INSTRUCTIONS FOR FILLING IN THE ENROLMENT PAPER - MASTER STUDIES (SECOND-CYCLE) - ACADEMIC YEAR 2022/2023
Signing into the student information system VIS: 

 

a) Instructions for signing in for students enrolling to the Faculty of Arts for the first time
Open an Internet browser, type https://vis.ff.uni-lj.si in the address bar and click Enter. The Student Information System (VIS) login page opens, to which you log in with your username and password.

To use the information services of the University of Ljubljana, you need a digital identity, which you obtain (usually when you first enrol at the faculty) via the ID portal website. You will receive instructions for obtaining your digital identity together with the invitation to enrol (applies to those who are enrolling to the faculty for the first time). You can report any digital identity issues (errors) on the Portal ID / Error Report page.

Once the digital identity is activated, you can enter the Student Information System (VIS), where your personal page opens. 
You continue according to the instructions below, depending on the year (or additional year) into which you are enrolling.

b) Instructions for signing in for students already enrolled at the Faculty of Arts (re-enrolment, enrolment in higher year or additional year, extension of student status) 
Open an Internet browser, type https://vis.ff.uni-lj.si in the address bar and click Enter. The Student Information System (VIS) login page opens, to which you log in with your username and password.

Once you are logged in your personal page opens. You continue according to the instructions below, depending on the year (or additional year) into which you are enrolling.
c) Official form of communication with students at the Faculty of Arts
From the time of filling out the enrolment paper (when enrolling at the faculty), communication with students at the Faculty of Arts is carried out exclusively through the student's UL digital identity email address, which is created by taking over the UL digital identity and has the form ab1234@student.uni-lj.si.

Students are obliged to use the specified e-mail address.

More information (including reporting errors or solving problems) is available here, in the chapter "Official form of communication with students at Faculty of Arts".

ENROLMENT IN THE FIRST YEAR
 
After signing in the student information system VIS, your personal page will open where you must select on the menu on the left side “ENROLMENT”/“Enrolment paper”. Then the enrolment paper for the academic year 2022/2023 will open that you have to fill in as explained below. 
 

1.  How to fill in the enrolment paper 
 

The enrolment paper already includes the majority of your personal information. Please check the data carefully, correct possible mistakes and change the information that is no longer up-to-date (address, phone number, employment …). The data you enter must match the data on your personal documents. 
In some fields, information cannot be changed. In case information in such a field is incorrect, please contact the Administrative Office for Master's Programmes (Second-Cycle).
 

In the field tax number, please write down 0 (if you don't have it).

 

Please avoid using » or ' in all fields, because otherwise the system will report an error and you will not be able to finish your enrolment paper. 
 

When you finish with the first page, click the confirmation button. Then proceed with filling in the next pages. 

a) Elective courses

If your program includes elective courses, you can enter them by selecting the checkmark next to the name of the subject (in the prescribed volume of credits, or more). To select a subject at other faculty, select “AA-Izbirni predmet na drugi fakulteti” (to a certain extent of ECTS). 

When you finish selecting, click the confirmation button. Message will be displayed about the correct input of elective courses. If your selection does not meet the requirements, it is necessary to use the “Back” button in order to go through the selection of elective courses again. 
 
For subjects marked “AA-Izbirni predmet na drugi fakulteti” (AA-Elective course at another faculty), fill in the name of the selected faculty and the title of the selected subject. If you are not selecting the elective course yet, please leave the fields empty. 

Subjects which can be selected at the Faculty of Social Sciences and Academy for theatre, radio, film and television are available on the list with elective subjects on other departments at the Faculty of Arts. There are only 2 places available for each subject at the Faculty of Social Sciences.  List of elective courses of Faculty of Social Sciences (FDV) is available here (select: “Izbira izbirnih predmetov”/”Ponudba izbirnih predmetov FDV”), list of elective course of Faculty of Social Sciences and Academy for theatre, radio, film and television (AGRFT) is available here (select: “Izbira izbirnih predmetov”/”Ponudba izbirnih predmetov AGRFT”). 
 
For selection of the elective courses at all other faculties you need to fill out this form (“Selection of courses on other higher education institutions for students of the Faculty of Arts”) and till no later than  October 15, 2022, bring it to your department´s office, where the selected subjects will be entered into your e-index. 
 
