
VIGA A2 UCT Grant Competition

Guide for using the EPZ app for applicants submitting projects

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. 
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Only STUDENTS in 1 – 3 year of study at the faculty corresponding to 

the selected VIGA A2 faculty competition can submit project 
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EPZ (Register of projects and contracts) 

Basic terminology – Used hierarchy

Programme – VIGA, PIGA, SIGA. This is the highest level of division, it consists of definitions of the individual agendas 

(competitions). The programme is set up by the system administrator.

Agenda – eg ‘PIGA 2025_UCT_Pedagogical_Innovative”, “2025_FCE_Disciplinary_A1” = a specific definition of a competition in EPZ 

in accordance with the required rules of the competition. The agenda is set up by the system administrator.

- It defines the timeline milestones of the competition: opening the agenda for applicants, deadline for submission of applications, 

termination of the assessment phase.

- It defines the constituent parts of the university eligible for project submission, the used workflow, rules linked to WF statuses etc.

- It defines the format of the form and the rules guiding the application incl. validations, such as the obligatory completion, financial 

amounts etc.

Project – A complete form of the project application, or the implemented project. The project is completed by the main researcher / 

Owner, in the course of the approval under the Evaluated by reviewers status, the values in columns ‘approved’ can be edited by the 

Faculty administrator - ie they records changes approved by the FGK and GR.

Project tabs – They structure the project form into clearly defined, interlinked units (eg basic information, research team=investigators

and consenters, budget, final reports, attachments etc).
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Basic navigation after signing in to EPZ (= Register of projects and 

contracts)

Projects (EPZ)

Users with basic rights 

can see only My 

proposals and 

projects in the menu.

If the user has higher 

user rights, they can 

also see other tabs

that they, however, do 

not need to work with 

their 

application/project. Note: the left-hand menu can be expanded 

or collapsed by clicking 
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1) How to create new project application

EPZ > My proposals and projects > + New project/contract
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a) Selection of agendas to create project application

It will open after clicking ‘+ New project/contract’

● After signing in, the user will see

agendas/competitions for which

they qualify as main researcher

or member of the research team.

PAY ATTENTION to FTEs, which

can expand the portfolio of the

selection of agendas!

● They will select a competition

agenda based on the faculty

where they are enrolled in

Doctoral studies.

● If the MR selects an incorrect

agenda, they will be able to

create a project application, they

will be automatically filled in as

the main researchers but will not

be able to select a workplace and

submit a project.
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b) New project/contract – Introductory window with information from the 

competition administrator

● It will be

displayed after

clicking on the

selected

agenda /

competition.

● The

competition

administrator

will publish on

this screen all

important

information

incl. any

attachments.
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c) New project/contract – Introductory information

● Basic information on creating a new project application. You will create it by 
clicking this icon

● The project number will be generated automatically after the project is created.
● The constituent part (Faculty) is filled in by default based on the competition.
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d) New project/contract – ‘Information’ tab

● The project application has now been created, the status In preparation will be displayed and 
you can start completing the application.

● Other fields that must be filled in are in the following tabs:

1) Information
2) Investigators
3) Budget
4) Attachments
5) Project reports – can be completed only in status Under implementation 

(slides 33, 34)
6) Project outcomes in OBD – only becomes relevant in status Under 

implementation 
7) Agreement
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Note: The names of the tabs in the pictures on the following slides can be different as the application 

is developed 



2) How to complete created project application
Information and controls – sample project

Breadcrumb navigation at the top of the page shows you 
your location in the app.

Different tabs in project application.

● My proposals and projects – a list of all project applications where I am 
the user or researcher (ie the main researcher or co-researcher).

● Project proposals – a list of all projects in the agenda/competition that I 
have rights to (users with basic rights will not be able to see it).
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Username of

the signed

person



● Check – this will initiate checking/validation of values entered in the fields. In case errors are detected (eg a mandatory field 

has not been completed), an error message will appear with the description of the error. WARNING! The setting of the 

validations does not allow for all rules in the competition documents at the university/faculty level being checked; the 

researcher/applicant is always responsible for the formal correctness/errors!

● Rules – a shortcut to project/competition documents in the competition.

● Arrow – a button that will generate the export file ‘VIGA A2 Application’, ‘VIGA Approved budget’ (relevant only in status 

‘Accepted by GC’ and later) and ‘VIGA A2 Agreement’.

