

Congratulations on choosing MBA Programs at Krakow School of Business. This user manual will guide you through the process of:
1. Signing-up on IRK system,
2. Choosing your desired MBA Program,
3. Registering for the Program,
4. Paying the recruitment fee.

Documents you will need for registering:
1. Polish ID (dowód osobisty) or a passport,
2. Image of your photo in ID format,
3. Scanned copy of your higher education diploma.

Documents you will need further into the process:
1. English language certificate (if you have one),
2. Current CV,
3. Cover letter (use the template),
4. Application form for the MBA studies – in the case of financing or co-financing the studies by the employer or in the case of self-employment,
5. 2 recommendation letters from your business partners/employer,
6. Any additional documents and certifications.
7. If you are applying for MBA KSB + Master program you will also need:
· Instead of the 2 recommendation letters (pt 5.) you will need 3 Confidential Recommendation letters,
· Additionally you have to supply the Application for Graduate Admission.


1. Registering in the IRK system (if you do not have an account yet):

a) Go to https://irk.uek.krakow.pl/pl/auth/register/consent/ you can change the language in the top right corner of the site:
· [image: Obraz zawierający tekst

Opis wygenerowany automatycznie]
b) Familiarize yourself with the personal data processing information, check the box below it and click “continue”,
· [image: Obraz zawierający tekst

Opis wygenerowany automatycznie]

c) Submit your e-mail and create a password and create your account:
· [image: Obraz zawierający tekst

Opis wygenerowany automatycznie]

d) The system will now send an activation link to your address,
e) Check your e-mail and click the activation link,
f) Your account is now active and the system will now let you log in.
[image: ]
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2. Filling out the „Personal forms” tab - 5 sub-tabs:
	Before you choose a registration, “Personal forms” tab will contain “Basic personal data” only:
	[image: Obraz zawierający tekst

Opis wygenerowany automatycznie]

	The system will mark all the fields that are required for you to apply. Go to the registration selection:

	[image: ]

	Find “Krakow School of Business KUE MBA Programs registration 23/24W” and click it:
	[image: ]

	Additional sub-tabs will appear. Please fill out the information in all of them:
· Please make sure to include your country code in your phone number (in “+ _ _ “ format e.g. “+48”),

	[image: ]

	In the Education tab you will have to add your diploma details. Fill out the details and click “Save”:

	[image: ]

	You will now have to upload a scan of the diploma. Upload the relevant file.
	[image: ]








3. Choosing your program:
You can now choose an MBA program for which you want to register.
	To choose the program go to the “Registration”:

	[image: Obraz zawierający tekst

Opis wygenerowany automatycznie]

	You will land on the registration page. Please read the information provided. You will find the general information about the Krakow School of Business MBA Programs, organization of classes, required documents, document templates etc.
	[image: ]

	Choose the MBA Program on the bottom of the page:
	[image: ]

	Read the chosen program’s description. Some of the MBA programs require additional documents. You can find the templates there. In the table you will find the program’s details and contact information.
To sign in click the sign in button:
	[image: ]

	Accept the “Personal data processing information” and consent to the processing of your personal data and then click “Continue”:
	[image: ]

	Select your diploma from the dropdown and click “Continue”:
	[image: ]

	Submit additional Personal information.

Depending on the program the documents will vary.

Submitting your cover letter and current CV is required to submit your application. Fill out as many other questions and any other documents during this part of the process. You will be able to access them at a later time if your documents are not ready during the time of your registration.

After uploading your CV and Cover letter and submit your application in the bottom right corner.
	[image: ]

	You have successfully registered for the MBA Program!

	[image: ]

	You must fill out the remaining information before the recruitment ends. You can access all the personal information sets in “my account”, “Enrollment applications” tab.
	





4. Paying the recruitment fee
After you register you will be required to pay the recruitment fee. The recruitment fee is different depending on the program chosen.

In the IRK system you will get notified with the following pop-up:
[image: Obraz zawierający tekst

Opis wygenerowany automatycznie]

[image: ]

If you wish to pay the recruitment fee in EUR please contact the MBA office and DO NOT transfer EURO to your personal IRK bank account number.

If your recruitment fee is financed by a company you will need to fill out the Application form for the MBA studies and upload it into the IRK system (my account -> enrollment applications -> Source of funding).

The Program Manager/Program Coordinator will contact you.