List of electives on other departments on Faculty of Arts is available here (select: “Izbira izbirnih predmetov” “Izbira zunanjega izbirnega predmeta za študente FF”, click on file “Ponudba izbirnih predmetov FF 2022/2023)  

 
Before you finish your enrolment process, it is necessary to check whether the schedule of the desired elective course suits you. The schedule is available here.

Continue by clicking the confirmation button. 
b) Consent for using your personal data 
At the end of the enrolment paper, please mark whether you allow us (or not) to use your personal data for different purposes. 

c) Student identity card photo
Please mark if you agree (or not) with publishing your personal photo on the student identity card. If you choose NO, you will still receive a student ID (but without your photo).

If you choose YES, you must upload your photo. Your photo must be in jpg file format, and the photo dimensions must be at least 400 x 503 pixels.

When uploading a photo, it is necessary to strictly follow the instructions, as it is a photo intended for identification, so it must be appropriate, according to the instructions prescribed for the ID card. In case you upload an inappropriate photo, your student card will be made without a photo.

IMPORTANT: We suggest that you prepare your photo before starting the enrolment procedure. If you choose YES, you are obliged to upload you photo immediately after filling in all the relevant data on the enrolment paper. In case of longer inactivity, the data will be lost and you will have to repeat the whole enrolment procedure from the beginning.


At the end, the entire enrolment paper for the academic year 2022/2023 is displayed. Review all the data again and if everything is correct, click the confirmation button. 
You will be notified if your enrolment paper is successfully submitted. 
IMPORTANT: An enrolment paper submitted through VIS alone does not mean that you are actually enrolled. The enrolment process is finalized by Administrative Office for Master Programmes (Second-Cycle).

2. Uploading or sending the required documentation
 

When student information system VIS informs you that your enrolment paper was submitted successfully, please choose tab “Documentation”. 
To finalize your enrolment, you will have to upload or send to the address available in the square below the following documents: 
· Signed education contract (applies only to part-time students and other tuition fee payers)

· Certificate of withdrawal from other study programme/course - for students that are changing the study programmes/course and are enrolled outside of Faculty of Arts. The certificate must be uploaded or sent by September 30. This does not apply to students that are changing the study programme or course within the Faculty of Arts.  

For students who change the study program or course within the Faculty of Arts is considered that - by filling in and submitting the enrolment form for a new study program - they agree that they are withdrawn from the one in which they were previously enrolled.
The deadline for uploading or sending the documentation is September 30, 2022. 
If you decide to send the documentation, please send it to the following address:  
	Filozofska fakulteta
Referat za magistrski študij (2. stopnja)
Aškerčeva 2

SI - 1000 Ljubljana


You can also leave your documentation in an envelope in front of the Administrative Office for Master's Programmes (Second-Cycle) – room 1, at a specially marked place (the wooden box in front of the office).

 

IMPORTANT: if you will not send all the required documentation, enrolment will not be possible. 
3. Receiving and access to the enrolment documentation 
 

If you are tuition fee payer, we will send you the education contract to the provided address.
Invoice for the payment of other study fees in line with article 19. and 21. of Regulations on contributions and evaluation of costs at the University of Ljubljana will be sent to you by e-mail to the address you provided at registration. The invoice has to be paid within the period specified on the invoice. If you do not pay the invoice within that period, you will be denied access to important features of student information system VIS (for example: registration for the exam).
You will receive your student identity card by mail, presumably in November 2022. 

You can access and print the enrolment certificate in Slovene and English language by choosing the tab »MOJI PODATKI »Potrdilo o vpisu« /MY DATA/Enrolment certificate but you can only do this in the Slovene version of student information system VIS. 
RE-ENROLMENT 
Most of master study programmes have conditions (each programme has its own individual conditions) which you have to fulfil in order to re-enrol in the same year. 
For more information regarding conditions for re-enrolment in the same year please contact individual departmental offices. 

Department’s office checks if you meet the requirements to re-enrol and prepares the enrolment paper for re-enrolment. 

IMPORTANT: You cannot enrol if you do not meet the conditions to re-enrol in the first year by September 30, 2022. 
1. How to fill in the enrolment paper 
 

After signing in your personal page opens, where on the menu on the left side you should select the option ENROLMENT/ Enrolment paper. With this the enrolment paper for the academic year 2022/2023 will open and you will have to fill in in as explained below. 