● Three dots – further  options of the application – a possibility to Delete the project and a link to ‘Follow-up projects’ (non-

operational)

● Arrows for quick movement between project applications, if more applications exist.

11



12

a) New project/contract – ‘Information’ tab

-

Who created the project

WF status of

project

Project identifier

assigned in EPZ

Save button to 

save changes



Description of fields – ‘Information’ tab

● Entered in competition – non-editable field, it shows the name of agenda/competition in which the 

project is being created.

● Project number – automatically generated number of project application.

● Owner – name of person who has created the project application.

● Status – current status of the project application. It changes automatically after clicking the colourful

workflow buttons in the bottom left-hand corner of the project application.

● Constituent part – name of faculty where the creator/owner is registered.

● Period – firmly set period of project implementation.

● Project type – mandatory to choose: faculty or interfaculty project (with participation of investigators 

from different faculties).

● Second faculty – selection is made only in case of interfaculty projects.

● Name of project in Czech – mandatory text field, own name of project application in Czech.

● Name of project in English – mandatory text field, own name of project application in English.

● Project goals – in bullet points. These bullet points will be automatically transferred to the final report 

form, where you will be required to comment on fulfilling/not fulfilling these bullet points. A more detailed 

description of goals is a mandatory part of the attachment Project description.

● Text of annotation – mandatory text field, max number of characters – 1,100.

● Declaration – 3 declarations that concern only interfaculty projects.
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b) New project/contract – ‘Investigators’ tab – Overview 
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● After moving the cursor over this symbol in the ‘Person’ field, the missing data will be displayed

● To fill in the Main researcher’s supervisor, the supervisor must be selected (the selection includes only their supervisors) and the supervisor must give their consent. The 

request is sent after saving by this button          in the bottom right-hand corner.

● If the desired supervisor is not included in the selection, contact the Dean’s Office as this person has not been entered in SIS as the student’s supervisor-specialist.

It is recommended to 

check the status each

time you complete the

fields and save your

work by clicking „check“

Enter all PhDs first and save. Then you will be able to add

supervisors.



New project/contract - ‘Investigators’ tab – Description 
On the ‘Investigators’ tab, the owner, usually the Main researcher on the project, enters the 
members of the research team (RT). First they have to enter the students and click SAVE, 
after that the selection will include their supervisors and supervisors-specialists from SIS.
Řešitelský tým je rozdělen do 2 skupin:

1. Main researcher (MR): the data of the user who has created the project application 

will fill in automatically

2. Internal co-researchers and other persons that give consents to the implementation 

of the project:

a) Supervisors/supervisor-spec. of the main researcher – selection of persons entered for the PhD student (MR) in SIS

b) External supervisor/ supervisor-spec. of the main researcher – selection of persons entered for the PhD student in SIS

c) Student PhD

d) Student Master’s

e) Academic or research worker

f) Other supervisors of DSP students (not members of the team)

For each member of the research team, a dialogue window will be displayed in which the 
name of the person/supervisor is selected from a code list. Other data will be filled in 
automatically and cannot be later edited.

After a person is selected from the code list, a window with information about an email 
notification to confirm their participation in the project that will be automatically sent to the 
selected person is displayed. A message with further information can be added. 15

The dialogue window is the same for 

all groups:

● Person – for MR, the field is filled 

automatically with the creator’s data, for 

other members of RT, a selection must be 

made from the code list.

● Workplace – a selection of workplaces 

based on the employment contract of the 

user, a mandatory field.

● Participation for the whole duration 

of the project – the default setting for the 

field is YES, after the tick is removed, you 

will be required to fill in the period of 

participation FROM – TO.

● Contact person – non-editable field.

● Email – will be filled in automatically 

based on the selected person after 

saving.

● Funds per team member – amount of 

remuneration according to the rules of the 

competition.

Note: for students, the ‘year of study’ will 

also fill in automatically

A member of RT is added to the project 

by clicking:



‘Investigators’ tab – Dialogue window of researcher to be filled in
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Code list/ list of

persons

After

editing, 

click

Confirm

✓ Confirm



‘Investigators’ tab’ – Electronic consent of proposed researchers

● Each proposed member of the research team is automatically requested to confirm/reject 
‘Consent to participate’ in the implementation of the project – a notification is sent to their 
email which includes a link to view the project application. The notification can also include a 
comment – a message from the main researcher attached to the request.

