DOCTORAL SCHOOLS — RECRUITMENT IN
THE ONLINE RECRUITMENT SYSTEM (IRK)

INSTRUCTIONS FOR FOREIGN CANDIDATES
Prepared by: Marta Jankowska AMU IT CENTRE Document date: 20 May 2025

HOW DO | CREATE AN ACCOUNT?

Follow the following procedure:

1. Click on the “Create an account” button.
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Figure 1. Create an account

Accept: Personal data processing information.

Enter your e-mail address and password.

An activation link will be sent to the provided e-mail address.
Click on the link — your account is active and you can log in.
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PROVIDING THE CANDIDATE’S DATA

If you have to provide additional data required in the recruitment process:

1. Go to the IRK website and select the link Recruitment for the Doctoral School.
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2. Loginto IRK and go to the My account tab.
3. Go to the Personal forms tab.
4. Click on Basic personal data.
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Recruitment to the Doctoral School
You are filling the forms in connection with the selected registration. Fields required to apply are marked with an asterisk.

# — My account — Personal forms

I My account

o within the specified deadlines remember to:

o paythe application fee,
o fillin your exam scores.

H Account settings I Personal forms I Enroliment applications ” Payments H Messages ” Notifications H Clauses and consents Help ]

| Personal forms
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Basic International Address and Photo Education Additional
personal candidate contact personal
data information information




Fill in all visible fields:

#& — My account — Personal forms — Basic personal data

| Personal forms

I & Basic personal data I @ Intemational candidate H 9 Address and contact information H Photo " 7= Education H B3 Additional personal information ]

Jl Basic personal data

While typing your personal data, remember that if you're enraolled, your data will be uploaded to university systems and printed on university issued documents. In Polish, proper names
(such as first names, surnames, city names) are written with a capital letter. Only the first letter should be capital, not all of them. Do not enter Cyrillic or Chinese characters, use Latin
transcription instead. If you have double surname, there should be no spaces around the hyphen, For example: Janina Maria Nowak-Kowalewska,

* _ Fields marked with asterisk symbol are required.

Firstname * Marta

Second name
O 1don't have a middle name

surname *  Kowalska

PESEL number o
The PESEL number is required for Polish citizens.

Gender * famale v
Date of birth * 27, NN ol
Place of birth * <IN 6160

Country of birth *  Paland v

I have Polish citizenship* 1o v
This field cannot be changed after applying for studies.

Citizenship®  Afghanistan v

Go to the International candidate tab and select the appropriate option:

# — My account — Personal forms — International candidate

| Personal forms

H & Basic personal data I @ International candidate I ¥ Address and contact infermation ” Photo ” 7= Education ” = Additional personal information l

I International candidate

This form concerns only candidates without Polish citizenship.

*  Fields morked with osterisk symbol are required.

Foreigner’s status in Poland * )| have been granted subsidiary pratection in the territory of Poland

D)1 hold the valid Card of the Pole

)1 hold a long-term residence permit of the EU in the territory of Poland

1 hold a permanent residence permit (settlement permit) in the territory of Paland

)1 hold refugee status granted by the Republic of Paland

[J1 am a citizen of the European Unicn (EU) or European Free Trade Association (EFTA) country or member of his/her family, residing in the territory
of Poland @

1 hold at least C1 level certificate in Polish language issued by the State Commission for the Certification of Proficiency in Polish as a Foreign
Language

[ hold the formal decision on Polish origin

01 am a spouse, child or parent of the Polish citizen and | live in the territory of Poland

[J1 have been granted a temporary residence permit pursuant to some special drcumstances @

| do not meetany of the conditions mentionad abave
Fe= |




5. Go to the Address and contact information tab and complete it:

1 Personal forms

” & Basic personal data ” @ Intemational candidate |I @ Address and contact information I| Photo ” = Education ” B3 Additional persenal information ] ]

I Address and contact information

While typing your personal data, remember that if you're enrolled, your data will be uploaded to university systems and printed on university issued documents. In Pelish, proper names
(such as city and street names) are written with a capital letter. Only the first letter should be capital, not all of them. Do not enter Cyrillic or Chinese characters, use Latin transcription
instead.

*  Fields marked with asterisk symbol are required.

| Contact information

Email address 197254
In order to set a new address, go to the email address change
page.
Phone number*  +48 570 507 339 5720
Alternative phone number
| Messages settings
Share email address
Share phone number

Signature

[ Address of residence
Country*  Poland v
Postal code *  G0-585 616
Town* Poznan 6760
Town size ¥  city ~

Street 080

Building number * 2
Apartment number
B Address for correspondence

Address for correspondence [
different than the primary
address

6. Go to the Education tab and complete the data listed below.

# — My account = Personal forms = Education = Edit document

| Polish diploma of bachelor

* _ Relds marked with asterisk symbol ore required.

