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1 Accessing the Interface

Use the following link to access the module:

https://vzdelavani.is.cuni.cz

You will need to log in using CAS.
After logging in, the module will display the home page of the education portal:

Administrace | 50453093 tRYBAK Jan) Logout e i

Lo VZDELAVACE PORTAT =
Univerzita Karlova Requesis

Economiics, finance and
accounting

Law and administration Language courses Other education

T Extended filter Sort by term - F

Jak déle zlepsit své pedagogické dovednosti (kurz pro pokroéilé uditele)

Target group: Pedagegical staff, Academic staff, Resear
Terms: 2023-11-30 12:30 - 2023-11-30 16:30 Form of instruction: distamce (onling;
Language: Czech Implementer: Rectorate Goto detail »

Figure 1 Home page of the education portal

The home page enables you to view a list of the learning programs, browse, sort, search and select
programs as well as register to participate.

2 Quick Guide to Registering for a Learning Program

Pick a learning program you would like to participate in from the program list.

Click “Go to detail”.

Select the desired term in the drop-down list “Terms”.

In the program detail window, click “Register”.

In the window “Added to requests”, click “To requests”.

In the window “Requests”, check the requests you want to finalize and then click “To register”.

In the window “Data for Application” check your personal data and, if possible in the selected

module, fill in the required field “Department and Target Group”. Then click “Continue to

summary”.

8. Inthe window “Application Detail” check the box “I take note of the information about the
processing of personal data” and then click “Confirm”.

9. To get back to the list of learning programes, click “Back to selection”.

NouhkwNnpeE
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3 Adjusting the List of Learning Programs

You can use the list to view learning programs, browse, sort, search and select programs as well as register
to participate.

3.1 Searching the List of Learning Programs

You can search the list, use an extended filter, and sort the programs.

3.1.1 Searching a Learning Program Name Using the “Search” Field

The fastest way to search the name of a learning program is by using the “Search” field located in the
middle of the top part of the interface, with a magnifying glass icon to its right.
1. If you know the name (or a part of the name) of the program you are looking for, type it into the
field and then click IEM .
2. The module will bring up all the learning programs whose name matches the text you entered:

Economics, finance and

Law and administration N
accounting

Language courses Other education

T Exiended filter Sort by latest | 1l

Professional development day

-. ] Target group: Pedagogical staff, Other staff, Academic s

¥ Terms: 2023-09-13 10-00 - 2023-08-13 14:00 Form of instruction: fulltime:

Language: Englizh Implementer: Rectorate
Venue: Viastenecky sal RUK (Ovecny trh 3, Prah
Go to detail »
Figure 2 Searching programs with “professional” in the name
3. Undo your search by clicking B for a full list of the learning programs.
Note: Entered words will be searched in the fields “Name,” “Implementer,” “Department,” and

“Keywords,” all of which were filled in by the administrator when adding the program into the module.

3.1.2 Searching a Learning Program Name Using the “Extended Filter”

The Extended Filter can be used to search the learning programs using other criteria than the name. You
can search programs based on the dates on which they are held, the target group, the study language etc.
1. Click “Extended filter”.
2. The module will bring down an extended search window:
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T Extended filier Sort by latest - 1l
Program type
Name Term from Term till
Only programs with
a listed date
Target group
Study form Study language Organizer

Figure 3 Window for extended search in the list of learning programs

3. Enter your search conditions using the displayed fields (term, study language, name etc.)
4. Click “Search”.

e You can enter a partial name in the “Name” field.

e Ifthere are several terms available for a program when searching based on the “Study Form” and
“Study Language”, the module will only display the program once in the search results.

e You can clear your search conditions by clicking “Clear”. The module will then display the full list of
learning programs again.

e You can hide the “Extended Filter” window by clicking “Extended filter”.

