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Login and access to the PAS (Projects and Competitions) module

Applications are submitted via the PAS (Projects and Tenders) module of the IS Véda information system. The
IS Véda information system is available at https://is.cuni.cz/veda, and can be accessed via a normal web

browser. The system can only be accessed by students and employees of Charles University, who can log in to
the system using data from the Central Authentication Service (CAS), or external persons who have applied
for access via the registration form, or who have been granted access as a member of the evaluation

committee.

A If you are submitting a request on behalf of an external institution, you must use the registration form
to request external access to the system and create the request using that external login—even if you have
an account at Charles University with a personal ID number and can log in to the system as an internal user.

@ Aplikace UK

‘Obecnd webova aplikace UK.

@ Enter Username & Password

LOGIN

a?Forgot your passward? @ Need help?

For security reasons, please log out and exit
your web browser when you are done
accessing services that require
authentication!

Username
Enter your personal number (CU personal number or assigned login).

Password
Enter the password. Logging in for the first time may take a few minutes.

A If you are submitting a request as an external user and you already have an account but have forgotten
your password, please contact support via the ServiceDesk. You will receive an email with instructions on how
to change your password. Changing your password in the Central Authentication Service is available only to
internal users.

After logging in, the main page of the IS Véda Portal appears. Current information can be displayed in the
left-hand part of the portal, and in the right-hand part there is a signpost in which you can click on the orange
PAS (Projects and Competitions) button.
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CU Information System IS Véda Portal

Support and v

Documentation

Welcome to IS Véda Press the bution fo go o the desired module:

A description of the individual modules see below. Access to some modules is open only to selected users
depending on their work duties. Do you need help? Leam about the support policy.(yet only in czech)

Recording and administration of projects, mobility, and selected knowdedge transfer activities

OBD scientific outputs

The OBD module records all types of outputs determined by the national methodology for evaluating research
organisations and submitted fo the government's Information Register of R&D results (RIV) as well as others,
as required by the university itself. Mosi notably scientific publications, applied outputs, but also various ofher
papers.

OBD records are managed according o the Rector's Directive no. 54/2025(which is, however, only available in
Czech)

IDENTIFIERS scientific personnel
The OBD module records the scienific identifiers: ORCID ID, ResearcherlD of Web of Science database and
Scopus Author 1D

Other tools.

The Identifiers are managed according to the Rector's Directive no. 5412025 (which is, however, only available
Admins
in Czech)
_ & Readers
COOP Cooperatio

The Cooperatio module records parficipants in the basic institutional support programme for science and
research al Charles University.

The Gooperatio module is managed aecording fo the Rector's Directive No.2212023 as amended by Rector's
Measure No.46/2025 (which are, however, only avallable in Czech).

CLASSIFICATION of CU scientific fields

All regi and intemal i with creative activities use the University's
internal classification of academic fields, which is also available in the Evaluation module.

The Classification is managed sccording lo the Rector's Directive no. 5112025 (which is, however, only
available in Gzech)

Creation, completion and submission of an application
Creation of an application

After entering the PAS module, you will see the Dashboard. On the left side of the screen, there is a menu
where you can select the My Records menu.

CU Information System > 15 Véda portal m My records
~

PAS

+ New record R
HelpDesk o~ I My records I Other records

1 proposal found.

1L carecory 11 numaer

Click the New Record button to create a new application. A list of current open calls is displayed. Click on the
title of the Call to select Mini-Projects.

CU Information System IS Véda portal PAS My records Mew record

PAS ~
Select the agenda where you want to create a new application or project record.
B My records

HelpDesk v _ B
Mini-Projects

© MINIZ-26-2
2 2026-2

Mini-Projects 2026-2

Units Deadline
UK 2026-11-30 13:00

After the category is selected a landing page appears, on which you can find basic instructions for submitting
your application. We recommend that you read these carefully. You can return to them later
by clicking the Tender terms button at the top right of the open application.
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Basic Information A | Contactpersons  Aftachments  Requests and lssues  Authorised persons

After reading the instructions, click on the blue arrow button at the bottom right.

<) @

The system creates the application after you have filled in the following basic data:

New record

Shaw the record to co-researchers

Whole project

Category Start Date of Mini-Project @ End Date of Mini-Project @

Mini-Prajects 2026-2 A ‘ | o

e Some fields contain an information point that is displayed after clicking on the question mark in the blue
circle.