Document type Folish diploma of bachelor

Documentyear* 2019
Document year should be the

ame a5 in the issue date. If you don't have the documen:

Document number 177455

There should be no spaces in the number,
Date of issue  19.08.2019 a
Issuing institution type  Higher education institution {public) v

Issuing institution name  Uniwersytstim. Adama Mickiewicza w Paznaniu
Please en m 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  Poznan

Country of issue *  Poland -

Comment

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

File is not required for this certificate, Maximal number of files:

© Save and add file

&= Save and edit exam results

8. Go to the Additional personal information tab.




” & Basic personal data ” @ Intemnational candidate H 9 Address and contact information H Photo ” 7= Education ‘I 3 Additional persenal information I ]

[l Additional personal information
While typing your personal data, remember that if you're enrolled, your data will be uploaded to university systems and printed on university issued documents. In Polish, proper names

(such as first names, city names) are written with a capital letter, Only the first letter should be capital, not all of them. Do net enter Cyrillic or Chinese characters, use Latin transcription
instead. Do not put spaces or any other punctuation marks in decument numbers,

* — Fields marked with osterisk symbol are reguired.

B 'dentification document

Document type *  passport v

Document series and number 454247473 a/20
* This value must contain only uppercase letters and digits.

Document expiration date®  27.01,2022 m

Country in which the Azerbaijan v

document has been issued *

RECRUITMENT — DOCTORAL SCHOOLS

In order to enroll in a particular program:

1. Go to the Offer tab.

2. Select a program you are interested in. Use the Units filter to limit the view of the
offer.



Recruitment for the Doctoral School

The offer displayed on this page is limited to the sele
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Units Registration
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A

Administration and political
sciences (1)

Archeology (2)

Art studies (2)

Astronomy (3)

IH
e Histary (3)
o Human geography and land

Ic

¢ Chemical sciences (15)

¢ Biological sciences (17)

¢ Computer science (1)

e Cultural and religious studies (2)

Im

e Mathematics (2)

o Legal studies (3}

o Linguistics (1)

le

e Earth sciences (2)

P

Pedagogy (1)

Philosophy (1)

management (1) e Literary studies 2) o Physical sciences (7)
o Psychology (1)
s Social communication and media sciences (1) e Theological studies (1)
s Sociology (1)
]
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3. Having selected the study program, click on Sign up.
4. You must accept the information on data processing in the recruitment process and

the rules of electronic registration of the candidate.



5. In the next step, indicate the entitlement document (diploma), which you provided in
the Education tab and click Continue.
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6. A window with additional information will then appear — tabs to which appropriate
attachments must be inserted and/or answers provided from a selected drop-down
list. The number and type of questions asked depend on the recruitment
requirements. Click the Continue button until the candidate receives a message stating
that the application has been created.
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Additional information

Recruitment to the Doctoral School

& Quatfication critersa for this phase

Document entitling to  Diplomna of master rr M)01 234 issised on 20.12.2021 by Universty of Talln
undertake studies

(@) Cancaane’s statement l (@) CV and cover leter J (D Gracuaton diploma obtained cutsios of Poland U (® rgh school apkena of equivakent

(3) Knowtedge of a modern foreign language at B2 level I@Pmoc:opydpuwoﬂ ] () Proposal of a ursque research project [ () Scientiic and other achievements |

J Candidate's statement

The statement apphies 3 doctora degree or participant in another Doctoral School

® . Fields movked with asterisk symbof are required

Have you been or are you » seect v
participant in another
Doctoral School? *

Do you have a dectoral
degree? *

seec v
.




7. Once you have created your application, go to the My account = Enrollment

applications.

printed and submitted.

W 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

8. Arecruitment application window will appear. You must select the Documents and next

steps link.

I My account

6 Within the specified deadlines remember to:

o pay the application fee,
& fill out the forms with additional information.

” Account settings ” Personal forms ” Enroliment applications H Payments ” Messages ” Notifications " Clauses and consents

=]

I Enroliment applications

| s0-2024) Recruitment to the Doctoral School

ll Description

Phase 1 [ X% withdraw )
100.00 €
® Qualfiaton ' O pencing

D Appication mstory L AL

Document enteing to undertake studies  Diploma of master re M)01234 153

@ An aps

Additional informanon 2 Hyg

wed on 20.12.202

Please provide adAnonal INformaton mn order 10

1 by University of

complete registration




In the Documents and next steps link, the candidate will find electronic documents titled
Statement of achievements and Application for admission to the Doctoral School (arrow 1),
which must be printed and signed by hand or using a qualified electronic signature (trusted
signature).

| Documents and further steps

6 Within the specified deadlines remember to:

o pay the application fee,
o fill out the forms with additional information. @ 2

Information concerning this registration

General information

I Information about this programme

General information

| Required documents

Documents to download
= i)

A statement of achievements [ ] B
Download | Download
L G

Registration form ‘ ‘
Download | Download

Scans of the signed documents should be attached by returning to the 'my account —
recruitment applications' panel (or alternatively, by following the link to complete the
additional information form marked with arrow no. 2). In the Additional Information section,
there is a dedicated set for uploading documents — you should click on the link Application
and statements of achievements.