3.2 Searching Programs in Specific Categories

You can restrict the list of displayed learning programs by selecting the appropriate program category (the
category is determined by the administrators when adding the program). You can select a specific program
category in the red bar at the top of the interface:

Competence “ - rfar su;lce Informatics Law and administration = a;:::ﬁng =0 Language courses Other education
4 information systems and librarianship 4
T Extended fiter IT courses Sort by latest -

To access the full list of learning programs again, click 1] in the ‘breadcrumb trail’:

Competence ST A e e e e e R P e

and research _— accounting

N Informatics IT courses

IT courses

T Extended filter Sort by latest TN
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3.3 Sorting the List of Learning Programs

To sort the list of learning programs, use the drop-down menu located at the top right of the list of learning
programs:

Sort by latest |1

Sort by latest
Sort by name
Sart by term

Sort by rating

Figure 4 Drop-down menu to sort the list of learning programs

1. Choose your preferred way of sorting the learning programs from the drop-down menu.

2. The module will sort the learning programs accordingly immediately after you click your preferred
choice.

3. You can choose the opposite order by clicking 1

4. When sorting programs:

e Ifterms are defined solely by date, they will be sorted chronologically.

e Ifthe terms are defined by date as well as text, dates will be sorted chronologically, and
text will be sorted secondarily.

e Terms defined solely by text cannot be sorted.

e Canceled terms (with future dates) will not be displayed when sorting programs by term,
but they can be viewed on the home page of the portal and will read “(canceled)” in the
terms field.

e Insome cases, past terms will not be displayed (based on the format conditions — see
previous points)

Page 5/18



EOC Education Portal User Guide

4 Registering for a Learning Program

4.1 Choosing a Program and Term

1. Find a program in the list that you would like to register for (see chapter “Adjusting the List of
Learning Programs” on page 3).

2. Click “Go to detail” at the bottom right of the desired program.

3. The module will open a window with information about the learning program:

Competence

Support for science
and research

Professional development day

Informatics Law and administration .
accounting

Economics, finance and

Language courses Other education

Frofessional development day

Target group:

Summary :

professional writing.

ou will be guided through th
Etchegoyen Rosolova, Ph.D.

Programme description :

Pedagoegical staff, Other siaff, Academic staff, Research staff

Professional development day (not only) for supervisors of docforal students. Come and find out
about ways to support PhD students and young researchers in their publishing activities and

e course by Dr. Dana L. Driscoll from IUP (USA), Mgr. Kamila
(UJC AS CR, wvi.) and Mar. Alena KaSparkovd, Ph.D. (V5B-TUO).

The prefessional development day is aimed at supervigors of doctoral shudents and other

academic stafiilecturers who

are dedicated to supporiing doctoral students/young researchers in

the field of publishing/professional writing. We will lock at best ways how to guide studenis to
masfer the principles of research and professicnal writing in English. We will discuss different

ways of giving feedback that

will lead students to better formulaticn of ideas. argumentafion and

e ..

Show more

Terms: 2023-09-18 10:00 - 2023-09-13 14:00
Registration: 2023-06-06 7:02 - 2023-09-14 0:00

Capacity: 40

Occupancy: 12

Language of instruction:  English

Form of instruction: fullime

Implementer: Rectorate

Organiger: Student Affairs Department

Lecturer: K.amila Etchegoyen Fosolova (eichegoyen@langdpt cas.cz)
Lecturer: Alena Kasparkova

Contact person: Mgr. Katefina Plachtova (katerina. plachteva@ruk. cuni cz)
Project: Support and development of doctoral studies at CU
Venue: Viastenecky sal RUK (Ovacny trh 3, Praha 1)

] -

Figure 5 Information about the selected learn

ing program

4. The program window displays basic information about the learning program (the quantity of

information available is based on the information entered by the program administrator) and
controls for further steps. If a text in any field is too lengthy, it will end with three dots, and the
button “Show more” will be displayed below the field. You can view the full text by clicking it. The
button works like a switch: you can hide the text by clicking it again.

5. Inthe “Terms” field, click the drop-down menu with all the terms available:
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Terms: [ Mot selected h v l

2023-07-25 10:00 - 2023-07-25 13:30
2023-08-24 10:00 - 2023-08-24 13:30

| Availabie
| Avaiiaie
Figure 6 Terms available in the “Terms” field

You will be shown all available terms for the program as well as the spots remaining.