● Given/rejected consent of a member with their participation is sent in an email notification to 
the Main researcher.

● The nominated member enters their decision to participate/not participate in a project in the 
‘Investigators’ tab by selecting action: 

● If the nominated person has not yet replied, the following attribute is displayed:

● If the consent has been given, the following attribute is displayed:
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‘Investigators’ tab’ – Finances
Funds per team member

● It can be entered by clicking the researchers after the 

research team has been saved and electronic consent 

given. It is automatically filled from the Budget tab.

● After the salaries have been set, a check must be 

made by clicking see p10.

● The system performs many checks based on the rules 

of the competition, but not all checks – it only checks 

sums in one project, not across projects, eg: sum 

limits for salaries based on the role in the team, 

composition of the research team, ratios between 

salaries of students and academicians etc.

● The project application must be modified based on the 

check results.
18
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c) New project/contract – ‘Budget’ tab
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Mandatory text field for 

commentary,

max 1,000 characters

Non-editable field. After the project is accepted for

implementation, the contract / fund number of the

project from iFis is filled here.

Button for multiple-cell editing/ modification of

amounts in the budget. Only amounts in 

Operating costs can be edited. Amounts in 

Personnel costs will be filled from the

Investigators tab, other amounts are culculated

automatically. 



d) New project/contract – ‘Attachments’ tab

● The app requires one mandatory attachment called ‘Project description’. The project cannot be submitted unless it is 
attached.

The project description is presented as an attachment max 7 A4 pages long (font size max 12pt, single spacing, page margins 2cm) 
and it must include the following:

○ summary of the current state of knowledge incl. literature and other references,
○ project plan – what and how will be solved, what results the implementation of the project will bring,
○ information about the readiness of the applicant, the research team and the research workplace – eg

available instrumentation,
○ justification of financial requirements (eg purchase of low-value tangible assets, expected 

participation in conferences, etc),
○ publishing activities of the applicant – max 5 most important works.
○ The attachment can be dragged and dropped to the app, or uploaded from the device.

All persons entered in the ‘Investigators’ tab, if they cannot give their consent electronically for technical reasons, will give 
their consent by attaching a completed and signed form that is available in the app in the upper right-hand corner under the 

‘Rules’ icon. For correct procedure, contact the competition administrator.
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e) New project/contract – ‘Project reports’ tab

● At the end of project implementation, a Project final report must be created 

and submitted in the app

● The whole process from generating the Report template, its completion, 

submitting and possible modifications to its assessment and approval is done 

electronically in the app

● The button for generating the final report will appear after the process of 

assessment is completed and the project is transferred to the ‘Under 

implementation’ status

● The process is described below in section 7) Final report
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e) New project/contract – ‘Project reports’ tab
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The button for generating the final report by the main researcher – it 

becomes active in the UNDER IMPLEMENTAION status (or after the 

project’s early termination has been approved)



f) Project detail – ‘Project outcomes in OBD’ tab
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If the outcomes with the project identifier are saved in OBD, they will be automatically filled in this tab in 

the Under implementation status. The data is transferred once in 24h.



g) ‘Agreement’ tab
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● In this tab the main researcher is informed about their duty to conclude an 

‘Agreement on the terms and conditions of the use of financial support for a 

research student scientific project accepted for realization by the Internal 

Grant Agency of UCT Prague’, hereinafter referred to as the ‘Agreement’.

● Before the project application is submitted, the text of the agreement must be 

accepted by ticking the box at the bottom of the tab (see the following slide).

● After the Agreement is accepted by the UCT Grant Council (hereinafter referred to 

as ‘GC’), the Main researcher will conclude the Agreement electronically by 

clicking the Workflow button ‘I wish to conclude the Agreement and I accept the 

implementation’. The Agreement and approved financial budget (approved

amounts) will be automatically generated as files in the Attachment tab.



New project/contract – ‘Agreement’ tab
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3) Submitting project application

After clicking the system will check that the project application has 

been completed correctly and in full in accordance with the set auxiliary checks 

(the setting may not cover all limits set forth in the university and faculty 

announcement – this is the MR’s responsibility!).

● If the set checks are met, the project is handed over to the approvers.

● The main researcher will receive an email notification about the 

successful submission of the application.

