
Exam registration 

1. Login to he neptun system 

 

  



 

2. You can view the periods related to your training in the Information/Periods menu item. 

 

  



3. You can see the periods here, including the Exam sign up period 

 

  



4. By clicking on the text Details at the end of the line, you can view the detailed data of the given period 

 

  



5. For overview information about the exams, click on the Exams/Overview menu item. 

 

  



6. In the Overview menu item, you can see the general information about the exams taken in the given exam period 

 

  



7. You can register for the exam by clicking the Continue to exam sign in button on the previous image. You can also get here by clicking on the Exams/Take 
exam menu item. You can see all the exams after the actual date listed here. By clicking on the text Take at the end of the row of the given exam, you can 
directly take the exams, or by clicking on the text Details, you can view the exam data, where you will also have the opportunity to sign up for the exam. 

 

  



8. You can sign up for the exam by clicking on the Take Exam button in the detailed information of the given exam 

 

  



9. You will receive a Notification about the successful sign up for the exam. Then, the Exchange and Drop buttons will appear in the exam data, with which it 
is possible to drop or exchange the exam 

 

  



10. To drop the exam, you must confirm the deregistration in the warning window 

 

11. To change the exam, you must select the exam you want to change to in the pop-up window, and then click on the Switch exam date button. 

 

  



12. The system sends a notification about the successful exchange of exams 

 

13. If the exam is written in the Unipoll system, click on the exam in the Exams/Taken exams menu item. 

 

  



14. Click ont he Starting the exam button 

 

  



15. In the pop-up window, click on the radio button in front of electornic worksheet to be solved, then start the exam with the Select button. The exam worksheet 
starts in a new tab in the browser. Please remember to enable pop-up tabs in your browser for the Neptun system. 

 

  



16. If there is a condition for taking the exam (e.g. to take the exam is necessary the vice rector’s permission), then the system will not allow you to apply for the 
exam until it is fulfilled (e.g. submission of the application, payment of the fee, and then its acceptance). To submit the application, click the Details button 
at the end of the line. 

 

  



17. The condition for the exam is usually that you must have a submitted and accepted request. To do this, click Request fill 

 

  



18. The available applications will then appear in the pop-up window. Here, select the proper one and click the select button 

  



19. In the next window, you will receive information about the details of the request. If the request is subject to a fee, it is also visible in the window. If you accept 
this, click the Request fill button. 

 

  



20. Fill out the request form correctly. In our case, an attachment must also be attached. Finally, click the Next Page button 

 

21. To attach an attachment Click the Attachment button. In the Pop-up window, click the Upload File button. After uploading the file, click the Save button in 
the window. 

 

  



22. You can see the summary of the request by clicking the Next button on the image shown in point 20. 

 

23. The system asks for confirmation in a pop-up window regarding the submission of the request. Then click the Submit Request button 

 

  



24. The system informs you that the submission was successful and that the request fee has been announced. Here, the system also provides an option for 
immediate payment. To do this, click the Pay now button. If you do not want to pay immediately, the items to be paid by clicking on the Finances/To be paid 
menu item will display the items in the Active status. 

 

  



25. After clicking on the Pay now button, you will be taken to the To be paid menu item, where you can see the posted amount and the status of the Posted item. 
To make a payment, click on the Payment type selection button. 

 

  



26. In the pop-up window, select the method by which you wish to pay for the item. After that, you have nothing to do, because the request can only be 
considered submitted after that. With the submitted request, you have to wait until the request changes to Accepted status. 

 

  



27. In the case of an request with an accepted status, the system will automatically register you for the exam 

 