Choose your preferred term.

The module will display additional information available for the specific term.

Click “Register”.

10. The module will display the “Added to requests” window with basic information about the term you
are registering for and additional controls:

O N

Added to requests

Records Management -
Electronic System CU

Terms: 2023-07-25 10:00 - 2023-07-25
13:30

VZDELAVANI

Num. of pieces: 1

e

Figure 7 Window confirming you have created a request for a program in a specific term

Note: In the top right corner of the interface by the “Requests” icon, you will see the number of requests
you have created.

11. By clicking “Back to selection”, you can search and register for additional learning programs. Your

application requests can be found under “Requests” in the top right corner of the interface.
12. By clicking “To requests” you can open the “Requests” window.

4.2 Finalizing Your Application

To register for a learning program, you need to finalize your application.

1. Click the “Requests” icon in the top right corner of the interface:

e
. VZDELAVACT PORTAL @
Univerzita Karlova Requests

Figure 8 The “Requests” icon

2. The module will display the “Requests” window:
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Support for sdence Infi Vs I ant el o Economics, ﬁnfnce and
and research accounting

Language courses Other education

Competence

4

Requests

Records Management - Electronic System CU
VZDELAVANT 5053 07 5z 1000 - 20230725 13:30 - +

-
Back to selection To register

Figure 9 The “Requests” window

3. Check whether you want to finalize all requests. If there is a request you do not wish to finalize,
remove it by clicking the recycle bin icon [,

4. If you wish to add more requests, click “Back to selection” in the left bottom corner.

Click “To register” to move on to the next step.

6. The module will display the window “Data for Application” in which you can edit/add information
that has not been filled in from the List of Contacts (Whols):

u

Support for sdence Inf tics Law and administration Economics, finlate and
and research accounting

Language courses Other education

Competence

! Request Request summary

User @

Data for application

Personnel no. Title before Firstname

20453095 Ing. Jan
Surmame Title after Phone E-mail

Rybak jan.rybakg@ruk. cuni.cz
Sex Level of dizability Disability type

Male

Naticnal minority

Support type
[ Specific educational needs

Department and Target group

UNVT - Ustav vjpoetni techniky - Other stafi w l

Continue to summary

Figure 10 The “Data for Application” window

7. Ifthe module allows it, choose the relevant “Department and Target Group” in the required field.

8. If you require special educational resources (listening aids, foreign language materials, etc.), check
the “Special Educational Needs” box and write your requirements in the “Support Type” field.

9. Click “Continue to summary” to move on to the next step. The module will display the “Application
Detail” window, which gives you a summary of the details entered:
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Application detail

! Request Request summary

Records Management - Electrenic System CU

Organizer: Odbor spisove sluZby

Organizer: Odbor spisove sluzby

Terms: 2023-07-25 10000 - 2023-07-25 13:30
Place: Mald zasedaci sifi

Study form: fulltime:

Study language: Czech
Target group: Other staff

Mumber of seats: 1

Price: 0 Czech koruna
Percent VAT: 0%

Participant Jan Rybak «

I take note of the information about the processing of personal data.

Figure 11 The “Application Detail” window

10. If you see any incorrect data, click “Back” to go back to the previous windows/steps and edit the
relevant data.

11. You can view detailed information about the participant by clicking the arrow to the right of the
participant’s name.

12. If you wish to confirm the displayed applications, you first need to check the box “/ take note of the

information about the processing of personal data” Only then can you confirm your application.
13. To confirm your application, click “Confirm”.

. The module will display a window confirming your application will be processed:

Univerzita Karlova

VZDELAVACT PORTAL (

o :

Requests

Application sent - 2302682

Thanks for your application. Your application will be processed.

Continue to selection

Figure 12 The “Data for Application” window

15. The module will display your request number. This serves as your application identifier for further
processing (see below). Only the administrators can see application requests. Participants can find
their applications in the “User Applications” window (see chapter “User Applications” on page 15):

Competence ST Informatics Law and administration FeLintis Dzl
and research

o Language courses Other education
accounting

# User account User applications

User applications

T Extended filter

Registration T} Program

11 Term 15 Received T} Registration 11 Payment state
number

state

2023-11-30 12.30-  2023-07-10 ricipation W nons |
2023-11-30 1630

540350973 Workload factors and coping with work siress

1 record found.