I My account

6 Within the specified deadlines remember to:
o paythe application fee,

o fill out the forms with additional information.

” Account settings H Personal forms H Enroliment applications ” Payments H Messages H Notifications ” Clauses and consents

o]

I Enrollment applications

¢] Recruitment to the Doctoral School
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haie ! | ®
000 e
g penang
b= * Faymran
e enot e take ) b " frante 01234 ~t ) by Lirpnses y
Pleme peowde sk bony et - corrpiete registrat
® : r Lat - - 1
@ Candd '
(=) - -
[ - -
A racral if Ntk Q@
< - = v
LN '
2 7 - e
[een ]
o v

9. Next, you need to pay the recruitment fee - go to the Quick payment: Przelewy24
link: Application = Payments or My account - Payments and pay the amount via the
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Przelewy24 system (enter the amount and click the | pay button).Recruitment fee —
75 Euros

|I Account l[ = forms ” Er spplcanons H Payments H Messages H Notificatons [rcumsamcmms l’:e;; ”

B Payments

Remamber 10 S£C pronties FOr your payments m

OnN IS PaZe yOu Can VY & SUMMary OF FNancial Operations On your IRK
De dviged INto Separate tables in regsrd 1o th
NOT Deen P oN TMe O 3 refund has been max
table

B 2oy (LN Sum: -300.00 z¢

1 59

UL IF T System Nas Deen CoNNGUed 10 SUPDOT PayTMENts i Mare than ané Currency, your payments wil
QUITENCIES. YOS SCCOUNT JENOSES Nave POsiDve vakse in the Amount Column, while dharnges have a negative value, If an application nas
ne payment wil be displayed with grey background and s amount will NOE De cRCulated INto the sum that is dsplayed sove the

Recrutment fee in “Recruitment to the Doctaral School”

status ©

Payment 07042022 2555 )
deadline & 20 s

Amount -300.00z}

Bank account for transfers: Quick payment: Preelewy24 )
Payments only by Praelewy24 3 PLN

10. Information about the qualification status and the decision will be visible in the
Recruitment application.

B Enroliment applications

J 50 2024) Recruitment to the Doctoral School (open)
l Description s
Phase 1 { X withdvaw ) RaTutmert fee
4.06.2004 - 2402 2027 100,00 € Score QA NCADGN stanu ‘f._
® Qusiicason critera O pending - 45
D AppRCation Festory P Payments NDents

Document entitling to undertake studies  Diploma of master nr MJ01234 ssued on 20.12.2021 by aniversity ¢f £

Please provide S0GU0Na INformanon in order 10 com iy
@ An applaton for an adaptation of the interview {dizabled person) and/or a request for 2 remote INKEIVIeW Med cut
@ Candhdate's statement (fied
@ OV and cover le1ter hres

Graduation diploma obtained outsde of Poland Miea ot

Additonal information Hgh school diploma or equivalent [feed

Knowledge of 3 modern foreign language at B2 level (fued ou

Photecopy of Passpor (fiea

Propasal of 3 unigue re5earch Project [t

R(‘s?'.!')’.lcn form and a statement of achievements (e

909 OCOLO®O®PC

soentdic and other achievernents hueo

B Documaents and further steps

DECISIONS
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The candidate to whom an electronic decision has been issued will receive a notification on
their IRK account (bell icon at the top of the window next to the 'my account' button). If the
option named Notify by email about new notifications is enabled in the Notification settings
section, information regarding an IRK notification will also be sent to the email account
assigned to the IRK user.
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#A — My account — Notifications

I My account

o Within the specified deadlines remember to:

fill out the forms with additional information

°

o fill in your exam scores,

© upload a scan of your certificate.

H Account settings ” Personal forms ” Enroliment applications ” Payments ” Messages WI Notifications I Clauses and consents Help ]

l Notifications

Notifications are sent automatically by the IRK system. In the column on the left side of the table there is a symbol % next to every unread notification. Notifications marked with % will
navigate you directly to the object they concern.

Title s Date =

@]
(] I A decision regarding your application has been issued I 15 May 2026, 10:42 a.m.