A If the required field is not filled in, it is marked with a warning icon in the form of an exclamation mark in
a red triangle.

Show the record to co-researchers

It is not possible to change the value in this field. This option means that all other people who will be included
in the application (see Contact Persons tab below) will have access to view the entire application.

Start date of Mini-Project

Choose the start date of the project from the calendar.

End date of Mini-Project

Choose the end date of the project from the calendar.

A The minimum duration of a Mini-Project is six weeks, and the maximum duration of a Mini-Project is eight-
een months.

After filling in this data, click the blue arrow-shaped button at the bottom right. The system checks
the completed data, and if they are complete, the application is created, and other parts of the form are
opened.

After the application has been created, it is necessary to enter the necessary data in all tabs except Requests
and Queries. We recommend filling in the tabs in the order in which they are displayed. While filling in the
application, it is possible and recommended to save the application as you go.
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Saving the application as you go

Save the application at any time by clicking on the floppy disk icon, after which you can return to it (each tab
can be saved separately). You can freely edit the application until you decide to submit it.

You can access semi-finished applications through the My Records section in the menu. This can be found on
the tab with the same name in My Records; to open it, click on the application number.

CU indormation Sysbem IS Vilida portal

PaE A

HU - e

4 propomas toard

# New recon

1L CATEGORY
M 282
Record: MINIZ-26-2-002 Chesk STenceriems & fofd o b
Basic Information | Contactpersons  Attachments  Requestsand lssuss  Authorised persons
Show the record to co-researchers
Whole project
Application may be submitted starting on Application submission date
2026-11-23 2:00
Category Praject Number Unit ‘Start Date of Mini-Project & End Date of Mini-Project &
Mini-Projects 2026-2 MINIZ-26-2-002 RUK 2027-08-M1 2027-00-30 In preparation
Owner Institution @ Statutory representative @ PASID §
Jan Nowatny i= | ‘ 43073
Project Name @ Expand fisld
\ A
Abstract @ Expand fisld
#
Exclusion of double funding @ Expand field
(7)1 hersty confirm that | am not receiving funding from cther
programs for the same acthities or utputs
A
Risk analysis @ Expand field
A
Sustainability @ Expand field
| .
W m— . Project Open Science Il
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Horizontal principles

Not selected

Not selected

Expected outputs

Total cost of Mini-Project Cofinancing of Mini-Praject (10 %)
al oject. Please

. before .00 Calculated co-participation of 10% of the total costs of the Mini-
ssible total cost is CZK 4,500,000, Project, recalculation takes 1 x 5 minutes.

o

Outputidentification Total ost of output  Domain/thematic. Overlap with Other  Expected output of the project Expected output aceording to the catalogue
cluster Clusters

N records found.

A The system highlights required and recommended items.

Submission of the application will be possible starting on: This field is read-only. On the specified date, the
option to submit the completed application will become available, and a green Submit button will appear in
the lower-left corner of the application (you must refresh or reopen the application).

Application submission date: This field is read-only. After the application is submitted, the date and time of
submission will be displayed in this field. If the applicant withdraws the application and resubmits it, the sub-
mission date will be updated to reflect the date and time of the applicant’s most recent submission.

Category: mandatory item filled in by the system: information about the agenda/form.

Project number: mandatory item filled in by the system: ID number of the Mini-Project, composed of a prefix
(MINIZ-), the serial number of the round and the serial number of the record.

Unit: mandatory item filled in by the system: unit that is managing the applications (all applications in the
Mini-Projects agenda are managed by a unit of the Rectorate of Charles University).

Start date of Mini-Project: mandatory item filled in by the applicant in the first step of submitting
the application: expected start date of realization of the Mini-Project.

End date of Mini-Project: mandatory item filled in by the applicant in the first step of submitting
the application: expected end date of the Mini-Project.

Status: mandatory item filled in by the system: current processing status.

Owner: mandatory item filled in by the system: name of the applicant who created and filled out the
application.

Institution: mandatory item: selection from the list of codes of external organisations.

Statutory representative: mandatory item: indicate the name, surname, or title of the statutory
representative.