Back to selection

Figure 13 The “User Applications” window
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The “Requests” icon in the top right corner will no longer display a number signifying the number of
requests waiting for finalization.

16. Click “Back to selection” to go back to the list of learning programs.

4.3 Registering as a Substitute

If you want to register for a term with no spots left, the module will allow you to register as a substitute:

N

Test EUK-107

(2.9)
Target group: Other staff
Terms: 7.10.2023 - 7.10.2023 Occupancy
Capacity: 1
Occupancy: 1
Lecturer: doc. JUDr. Jan Kudrna, Ph.D. (kudrnaj@prf.cuni.cz)

Language of instruction: Czech

Form of instruction: Fulltime

Implementer: Computer Science Centre
Organiser:

Lecturer: Mgr. Lucia Tesafova
Lecturer: Hana Crhonkova &
Project : no project

- FNll Regisier as substitute

Figure 14 Window displaying information about a learning program

The module will display a window with information about the selected learning program.

Click “Register as substitute”.

The module will display the “Successfully added to requirements” window with basic information
about the term you are registering for. In the top right corner of the interface by the “Requests”
icon, you will see the number of requests you have created:

Successfully added to requirements
Select the button to complete the program login

0 requests

Test EUK-107
Terms: 7.10.2023 - 7.10.2023

MNum. of pieces: 1

VZDELAVANI

Figure 15 Window confirming you have created a request for a program in a specific term
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4. By clicking “Back to selection” you can search and register for additional learning programs. Your
application requests can be found under “Requests” in the top right corner of the interface.

5. By clicking “To requests” you can open the “Requests” window.

6. To finalize your application, follow the steps on page 7 under “Finalizing Your Application.”

The module will register you as a substitute and add you to the waiting list. If a registered participant
withdraws from the program, a substitute from the front of the waiting list will be registered instead. The
substitute will become an official participant in the learning program and will be notified of this change in
status.

4.4 Expressing Interest in a Learning Program

If a learning program is added but there are no terms available or if registration for a program has closed,
you cannot register as a participant, but you can express interest in attending. Whenever at least one term
is added for that learning program, you will be notified of the opportunity to register.

1. You have chosen a learning program without any terms added and clicked “Go to detail”.

2. The module will display a window with the name of the learning program. The module will
recognize there is no term available, so there will be no “Terms” field visible or a button that says
“Register”:

Support for science Economics, finance and

Informatics Law and administration Language courses Other education

Compet: o
o SNEE and research accounting

.3 Social-psycholegical skills in communication

Social-psychological skills in communication

(4.7)
Target group: Academic staff, Research staff. Pedagoegical staff, Other staff
Implementer: Rectorate
Organiger: Centrum celofivotnihe vzdélavani
Lecturer: PhDr. Mgr. Renata Kocianova, Ph.D. (renata kecianova@ff.cuni.cz)
Leader: Markéta Ringelova (marketa ringelova@ruk.cuni.cz)
Contact person: Markéta Ringelova (marketa ringelova@ruk.cuni.cz)
Project: no project

I am interested in

Figure 16 Window displaying information about a program with no terms available

3. Click “l am interested”.
4. The module will display the “Interest” window:
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Interest

Perzonnel no.

80453085

Surname

Rybik

Phone

Title before

Ing

Title after

Firstname

Jan

E-mail

jan.rybak@ruk.cuni.cz

Figure 17 Window allowing you to express interest in a program

5. Check the displayed data and confirm by clicking “Expressed interest”.

6. The module will note down that you have expressed interest and the learning program window will

now display “Interest has already been expressed” below the “I am interested” button.

The learning program will be saved under “User Interests” in your user account (see chapter “User

Interests” on page 17).

5 Withdrawing from a Learning Program

You can withdraw from a learning program in the module by canceling your application.