14 May 2026, 12:56 p.m.

0
0
[m]
@]
O

14 May 2026, 12:56 p.m.
14 May 2026, 12:56 p.m.

14 May 2026, 12:56 p.m.

LR 2R 2B S 2

14 May 2026, 12:53 p.m.

# — My account — Notifications — A decision regarding your application has been issued

I A decision regarding your application has been issued

o Within the specified deadlines remember to:

fill out the forms with additional information,

°

°

fill in your exam scores,

°

upload a scan of your certificate.

IRK System A decision regarding your application "Archeology" has been issued for you as an electronic document. To receive it, go to the decisions 15 May 2026, 10:42 2.m.
page. After clicking "Receive the decision” link, a new e-mail message with an authorization code will be sent. Entering the code is an additional confirmation
of your identity and is equivalent to confirmation of receipt of the document and generating an Official Receipt Certificate (UPQ), containing the date and
time of delivery of the decision. After completing the process, both documents will be available for download from the same page, linked earlier. If the

decision is not received, it will be presumed as delivered after 14 days from the date the first notice was sent.

To collect the decision, you must go to the decision notification and click the "Collect decision"
link. An email containing an authorisation code will be sent to the IRK user's email address.
Entering the authorisation code confirms receipt of the document and the generation of the
so-called UPO (Official Receipt). In the event that the decision is not collected, delivery is
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deemed to have been completed after 14 days from the date the first notification regarding
the possibility of collecting the document was sent.

# — My account — Enrollment applications — Archeology

Decisions
so-2024] Recruitment to the Doctoral School (open)
rso-arch] Archeology - Phase 1

o Within the specified deadlines remember to:

o fill out the forms with additional information,

o fill in your exam scores,

¢ upload a scan of your certificate.

Decision number S5SD-Arch/2023/11

Published 15 May 2026, 10:42 a.m.

Available actions Iﬂ Receive the decisionh Download decision &

@ — My account — Enrollment applications — Archeology — Receive the decision

Receive the decision
1so-2024) Recruitment to the Doctoral School (open)
<h1 Archeology - Phase 1

6 within the specified deadlines remember to:
fill out the forms with additional information,

fill in your exam scores,

upload a scan of your certificate.

o

o

°

6 The code for receiving the decision has been sent to the e-mail address: marjan25@amu.edu.pl.

An authorization code has been sent to your e-mail address. Enter the code to receive the decision and generate an Official Receipt Certificate (UPQ). The code is valid for 10 minutes from the

moment itis sent.

i Reset PIN code

Email address marjan25@amu.edu.pl

PIN code 016
Confirm decision receipt
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A — My account — Enroliment applications — Archeology

Decisions

sp-2024] Recruitment to the Doctoral School (open)
rso-arch] Archeology - Phase 1

o within the specified deadlines remember to:

o fill gut the forms with additional information,

o fill in your exam scores,
@ Decision has been successfully received. o

upload a scan of your certificate.

Decision number SD-Arch/2023/11

Published 15 May 2026, 10:42 a.m.

Delivered 15 May 2026, 10:49 a.m.

Available actions [l Download decision & [ Download UPO (PDF) [l Download UPO (XML)

APPEAL

A candidate who has been refused admission and has received their decision electronically
has the right to lodge an appeal. To do this, go to your recruitment application (My account -

> Recruitment applications), find the Appeal link in the Additional information list, then click
on it and attach afile.

H Account settings ” Personal forms H Enroliment applications ” Payments. H Messages M Notifications ” Clauses and consents Help }

l Enrollment applications

I [sp-2024]1 Recruitment to the Doctoral School (open)

Academic year 2023/2024

I Description

¥

[sp-arch] Archeology

Phase 1 [ edit Decision
Recruitment fee P
04.06.2024 - 24.07.2027 5 Score Qualification status © not admitted
® Qualification criteria ®naid — @ qualified Il Download decision &
ai
"D Application history * R Details
Document entitling to undertake studies  Polish diploma of bachelor nr

issued on 19.09.2019 by Uniwersytet im. Adama Mickiewicza w Poznaniu

Please provide additional information in order to complete registration.

AR applicy ap adaptation of the interview (disabled person) and/or a request for a remote interview (not required)
[® Appeal (not required)

@ Candidate's statement (filled out)

@ CV and cover letter (filled out)

Additional information @ High school diploma or equivalent (filled out)

@ Knowledge of a modern foreign language at B2 level (filled out)
@ Proposal of a unique research project (filled out)

@ Registration form and a statement of achievements (filled out)
@ Scientific and other achievements (filled out)

®@ Wymagane dokumenty (filed out)

Bi Documents and further steps
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