PAS ID: mandatory item filled in by the system, internal application identifier
Project name: mandatory item: concise name of the planned project.
Abstract: mandatory item: brief, concise abstract of the project.

Exclusion of double funding: A checkbox and a mandatory field: a sworn statement that the project will not
result in double funding, including a description of how the Mini-Project’s output(s) relate to the outputs of
other projects.

Risk analysis: mandatory item: risk preparedness, risk monitoring settings, risks already known during
preparation of the application.
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Sustainability: mandatory item: now the sustainability of outputs is ensured for a specified period of time
after the completion of the Mini-Project.

Equal opportunities and non-discrimination: mandatory item: please provide a justification for the
compliance of the Mini-Project with the horizontal principle.

Influence of the Mini-Project on the horizontal principle: mandatory item: select a value from a dial and state
whether the influence of the Mini-Project is positive or neutral.

Equal opportunities for men and women: mandatory item: please provide a justification for the compliance
of the Mini-Project with the horizontal principle.

Influence of the Mini-Project on the horizontal principle: mandatory item: select a value from a dial and state
whether the influence of the Mini-Project is positive or neutral.

Total Costs of the Mini-Project: This field is read-only. The system calculates the total costs of the Mini-Project
based on the costs of individual outcomes. The calculation is updated at regular intervals, with a maximum
delay of 5 minutes. If the cost of an outcome changes, you must wait for this update before submitting.

Mini-Project Co-Funding: This field is read-only. The system calculates the institution’s share of the costs
based on the total costs of the Mini-Projects (10%).

Expected outcomes: mandatory item: table with parameters of individual outcomes of the Mini-Project. Fill
in one line for each outcomes of the Mini-Project.
Expected outcomes x

@ o L] Overlap with Other Clusters @

Mot selected Not selectsd

Mot selected

" notchanged X Exit

Outcome identification: mandatory item: select a code from the code list. Select a unique
identification for each outcome. Indicate the same outcome designation later in the title of an
attachment, for example the calculator, for better orientation.

Total cost of outcome: mandatory item: enter the amount of the total cost of the outcome as
determined using the calculator.

Domain/Thematic Cluster: Required field; select from the drop-down list; choose the appropriate
value for the given output.

Overlap with Other Clusters: Optional informational field; free-text field. Enter this if the output also
overlaps with other field clusters. Separate individual clusters with a semicolon.

Expected outcome of the project: mandatory item: describe the outcome and insert a link to the
attachment.

Expected outcome according to the catalogue: mandatory item: select a code from the code list and
select the outcome according to the Catalogue of Outcomes. Exactly one value from the catalogue can
be listed for each outcome.
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Contact Persons tab

The tab is divided into two sections: Primary Contact Person and Deputy Contact Person:

Contactpersons | Amachmenss  Requestsand lssuss  Auth

The primary contact person is p
In addition, enter at least one oth
If you want the contact person’s

ccording to the person who created the request. Fill in the missing data
n in the Centact Person Representative section. This person must have access o the IS VEda aplication and must give consent to participats in the projeet. Once cansent has been given. it will be possible to complete the contact detais
tafive to be able to edit the entire request, you must list this person in the kst of persons with editing access on the Authorised persons tab

Primary contact person™

Primary contact person

Person Relation Contacts. Other Consent to participate
Jan Student & FSV: Faeulty of Social Sciences E-mail: jan student@ruk.cuni.cz

Deputy confact person™
Deputy contact person

+ Dty comset parsan

Person Relation Contacts Other Consent to participate
RND. Jan Garant & FSV- Faculty of Social Sciences E-mail: jan garam@ruk cunicz

Primary Contact Person

Primary contact person™

Primary contact person

Person Relation Contacts QOther Consent to participate

Jan Student @ FSV. Faculty of Social Sciences E-mail: jan student@ruk cunicz I'ﬂl'lll!ﬂ
Uk: 12345678 a3y i reation win UK Frona: 123456789

The primary contact person is pre-entered according to the person who creates the application. Missing
contact information must be entered in the details for person that are displayed when their name is clicked
on.