1. Goto User Account -> User Applications (see chapter “User Applications” on page 15) to display
your applications. Click the registration number of the application you want to cancel to display the

application detail.

2. The module will display the “Registration Detail N. XXX” window:
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Registration detail n. 840350973

Registration

Registration state

Payment state [ Hane |

Request number 23026582

Received 2023-07-10

Program

Program Workload factors and coping with work stress
Term 2023-11-30 12:30 - 2023-11-30 16:30

Study form distance (onling)

Study language Czech

Data for application

Personnel no. 50453095

Name Ing. Jan Rybak

E-mail jan.rybak@ruk.cuni.cz

Sex Male

Department and UVT - Ustav vipoéetni techniky - Other staff

Target group

Attachments

2 Drop file here to upload. or browse.

11 Type Tl Name 11 Description 11 Uploaded

Mo records found.

Do you need to modify something?

Figure 18 The “Registration Detail” window

3. Click “Cancel” at the bottom of the window.

4. The module will display a green box at the top of the page confirming the application was canceled
and the status of your application will change to “Canceled”.

5. The module will send the participant a notification confirming their withdrawal from the program.

6 Activities during and after Completing the Program

6.1 Program Evaluation

Upon completing the learning program, participants may be sent an evaluation request (notification by
email). In the email, you will find a link to the evaluation form. Filling out the evaluation form is not
mandatory.

1. Click the link in your email.
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Program evaluation, application n. 429127984

Program: TEST Odbor spis sluZby
Term: 14.2.2023 - 14.2.2023

Lecturer:  PISECKY Josef

Course Content

®)

Lecturer Evaluation
(5)
Programme erganisation
5)
Verbal assessment Expand field

slovni hodnoceni

What other topics would you be interested in? (max. 250 char.)

dalSi témata dalsi témata dalSi témata dalsi témata dalSi témata dalSi témata dalsi témata dalsi temata dalSi témata

Would you be interested in a follow-up programme?

No ¥

Figure 19 The “Program Evaluation” window

2. Select the appropriate number of stars with your mouse pointer and write your comments in the
“Verbal Assessment” field. You can write up to 2,000 characters.
3. Send your evaluation by clicking “Evaluate”.

Note: A weighted average of each rated aspect will be used to create your overall rating of the learning
program.

7 User Account

Every user has their own user account in the module. The information displayed within that user account is
only visible to the signed-in user, in accordance with GDPR.

1. Display your user account by clicking your name in the top right corner of the interface.

2. The module will display the “User Account” menu (window):
Economics, finance and

Suppart for science Informatics Law and administration 3
and research accounting

Language courses Other education

Competence

A User account

User account

» User applications
= User interests
« User address

» User personal data

Back to selection

Personal data profection (GDPR)

B 2022 Univerzita Karlova

Figure 20 The “User Account” window
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3. The window consists of:

e User Applications — where you can view your applications
e User Interests — where you can view your expressed interests
e User Address — where you can edit your personal data. This information is stored by the

module for possible billing purposes.
e User Personal Data — where you can edit your personal data. This information is stored by
the module for statistical evaluation purposes.
4. The titles of the items are clickable links that will open the relevant window.

5. You can go back to the full list of learning programs by clicking the house icon 12 in the
‘breadcrumb trail,” or by clicking “Back to selection”.

7.1 User Applications

The “User Applications” window displays all confirmed applications.
This window can also be used to:
e Send notes and concerns about learning programs
e Withdraw from learning programs (see chapter “Withdrawing from a Learning Program” on
page 12)
e Upload attachments for the proofreading service

The overview shows only the most important information

Si for scit . o . Economics, fi nd =
Competence 1L science Informatics Law and administration < = n.anl:e = Language courses Other education HELP
and research accounting
3
1.3 User account User applications
User applications
T Extended filter
Registration 1l Program tl Term 15 Received Tl Registration tl Payment state
number state

2023-11-30 12:30 -
2023-11-30 16:30

2023-07-10

540350973 Workload factors and coping with work stress [ Hone |

1 record found.

