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Guide for using the EPZ app for submitting of a final report

A link to sign in to the app: https://verso3.vscht.cz/
The username and password are the same as your username and password to other UCT systems.



https://verso3.vscht.cz/

Project ‘Under implementation’ - Finalisation

The Main researcher has two tasks in the Under implementation status:

1. Generate the final report by clicking the button in the

‘Project final report’ tab

a. Complete the generated form, describe the changes, add mandatory
attachments (see the following page).

b. Submit the report and in case the Faculty administrator returns the report, make the
changes as requested.
2. After submitting the final report
Navigate from the final report to the project (using the field with the project number) or
open the project in EPZ in the My projects and contracts list and click the green button
Final report submitted



2) Project final report

In the Project final report tab

e A form is generated by
clicking the button with
the name of the final
report.

e A blue link to the
generated report form is
displayed.

e By clicking it, the final
report form with the data
from the project will
open.

e An email naotification is
sent to the Main
researcher about the
creation of the final report
incl. a link to the form in
OOD (General circulation
of documents module).

Projekt/zakazka: TEST_21_6_23 + Zkontrolovat :=Pravidla & ~ 124

Zakladni informace Resitelé RozpoZet Pfilohy Zavéreéna zprava projektu Vystupy projektu v OBD

Zaveérecné zpravy projektu se odevzdavaji prostifednictvim elektronického formulafe na této
zaloZce na konci realizace projektu

Tia&ltko pro generovani zavérecné zpravy se zobrazi po ukonéenl schvalovaciho procesu a pfechodu projektu do stavu ,V
realizaci".

Stiskem tohoto tlagitka se vygeneruje formulaf zavéreéné zpravy a na této zaloZce se uloZi link pro pfechod K jeho vyplnéni.

Formulaf zpravy oteviete kliknutim na tento link.
Button for generating the report by the Main
researcher — active in status Under implementation

‘_ 2023 VSCHT PIGA Zavéreéna zprava projektuA

1l Nazev Tl Stav 1l Uzdvérka 1] ldentifikator @ 11 Datum

odevzdani

2023-0002 (21.06.2023 14:16)

1.2.2024 Final report VSCHT _PIGA

2023-0002

MNalezen 1 zaznam.

Name of the generated final report, by clicking itthe || Current state of the final report FORM

user will open the form (in OOD)




f

Users with basic rights can
see only entries to which they EPZ

have rights in the menu:

e Sitemap (entries / i]'
zadznamy are

structured according

to faculties and .

competitions).

Entries (only entries

awaiting my decision

are displayed in the

To solve tab).

00D Entries
<+ Create entry ~ [E
To solve All
No records found.
GMT+02 b &
FL QoD Zaznamy -i
a8 =+ Vytvoiit zaznam ~ B~ | Akce~ Vytvoreno =)=
EPZ * Stahnout pfilohy T Filtr Y Viastni filtry ~ L]
¥ Exporty ~
Wi
00D Vyfizuji Vse

O Final report FCHT VIGA_A1 2023-0004 2023-0004 (31.07.2023 11:07)
2023 FCHT VIGA_A1 Zivéreéna zprava oborového studentského védeckého projektu

31.7.2023 11:07




b) Final report form

Basic information including the research
team are automatically filled from the
project, other information must be filled in.

e Using the arrow in the Project number
field, you can navigate back to the
project.

e The lines in the Research team table
can be copied, deleted or edited by
placing the cursor on the magnifying
glass symbol if necessary (when
change is needed).

e Report can be printed by clicking *

e Mandatory attachments are in the Files
/ Soubory tab.

Formulaf zpravy Soubory Workflow

Soubory pfiloeZzené k ziznamu

Prehled typl pfiloh a jejich povinnosti v aktualnim stavu:
= Povinné: % Uéetni denik - webmailer {pdf), X Pfehled Serpani rozpoétu - webmailer (pdf)
» MoZné: Libovolna pfiloha (jpeg, jpg, pdf, png, xlsx, doc, docx, xls, tt, csv)
» Doporuéenéd: Komentaf k hlavnim dosaZenym vysledkam (pdf)

VYSOKA SKOLA
CHEMICKO-TECHNOLOGICKA
V PRAZE

GMT+02  hm 8 viceks (VLCEK Josef)
L, ] ooo Rozcestnik Zaznam
a 2023 FCHI VIGA_A1 Zavére&na zprava oborového studentského védeckého projektu - 2023-0003 (16.08.2023 12:52) & i 1z7
Identifikator f
EPZ

Final report FCHI VIGA_A1 2023-0003

Iniciator Vytvofeno Termin odevzdani
00D VLCEK Josef, MBA (viceks) 16.8.2023 12:52 1.3.2024
Nazev
CPD
2023-0003 (16.08.2023 12:52)
Formulaf zpravy Soubory Workflow Vizualizace Pristupy
ZsT
Cislo projektu IFIS Cislo zakazky
2  A1_FCHI_2023 004 0000 Vytvofeno
Nazev projektu
T207
Resitelsky tym @
+ Phidat
14 Jméno Feditele 11 Role v tymu 14 0ast OD //pokud neni uvedeno, T} U&ast DO /pokud neni uvedeno,
byla ucast po celou dobu projektu/ byla uc¢ast po celou dobu projektul
Q BALDA Aled Hiavni Fesitel
Q BLAZEK Miroslav Student PhD
Q BOURA Patrik Student PhD
Q KOSEK Juraj Skolitel / Skolitel specialista