The enrolment paper already includes the majority of your personal information. Please check it carefully, correct possible mistakes and change the information that is no longer up-to-date (address, telephone number, employment…).
In some fields, information cannot be changed. In case information in such a field is incorrect, please contact the Administrative Office for Master Programmes (Second – Cycle).

 

In the field tax number, please write down 0 (if you don't have it).

 

Please avoid using » or ' in all fields, because otherwise the system will report an error and you will not be able to finish your enrolment paper.
 

When you finish with the first page, click the confirmation button. Then proceed with filling in the next pages.
You will be notified if your enrolment paper will be successfully submitted. 

IMPORTANT: An enrolment paper submitted through VIS alone does not mean that you are actually enrolled. The enrolment process is finalized by Administrative Office for Master Programmes (Second-Cycle).

2. Uploading or sending the required documentation

 

Once you successfully submit your enrolment paper, you have to send or bring the student ID card in order for your enrolment to be finished. It is advisable that you provide it the same or the next day after you submit the enrolment paper. 

If you decide to send the documentation, please send it to the following address:  

	Filozofska fakulteta
Referat za magistrski študij (2. stopnja)
Aškerčeva 2

SI - 1000 Ljubljana


You can also leave your documentation in an envelope in front of the Administrative Office for Master's Programmes (Second-Cycle) – room 1, at a specially marked place (the wooden box in front of the office).

 

IMPORTANT: if you will not send all the required documentation, enrolment will not be possible. 

3. Receiving and access to the enrolment documentation

 

We will send a student identity card with a new sticker for the study year 2022/2023 to the address you provided on the enrolment paper.
Invoice for the payment of other study fees in line with article 19. and 21. of Regulations on contributions and evaluation of costs at the University of Ljubljana will be sent to you by e-mail to the address you provided at registration. The invoice has to be paid within the period specified on the invoice. If you do not pay the invoice within that period, you will be denied access to important features of student information system VIS (for example: registration for the exam).
You can access and print the enrolment certificate in Slovene and English language by choosing the tab »MOJI PODATKI »Potrdilo o vpisu« /MY DATA/Enrolment certificate but only in the Slovene version of study information system VIS.
EXCEPTIONAL ENROLMENT IN HIGHER YEAR WITH MISSING CREDIT POINTS (ECTS)

Students who achieve 80% of the obligations, i.e. at least 51 ECTS, must - if they want to enrol in the higher year in 2022/2023 - submit a request for exceptional enrolment in the higher year of studies with missing credit points. Committee for student questions and guidance (Odbor za študentska vprašanja in usmerjanje) decides on the request.

The period for submitting the request for exceptional enrolment in the higher year of studies with missing credit points is from September 1, 2022 to September 16, 2022.

This request should be submitted by students via the student information system VIS (only in Slovene version), tab "APPLICATIONS" (PROŠNJE), "Submit applications" (vnos prošenj). The application must be accompanied by the relevant supporting documents.

Once the request has been resolved, you can view the decision in the "APPLICATIONS" (PROŠNJE), "Application Overview" (Pregled prošenj), "Processing Applications" (obravnavane prošnje) tabs.
Once the request is resolved, the Office for Master's Programmes (Second-Cycle) opens the enrolment paper. At the same time, all possible financial obligations from the previous years must be settled.

1. How to fill in the enrolment paper
 
After signing in your personal page opens, where on the menu on the left side you should select the option ENROLMENT/ Enrolment paper. With this you open the enrolment paper for the academic year 2022/2023 that you fill in as explained below. 

The enrolment paper already includes the majority of your personal information. Please check it carefully, correct possible mistakes and change the information which is no longer up-to-date (address, telephone number, employment …).

In some fields, information cannot be changed. In case information in such a field is incorrect, please contact the Administrative Office for Master's Programmes (Second-Cycle).

 

When you finish with the first page, click the confirmation button. Then proceed with filling in the next pages.

You will be notified if your enrolment paper will be successfully submitted.
IMPORTANT: An enrolment paper submitted through VIS alone does not mean that you are actually enrolled. The enrolment process is finalized by Administrative Office for Master Programmes (Second-Cycle).

a) Elective courses 

If your program includes elective courses, you can enter them by selecting the checkmark next to the name of the subject (in the prescribed volume of credits, or more). To select a subject at other faculty, select “AA-Izbirni predmet na drugi fakulteti” (to a certain extent of ECTS). 