If you have any questions regarding the registration process contact:
Łukasz Czyż, BA
MBA KSB + Master Program Coordinator.
+48 12 293 75 53
cmba@uek.krakow.pl

Or visit our website and go to the “Contact” tab:
https://ksb.uek.krakow.pl/en/contact/
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l Informacje dotyczace przetwarzania danych osobowych

Klauzula informacyjna

Zgodnie z art. 13 ogélnego rozporzadzenia o ochronie danych osobowych z dnia 26 kwietnia 2016 r. (Dz. Urz. UE L 2016, Nr 119, dalej
RODO), informujemy ze:
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w Krakowie (UEK) z siedzibg w Krakowie, ul. Rakowicka 27, 31-510 Krakéw (dalej: ,administrator”).

2. Dane kontaktowe do inspektora ochrony danych: iod@uek.krakow.pl, tel. (12) 293 75 90;
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9. You are entitled to appeal to the supervisory body - the President of the Personal Data Protection Office.

10. You are obliged by the statutory law to disclose your personal data. If you do not disclose such data, you will be excluded from the
admissions process.

11. Your personal data will not be subject to automatic decision-making processes or profiling.
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ave

Document type *

Foreign diploma v

Document year ¥

2023
Document year should be the same as in the issue date. If you don't have the document yet, but you will obtain it soon, please enter the current year.

Document number

123456789 9/200
There should be no spaces in the number.

Date of issue  14.03.2023 =
Issuing institution type  Higher education institution attended abroad v
Issuing institution name  Your University here 207200

Please enter a town to display a list of institutions that are based in it. If the institution you are looking for is not on the list, please enter it manually.

Place of issue  City 4180
Country of issue *  Poland v
Comment 0/500

If you're adding a document of unknown type, please describe it!

*D Save and return
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Issuing institution name  Your University here 20/200
Please enter a town to display a list of institutions that are based in it. If the institution you are looking for is not on the list, please enter it manually.

Place of issue  City 4780

Country of issue *  Poland v

Comment 0/500

If you're adding a document of unknown type, please describe it!

Afile is required for this certificate. Maximal number of files: 10.
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Krakow School of Business KUE MBA Programs registration 23/24W & switch registrations % cancel selection

The offer displayed on this page is limited to the selected registration. If you want to see the rest of the offer, select a different registration.

A — Registration

I Registration

I Description

Please choose an MBA program below the recruitment information |

Contact us

MBA Office KSB KUE

« EXECUTIVE MBA - Martyna Frydrychowska-Bogacka, MA, tel. +48 12 293 75 51, emba@uek krakow.pl
« INTERNATIONAL MBA - Gabriela Paleta, MA, tel. +48 12 293 55 68, imba@uek krakow.pl
« MBAKSB + Master - kukasz Czyz, BA, tel. +48 12 293 75 53, cmba@uek krakow.pl

General acceptance criteria

MBA programs are a type of post-graduate studies. To apply you must have a higher education degree (Bachelor, Engineer, Master) issued by an institution of higher education,

°

°

MBA programs are conducted fully in English. English language competency on at least B2+ on the CEFR scale is required,

°

anon-refundable payment of the recruitment fee is required to be admitted (the recruitment fee is different among 3 programs),
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Tuition

Tuition fees differ among the programs. Current prices of our MBA programs are as follow:

o Executive MBA - 14 000 EUR or 63 000 PLN

o International MBA - 12 500 EUR or 59 000 PLN

o MBAKSB + Master - 9 000 EUR or 39 900 PLN

More information regarding the tuition fees and payment schedule s available on the relevant program's recruitment page.

I Registration phases

| Filters

No. Offer Phase 1

from: 13.03.2023 13:25

1 |Brecutive MBA 147112023 2359

from: 13.03.2023 13:25
2 |International MBA to: 17.11.2023 23:59

from: 13.03.2023 1325
3 |MBAKSE*Master |, 17.11.2023 23:59

Pages: 1 Page length: 10, 25, 50, 100, 200

onlywithactivephase [ | E E
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your personal data by you is a statutory requirement or results from the internal regulations of the Cracow University of Economics. You are

obliged to provide them. The consequence of not providing personal data is the inability to join the recruitment process and then undertake
postgraduate studies.