Skolitel / skolitel specialista

& @ KOSEK Juraj
Hlavni Fesitel bud edituje tabulku Regitelsky tym nebo pfilo2i zmény v feSitelském tymu v samostatné pfiloze

b)Y |




Final report form — Editing data in completed tables

Cislo projektu IFIS Cislo zakazky

9

Nazev projektu

T207

Napovéda

Resitelsky tym k datu generovani této

Resitelsky tym @  Zavérecné zpravy je zde nagten z

projektu. Tabulka je editovatelna

A1_FCHI_2023 004 0000 Vytvoieno

11 Uéast OD /ipokud neni uvedeno, byla 1t} Uéast DO /pokud neni uvedeno, byla

it Erigat kliknutim na symbol lupy na zacatku
fadku
1l Jmén. . eeo A—2 1l
ucast po celou dobu projektu/ ucast po celou dobu projektu/
Q BALDA Ales Hlavni fesitel
Q BLAZEK Miroslav Student PhD
Q BOURA Patrik Student PhD
Q 8 @ KOSEK Juraj Skolitel / skolitel specialista

Kopirovat fadek

Resitelsky tym

Options after placing the cursor on

the magnifying glass symbol:

Jméno Fesitele

KOSEK Juraj
open a line and edit
researcher’s data
copy a line
delete a line

: Uéast OD /ipokud neni uvedeno, byla iéast po celou dobu
projektu/

Role v tymu

Skolitel / Skolitel specialista

4z4<

Uéast DO /pokud neni uvedeno, byla uéast po celou dobu

projektu/

+ obsah nezménén

X Odejit

X



c) Submitting final report
By clicking
Submit a final report

a check of the correct

completion of the Final report will be
initiated

If everything is OK, the report
is submitted for approval and
the Main researcher will
receive an email notification.
If the report is incomplete, a
list of required additional
information will be displayed.

—

Odevzdal zavérecnou zpravu x

Povinna pole

Bez jejich vyplnéni nebude mozné akci provest, ani zaznam uloZit.

« Ugetni denik - webmailer
« Pfehled éerpani rozpoéiu - webmailer

Povinna pole nebo typy priloh pro provedeni akce
Bez jejich vyplnéni nebude mozné akci proveést.

« 1. Souhrn hlavnich vysledkd projekiu a naplnéni cild projekiu

s 3. Zduvodnéni pfipadnych zmén v fesitelském tymu a naplni projektu

« 4. Zdiovodnéni éerpani planovanych nakladd

= Prohlasuji, Ze udaje uvedené v této zavéretné zprave jsou pravdivé a upiné

Doporuéena pole nebo typy pfiloh
Je doporuéeno tato pole wyplnit. Akci je ale moZné provést | bez vyplnéni.

= Komentar k hlavnim dosaZenym wysledkum
« Publikaéni vystupy, dosud neuloZené v databazi OBD

X Ddeijit




d) Approval process of Final report

After the Final report is submitted by the Main researcher, it is checked by the Faculty
administrator of the competition.

e The Faculty administrator can return the report to the Main researcher for revision.
e |[f this is the case, the Main researcher will receive an email with instructions
and will resubmit the report after revision.

If the report is complete, the Faculty administrator will close the Final report by changing
the status to:

e Completed under reservation.
e Successfully completed.

The Main researcher is always informed about the decision by an email notification.



3) Closing of project after submitting Final report

The Final report and Project from which it has been generated are two different forms with
different processes, so after you submit the Final report for approval, you have to open
the project and click the green button:

GMT+02 &

N Evidence projekid a zakazek Moje navrhy a projekty Projekt/zakazka
@ Projektizakazka: TEST Drahos A1-FCHT _oprava_a « Zxontrolovat §= Pravidla [ Zobrazit hodnotici protokoly &+ 3 1z3 ¢ 3
EPZ Zakladni informace Resitelé Rozpotet Pfilohy Zpravy projektu Wystupy projekiu v OBD
h Zavéretné zpravy projekiu se odevzdavaji prostfednictvim elekironického formulafe na této zaloZce na konci realizace
projektu
00D Tlaitke pro generovani zavéreéné zpravy se zobrazi po ukonéeni schvalovaciho procesu a pfechodu prajektu do stavu |V realizaci”.

Sfiskem tohoto tladitka se vygeneruje formulaf zavérecné zpravy a na této zaloZce se ulodi link pro pfechod k jeho vyplnéni. Formulaf zpravy oteviete kliknutim
na tento link.

2023 FCHT VIGA_A1 Zavéreéna zprava cborového studentského védeckého projekiu

1l Nazev 11 Stav 1l Uzaviérka 1l Datum odevzdani

2023-0001 {17.05.2023 14:45) 1.3.2024

~i Zavéreéna zprava odevzdana 3




a) After submitting Final report and closing of project

e The Main researcher can see the status of the process and
the result of the approval process in the EPZ app on the My
projects and contracts list (project) and the Entries/All list
(final report).

e The Main researcher will receive an email notification
about the result of the approval process of the Final

report ( / Completed under
reservation).
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