● They will see the submitted application in the EPZ list/My proposals and 

contracts.
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If the requirements are not met, the Check results will be displayed: an 

overview of the things that must be adjusted as a minimum.



Projects and contracts – submitted project application on the My projects and 

contracts list
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Setting of colums display



4) Approval and assessment process for project application

● The Faculty administrator can return the application to the Main researcher for revision (the 
MR will receive an email with instructions and will resubmit the application after revision).

● Financing for researchers, budget may be modified.
● The evaluation reports of the reviewers and the Faculty administrator will be available in the 

detail of the project only after the competition ends:

● Project application rejected: The project application is closed, the Rejected by GS status is 
displayed.

● Project application accepted for implementation: The status of the application changes to 
Accepted by GS.

● The Main researcher is always informed about the result of the evaluation of the project application 
by an email notification.
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Project accepted for implementation by MR

1. If the project is recommended for implementation by the Grant Council, the project status will change from 
‘Submitted’ to ‘Accepted by GC’. The main researcher will be informed by an automatic email notification.

2. Approved budget will be generated in the Attachment tab.
3. The main researcher will now confirm the actual implementation of the project by clicking the ‘I wish to 

conclude the Agreement and I accept the implementation’ button or they will reject it and the project will not 
be implemented.

4. If they click the ‘I wish to conclude the Agreement and I accept the implementation’ button, the 
electronically signed Agreement on the terms and conditions of the use of financial support in PDF will be 
generated in the Attachment tab and will be available for download under the ‘Rules’ button. The details of 
the project (name, number etc) will be filled from the ‘Basic information’ tab.

5. After that the administrator will do the necessary tasks (will assign contract in iFIS to the project) and will 
submit the project to the main researcher for implementation → project status ‘Under implementation’.

NEXT SLIDES WILL BE TRANSLATED LATER. ☺
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5) Project ‘Under implementation’ – Request change

● At any time during the implementation, the main researcher can request a 

change in the research team, budget, ask for an early termination etc.

● The request is submitted by clicking the WF button

● The request may be

○ approved

○ rejected

○ or additional information may be requested.

● The main researcher will be informed about the result by a notification.

● In case a change of the type ‘Early termination’ is approved, the project 

must be properly terminated, ie a Final report must be written and submitted.
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Project ‘Under implementation’ – Requests for change –

description of request

When requesting change, after 
clicking

a dialogue window is displayed 
where the main researcher will 
describe the requested change 
and comfirm it. The request is 
then sent to the FGC 
administrator.

The researcher will receive 
confirmation.
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Project ‘Under implementation’ – Requests for change -

approval
The faculty administrator decides about approval of Request for change and they can:

● Reject the request.
● Approve the request; they will subsequently make the requested changes in the project.
● Request more information that they will describe and that will be sent to the main researcher 

in an email.
● After each of these steps, the project will return to the Under implementation status and the

main researcher can submit a request for change again (after adding the required information
or another change).

If the main researcher requested early termination and it has been approved:

● Project status will change to Early termination approved
● The main researcher will receive notification and they will proceed in accordance with point 7) 

Final report and close the project in accordance with 8) Closing of project after submitting Final report
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6) 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
a. 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 
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7) Project final report

In the Project final report tab

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

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

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

● An email notification 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).
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Button for generating the report by the Main 

researcher – active in status Under implementation

Current status of the final report 

FORMName of the generated final report, by clicking it the 

user will open the form (in OOD)



a) Final reports (OOD)

Users with basic rights can 

see only entries to which they 

have rights in the menu :

● Sitemap (entries are 

structured according to 

faculties and 

competitions).

● Entries (only entries 

awaiting my decision 

are displayed in the To 

solve tab)
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b) Final report form

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

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

● 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).

● Report can be printed by clicking
● Mandatory attachments are in the 

Attachments tab.
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Final report form – Editing data in completed tables

Options after placing the cursor on the 
magnifying glass symbol:

● open a line and edit 
researcher’s data

● copy a line
● delete a line
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c) Submitting final report

By clicking 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.
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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.

● The Faculty administrator can return the report to the Main researcher for revision.
● If 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: 

● Completed under reservation.
● Successfully completed.

The Main researcher is always informed about the decision by an email notification.
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8) 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:
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a) After submitting Final report and closing of Project

● 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).

● The Main researcher will receive an email notification about 

the result of the approval process of the Final report 

(Successfully completed / Completed under reservation).
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