11. Your personal data will not be subject to the process of automatic decision making or profiling.

| hereby consent to:
1. Processing of my personal data by the Cracow University of Economics for the following purposes:
a) promotion, advertising and direct marketing regarding the activities of the CUE
b)  research on the fate of graduates of postgraduate studies
c) providing information on events related to the activities of alumni organizations

2. Free use, use, processing, duplication and multiple dissemination of my image and statements, recorded with any technique, on any media
(including in the form of photos, films, film or sound documentation) to promote and advertise the CUE's activities,

3. For the purposes of promotion and advertising of the CUE's activities, my image can be used for various forms of electronic processing,
framing and composition, as well as juxtaposed with the images of other people, it can be supplemented with an accompanying commentary,
while a film and audio recording with my participation can be cut , assembled, modified, added to other materials created as part of the
promotion and advertising of CUE's activities - without the obligation to accept the final product.

4. This consent covers all forms of publication, in particular dissemination on the Internet (including on social networks Facebook, Twitter,
YouTube, etc. as part of the profile of the Cracow University of Economics or a related one).

5% The image may not be used in an offensive form or publication or may otherwise infringe upon personal rights.

@ Cancel
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A — Registration — MBA KSB + Master — New application

New application

[xse_mea_23_24) Krakow School of Business KUE MBA Programs registration 23/24W (open)
Pr-mcv-kr) MBA KSB + Master - Phase 1

Please select your document entitling you to undertake studies. It will be associated with this application.

Document entitlingto  Foreign diploma nr 123456789 issued on 14.03.2023 by Your University here v
undertake studies

(o]

€ Return
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Additional information

[xse_mea_23_24) Krakow School of Business KUE MBA Programs registration 23/24W (open)
Pr-mcv-kr) MBA KSB + Master - Phase 1

Document entitling to  Foreign diploma nr 123456789 issued on 14.03.2023 by Your University here

undertake studies

(@ Additional Documents H (@ Additional information H (@ Clark University - documents H (@ Currency of the recruitment fee CMBA H (@ Education

(@ KSB MBA consent H (@ KSB MBA profesional experience H (@ Required Documents H ® Source of funding

Jl Additional Documents

‘Additional documents

English proficiency certificate

Additional certificates and
completed trainings

Additional certificates and
completed trainings

Additional certificates and
completed trainings

Additional certificates and
completed trainings

Additional certificates and
completed trainings

Wybierz plik | Nie wybrano pliku

English proficiency certificate (TOEFL iBt - min. 90 pts; IELTS - min. Ivl 6; TOEIC - min. 785 pts; FCE - min. grade A; CAE - any grade; CPE - any grade)

Wybierz plik | Nie wybrano pliku

Documents certyfing your skills, completed training etc

Wybierz plik | Nie wybrano pliku

Documents certyfing your skills, completed training etc

Wybierz plik | Nie wybrano pliku

Documents certyfing your skills, completed training etc

Wybierz plik | Nie wybrano pliku

Documents certyfing your skills, completed training etc

Wybierz plik | Nie wybrano pliku

Documents certyfing your skills, completed training etc
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Krakow School of Business KUE MBA Programs registration 23/24W
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The offer displayed on this page is limited to the selected registration. If you want to see the rest of the offer, select a different registration.

A — Offer — MBAKSB + Master

| MBA KSB + Master

You have successfully created a recruitment application. Go to the page My account —
Enrollment applications to view the list of additional forms and/or documents that need to be

printed and submitted.

Jl Additional documents

MBA KSB + Master program is conducted in partnership with Clark University, Worcester, USA. Because of
that additional documents are required.

Additional documents (with templates)

o Within the specified deadlines remember to:
o pay the application fee.

Table of contents

1. Additional documents
2. Tuition fee

3. Student’s profile

4. Additional requirements
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Recruitment fee in "Krakow School of Business KUE MBA Programs registration 23/24W":

147264 o [PK-MCM-KR] MBA KSB + Master o) 11‘1‘12222?22:;999 4500024

Created: 14.03.2023 14:08

 Your personal bank account for transfers:

Cracow University of Economics

<R o'y for payments made in PLN currency)




image5.png
KRAKOW S Kra kov;lnSchooI
( UNIVERSITY I( B %ﬁ? lI:;stgensusiual.‘e Studies

19254 OF ECONOMICS :i;:
L 4 4 4