When you finish selecting, click the confirmation button. Message will be displayed about the correct input of elective courses. If your selection does not meet the requirements, it is necessary to use the “Back” button in order to go through the selection of elective courses again. 
 
For subjects marked “AA-Izbirni predmet na drugi fakulteti” (AA-Elective course at another faculty), fill in the name of the selected faculty and the title of the selected subject. If you are not selecting the elective course yet, please leave the fields empty. 

Subjects which can be selected at the Faculty of Social Sciences and Academy for theatre, radio, film and television are available on the list with elective subjects on other departments at the Faculty of Arts. There are only 2 places available for each subject at the Faculty of Social Sciences.  List of elective courses of Faculty of Social Sciences (FDV) is available here (select: “Izbira izbirnih predmetov”/”Ponudba izbirnih predmetov FDV”), list of elective course of Faculty of Social Sciences and Academy for theatre, radio, film and television (AGRFT) is available here (select: “Izbira izbirnih predmetov”/”Ponudba izbirnih predmetov AGRFT”). 
 
For selection of the elective courses at all other faculties you need to fill out this form (“Selection of courses on other higher education institutions for students of the Faculty of Arts”) and till no later than  October 15, 2022, bring it to your department´s office, where the selected subjects will be entered into your e-index. 
 
List of electives on other departments on Faculty of Arts is available here (select: “Izbira izbirnih predmetov” “Izbira zunanjega izbirnega predmeta za študente FF”, click on file “Ponudba izbirnih predmetov FF 2022/2023)  

 
Before you finish your enrolment process, it is necessary to check whether the schedule of the desired elective course suits you. The schedule is available here.

Continue by clicking the confirmation button. 

2. Uploading or sending the required documentation 

When student information system VIS informs you that your enrolment paper was submitted successfully, please choose tab “Documentation”. 

To finalize your enrolment, you will have to upload or send to the address available in the square below the following documents: 

· Signed education contract (applies only to part-time students and other tuition fee payers)

· Student card (send by post or leave in the box).  

The deadline for uploading or sending the documentation is September 30, 2022. 

If you decide to send the documentation, please send it to the following address:  

	Filozofska fakulteta
Referat za magistrski študij (2. stopnja)
Aškerčeva 2

SI - 1000 Ljubljana


You can also leave your documentation in an envelope in front of the Administrative Office for Master's Programmes (Second-Cycle)– room 1, at a specially marked place (the wooden box in front of the office).

IMPORTANT: if you will not send all the required documentation, enrolment will not be possible. 

3. Receiving and access to the enrolment documentation 
We will send a student identity card with a new sticker for the study year 2022/2023 and a signed education contract (if you are a tuition fee payer) to the address you provided on the enrolment paper.
 
IMPORTANT: Enrolment with incomplete documentation is not possible!
Invoice for the payment of other study fees in line with article 19. and 21. of Regulations on contributions and evaluation of costs at the University of Ljubljana will be sent to you by e-mail to the address you provided at registration. The invoice has to be paid within the period specified on the invoice. If you do not pay the invoice within that period, you will be denied access to important features of student information system VIS (for example: registration for the exam).
You can access and print the enrolment certificate in Slovene and English language by choosing the tab »MOJI PODATKI »Potrdilo o vpisu« /MY DATA/Enrolment certificate but you can only do this in the Slovene version of student information system VIS. 
ENROLMENT IN SECOND YEAR OR ADDITIONAL YEAR
 

On the basis of your fulfilment of the enrolment requirements – min. 54 ECTS, information system will automatically prepare the enrolment paper for the second year in 2022/2023 (you also need to have paid all invoices from the previous years).

For the enrolment in additional year, enrolment papers will be created in Administrative Office for Master's Programmes (Second-Cycle), namely for all students who in the academic year 2022/2023 have been for the first time enrolled in the 2nd year of the study program and have not changed study program and have not been re-enrolled during their studies.

IMPORTANT: It will not be possible to enrol if you do not meet the requirements by September 30 to proceed to the second year. 
1. How to fill in the enrolment paper
 
After signing in your personal page opens, where on the menu on the left side you should select the option ENROLMENT/ Enrolment paper. With this, you open the enrolment paper for the academic year 2022/2023 that you fill in as explained below. 

