 
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➢ If a Dean’s Office employee has completed their part, it is possible to view the 

exact date and details of the person “signing” the document — the characteristic 

sign of a completed signature is a green check mark: 

 

 

➢ Missing “signatures” indicate sections currently left blank and awaiting review by 

an authorised employee, for example: 

 

 

 


