
 

 

Registration guide for HRMS Conference PRAHA2026 
 

1) After clicking the REGISTRATION button, you should see this page: 

 

 
 

The price should be displayed in EUR – see the blue box, and the page should be in English. 

If you see this page in the Czech language or with the currency in Czech koruna (CZK), 

 

 
 

please switch the currency to EUR and select English language in the top right corner. 

Please pay in EUR only. Payment in CZK is intended only for residents of the Czech 

Republic. 

 

 



 

 

2) Select the appropriate conference fee type (regular participant, student / young 

researcher, sponsor, invited speaker). If you are missing a specific option in the selection 

(e.g., conference fee for two accompanying persons), do not hesitate to contact us. 

 

 
 

3) Select your preferred type of accommodation, if applicable (hotel, dormitory, no 

accommodation). 

 

 
 

4) Select your preferred abstract book format (PDF – free, eco‑friendly, and available on the 

conference website; printed book - €10.00). 

 

 
 

5) After selecting options in all three required fields, you will see your total price, the red 

REGISTER button will become active, and you can proceed with the registration on the next 

page. If the following window appears during the registration form process, select the option 

“Continue without logging in”. 

  



 

 

 
 

On the following page, you must fill in at least the fields highlighted in red. 

 

 
 

The first and the last name entered here will be used for your badge, so please enter your 

name carefully. The title is optional and will only be used when generating the tax invoice, 

where it will be displayed alongside the payer’s name. A confirmation of your conference 

registration, as well as the tax invoice in PDF format, will be sent to the e-mail address you 

provide (please ensure it is entered correctly). 

 

The last two fields are required only if your selected accommodation type is a double or 

triple room. If you have a preferred roommate, you must enter their name in the 

“Accommodation preferences / Other requests” field. If you do not have a preferred 

roommate, one will be assigned to you. In this case, it is important to specify the participant’s 

gender in order to ensure appropriate room sharing. 

 

6) After completing the required fields, the green ‘To order info’ button will become active. 

Click it to proceed to the final step of the registration. 

 

 



 

 

7) Check the ‘Identical to the applicant's data’ and ‘Institution / Company’ options 

(highlighted in the blue box). If you check the first option, the fields will be automatically filled 

in with the information you provided in the previous step (first name, last name, and an e-

mail), so you do not need to enter them again. 
 

By checking the second option, additional fields will appear, which are used to provide 

information about your institution or company. These fields are also important, as the details 

about your current institution or company, together with the country, will be used for your 

badge and will also be included on the tax invoice. Therefore, please make sure to fill them 

in carefully. 

 

 
 

As we are required to use the university payment system, which is relatively new and still 

contains several inconsistencies, please note the following comments regarding the first 

three fields: 

 

Company name – enter the name of your institution or company 

Registration number – this is where the first inconsistency of the university payment 

system appears, because: 
 

1) many countries do not use such a number, but the field is still mandatory, 

2) even if a country does use such a number, formats different from the Czech eight-

digit format may be rejected by the validation system. 

 

For this reason, we have decided to bypass this issue by using the registration number 

60461373 of our university (UCT Prague) in this field. 



 

 

Phone – although we do not require this information, the field is again mandatory. Whether 

you choose to provide your real phone number or enter a placeholder (e.g. 0000) is up to 

you. The remaining fields are standard and should not cause any issues. The final step is 

selecting the payment method. You can choose either payment by card or bank transfer. 

 

 
 

8) After completing the required fields, the green ‘To summary’ button will become active. 

By clicking it, a summary of your registration will appear. 

 

 



 

 

9) Check all the entered details. If you want to make any changes, use the ‘Back’ button. 

If everything is correct, check: 

 

“Consent to a binding order. I agree with the terms and conditions, take note of the 

information on the processing of personal data.” 

 

The green ‘Confirm Order’ button will become active. After clicking this button, the following 

page with payment details will appear and your registration will be successfully completed. 

There is no need to click ‘Continue to Events overview’, as it will display other events in 

addition to HRMS PRAHA2026.” Shortly afterwards, you will receive a confirmation of 

registration and information about payment at your e-mail address. 

 

 
 

10) If you have selected payment by card, the university payment gateway should appear. 

On the page, you should see the logo of our university’s bank (ČSOB) and details (VŠCHT 

Praha) related to our university – see the red boxes. 

 

 



 

 

11) After a successful payment, the following window should appear, again 

showing information confirming that the payment is made to the account of 

UCT Prague (VŠCHT Praha). 

 

 
 

12) As soon as our finance department records your payment (this may take several days), 

you will receive an e-mail along with your invoice. 

 

Payments should be made via SEPA transfer in EUR. Please ensure that all bank charges 

are to be borne by the sender. 