The enrolment paper already includes the majority of your personal information. Please check it carefully, correct possible mistakes and change the information which is no longer up-to-date (address, telephone number, employment …).
In some fields, information cannot be changed. In case information in such a field is incorrect, please contact the Administrative Office for Master's Programmes (Second-Cycle).
 

In the field tax number, please write down 0 (if you don't have it).

 

Please avoid using » or ' in all fields, because otherwise the system will report an error and you will not be able to finish your enrolment paper.
 

When you finish with the first page, click the confirmation button. Then proceed with filling in the next pages.
You will be notified if your enrolment paper will be successfully submitted.
IMPORTANT: An enrolment paper submitted through VIS alone does not mean that you are actually enrolled. The enrolment process is finalized by Administrative Office for Master Programmes (Second-Cycle).

a) Elective courses 

If your program includes elective courses, you can enter them by selecting the checkmark next to the name of the subject (in the prescribed volume of credits, or more). To select a subject at other faculty, select “AA-Izbirni predmet na drugi fakulteti” (to a certain extent of ECTS). 

When you finish selecting, click the confirmation button. Message will be displayed about the correct input of elective courses. If your selection does not meet the requirements, it is necessary to use the “Back” button in order to go through the selection of elective courses again. 
 
For subjects marked “AA-Izbirni predmet na drugi fakulteti” (AA-Elective course at another faculty), fill in the name of the selected faculty and the title of the selected subject. If you are not selecting the elective course yet, please leave the fields empty. 

Subjects which can be selected at the Faculty of Social Sciences and Academy for theatre, radio, film and television are available on the list with elective subjects on other departments at the Faculty of Arts. There are only 2 places available for each subject at the Faculty of Social Sciences.  List of elective courses of Faculty of Social Sciences (FDV) is available here (select: “Izbira izbirnih predmetov”/”Ponudba izbirnih predmetov FDV”), list of elective course of Faculty of Social Sciences and Academy for theatre, radio, film and television (AGRFT) is available here (select: “Izbira izbirnih predmetov”/”Ponudba izbirnih predmetov AGRFT”). 
 
For selection of the elective courses at all other faculties you need to fill out this form (“Selection of courses on other higher education institutions for students of the Faculty of Arts”) and till no later than  October 15, 2022, bring it to your department´s office, where the selected subjects will be entered into your e-index. 
 
List of electives on other departments on Faculty of Arts is available here (select: “Izbira izbirnih predmetov” “Izbira zunanjega izbirnega predmeta za študente FF”, click on file “Ponudba izbirnih predmetov FF 2022/2023)  

 
Before you finish your enrolment process, it is necessary to check whether the schedule of the desired elective course suits you. The schedule is available here.

Continue by clicking the confirmation button. 

2. Uploading or sending the required documentation 

When student information system VIS informs you that your enrolment paper was submitted successfully, please choose tab “Documentation”. 

 For your enrolment to be completed you will have to upload or send to the address available in the square below the following documents: 

· Signed education contract (applies only to part-time students and other tuition fee payers)

· Student card (sent by post or leave in the box).  

The deadline for uploading or sending the documentation is September 30, 2022. 

If you decide to send the documentation, please send it to the following address:  

	Filozofska fakulteta
Referat za magistrski študij (2. stopnja)
Aškerčeva 2

SI - 1000 Ljubljana


You can also leave your documentation in an envelope in front of the Administrative Office for Master's Programmes (Second-Cycle) – room 1, at a specially marked place (the wooden box in front of the office).

IMPORTANT: if you will not send all the required documentation, enrolment will not be possible. 

3. Receiving and access to the enrolment documentation 
We will send a signed education contract (if you are a tuition fee payer) and student identity card with a new sticker for the study year 2022/2023 to the address you provided on the enrolment paper
 
IMPORTANT: Enrolment with incomplete documentation is not possible!
Invoice for the payment of other study fees in line with article 19. and 21. of Regulations on contributions and evaluation of costs at the University of Ljubljana will be sent to you by e-mail to the address you provided at registration. The invoice has to be paid within the period specified on the invoice. If you do not pay the invoice within that period, you will be denied access to important features of student information system VIS (for example: registration for the exam).
You can access and print the enrolment certificate in Slovene and English language by choosing the tab »MOJI PODATKI »Potrdilo o vpisu« /MY DATA/Enrolment certificate but you can only do this in the Slovene version of student information system VIS. 
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