Back to selection

Figure 21 The “User Applications” window

To go to application details, click the registration number of the relevant application (the leftmost
column).

7.1.1 Uploading Attachments

1. Inthe “User Applications” window, click the application link (application registration number) to
access the proofreading service.
2. The module will display the “Registration Detail N. XXX” window:
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7.1.2

Registration detail n. 840350973

Registration

Registration state

Payment state [ Hone |

Request number 2302682

Received 2023-07-10

Program

Program Workload factors and coping with work stress
Term 2023-11-30 12:30 - 2023-11-30 16:30

Study form distance (online)

Study language Czech

Data for application

Personnel no. 50453095

MName Ing. Jan Rybak

E-mail jan.rybaki@ruk_cuni.cz

Sex Male

Department and UVT - Ustav vjpoéeini techniky - Other staff

Target group

Attachments

2 Drop file here to upload, or browse.

11 Type T4 Name 14 Description 14 Uploaded

Mo records found.

Do you need to modify something?

Figure 22 The “Registration Detail” window

In the lower half of the window, you will see the “Attachments” field. Upload an attachment by
dropping a file to the field or by clicking the field and selecting the relevant attachment.

Sending Notes and Concerns about a Learning Program

In the “User Applications” window, click the link (application registration number) of the relevant
application.
The module will display the “Registration Detail N. XXX” window:
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Registration detail n. 840350973

Registration

Regisirafion stale

Payment state [ Hons |

Request number 2302682

Received 2023-07-10

Program

Program Workload factors and coping with work stress
Term 2023-11-30 12:30 - 2023-11-30 16:30

Study form distance (onling)

Study language Czech

Data for application

Personnel no. 80453095

Mame Ing. Jan Rybak

E-mail jan.rybak@ruk cuni.cz

Sex Male

Department and UVT - Ustav vjpoZetni techniky - Other staff

Target group

Attachments

* Drop file here to upload, or browse

11 Type 11 Name 11 Description 11 Uploaded

No records found

Do you need to modify something?

Figure 23 The “Registration Detail” window

3. Inthe lower half of the window, you will see the “Do you need to modify something?” field. Write
to us by filling in the field and clicking “Send”.

7.2 User Interests

The “User Interests” window displays all the programs the user has expressed interest in. Information on
how to express interest in a learning program can be found in the chapter “Expressing Interest in a Learning
Program” on page 11.

The information available in this overview is informative only. The only thing you can do in this window is
cancel your interest in a program using the recycle bin icon !, which will be displayed in the rightmost
column after hovering your mouse pointer over the relevant learning program.

User interests

T Extended filter

Interest 11 Pregram 1F Received
number
340370855 Social-psychelogical skills in communication 2023-07-10 ]

1 record found.

Eack to selection

Figure 24 The “User Interests” window
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7.3 User Address

The “User Address” window displays basic user information. If you register for a user-paid learning
program, it can be used to enter a billing address.

User address

Billing address

[ Legal
Title before Firstname Surname Title after
Ing. Jan Rybak
E-mail Phone Country
jan.rybak@ruk cuni.cz l Fiy ] l Fiy ‘ = l
City Street Number ZIP
al | al | al | a)

[ Delivery address

LooeY s

Figure 25 The “User Address” window

All the fields in this window are editable and all of them are required. When making changes to the data,
you need to confirm the changes by clicking “Save”.

7.4 User Personal Data

The “User Personal Data” window allows you to manage your personal data. This information is stored by
the module for statistical evaluation purposes. Fields that are non-editable have been filled in using data
from other CU applications. The complete set of data is only displayed where absolutely necessary and in

accordance with GDPR.

User personal data

Title before Firstname

Ing. Jan

Citizenship

Czech Republic

National minority

Phone E-mail

Surname

Rybak

Sex

jan.rybak@ruk_cuni.cz Male

Disability type

Maternity leave from

Title after
Birth date
1956-04-25

Lewvel of disability

Maternity leave till

oo

Figure 26 The “User Personal Data” window

When making changes to the data, you need to confirm the changes by clicking “Save”.
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