Workplace:

o in the case of an internal person, indicate your workplace at CU. The system lists all workplaces where
active employment is possible. Select the relevant information.

o Inthe case of an external person, enter the workplace that is indicated in the menu, if it is not pre-entered.
This is the workplace under which you are registered as an external person on the basis of a request in
the registration form in the IS Véda system; usually it will be 'Charles University' or the 'Rectorate
of Charles University'.

Primary contact person fof 1 %
Person Workplace @
STUDENT Jan (12345678} = | % FSV: Faculty of Social Sciences
Activity for the whole duration of the project
Phane Email
Contzat persan 123456788 jan student@ruk cuni ez

Cansent to participate: [EZI)

+ notchanged X Exit

The system notifies you of missing data with an exclamation mark in a blue triangle. Hover your mouse over
the triangle to find out what data is missing:
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Primary contact person*

Primary contactp-———
This record is not walid

Person wnt
Jan Student fi = |tis necessary to fill in the researcher's STUDENT Jan (positionEng) phone. ma
LK: 123

Deputy contac persun

Some of the information in your application may be only recommended, and not mandatory. While the system

will also notify you of recommended data that is missing, it will be possible to submit the application without
this data.

Deputy Contact Person

Deputy contact person™
Deputy contact person

+ Deputy contact person

Person Relation Contacts Other Consent to parficipate

Mo recards found

At least one deputy contact person must be listed in the application. Select the deputy contact person's name
from the list of persons in the dialogue box that opens after clicking on the button.

= Deputy conlsct persan

Deputy contact person x

Person U Workplace @

A|EE‘

Phone Email

Contact person

o notchanged X Exit

In the dialogue box, you can search for a deputy contact from the list of people:

Person
Faculty
Mot selectad
Ferson @
11 Person Workplace 11 Personal
number
m ] PF: Department of Legal Theory and Legal Dectrines 175; [ NI
PF: Department of Legal Theary and Legal Doctrines 175
EC) BN P Deparmentof Forsign Langusges fec —
w p— < Project Open Science Il
k> vl Ministry of Education,
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List contains the names of all persons registered in the system. The selection can be limited by setting a specific
component in the filter and the value in this field can be changed to 'Not selected’ for selecting people from
across CU. If you cannot find the required person on the list, verify that that person is employed by CU or, in
the case of an external institution, verify that they have requested access to IS Véda via the registration form.

Workplace:

o inthe case of an internal person, indicate the CU workplace of the selected person. The system offers all
workplaces where the selected person is actively employed. Select the relevant information.

o Inthe case of an external person, enter the workplace that is indicated in the menu. This is the workplace
under which the external person is registered on the basis of a request in the registration form in the
IS Véda system; usually it will be 'Charles University' or the 'Rectorate of Charles University'.

Every deputy contact person listed in the application must give their consent to participate, i.e. confirm in the
app that their data can be included in the application. Until consent is given, it is not possible to edit any
details of the deputy contact person, including contact information. The request for consent is sent to the
person’s e-mail address as specified in the HR system. Any missing contact information can be added after
they have given their consent to participate.

¥ If you want the deputy contact person to be able to edit the application, you must list this person in the
list of people with editing access on the Authorised Persons tab.

General rules for the inclusion of persons other than oneself (GDPR)

In order to ensure that they are aware of the use of their personal data (GDPR) as part of the application, all
persons listed in the form must give their consent to such inclusion. If you list yourself as the applicant, the
system understands this as a statement of consent; however, consent must be obtained from other persons
who are to be included in the application.

The system sends an automatic e-mail to request the consent of persons listed as the Deputy Contact Person.

Detailed procedure for internal and registered persons

After selecting a person, a window will appear for you to write an optional personal message, which the system
then includes in the automatic e-mail requesting consent to participate.

Consent to participate

The participation consent is required for filling in other fiekds. The request for
consent will be emailed to this person after project changes are saved.
Message. which will be sent tagether with the request, can be written below.

Message for requestee (optional)

Confirming this window does not send the e-mail! E-mails are not sent in bulk to all entered persons until the
changes have been saved (see below).

After this window has been confirmed it will not be possible to edit any additional fields in the detailed
information for the person and no personal or study information will be loaded until the person has given their
consent to participate. A label with the current status of the request ('Request will be sent') is displayed next
to the name of the listed person.
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Deputy contact person *
Person Workplace @
GARANT Jan, RNDr (323455780) = x FSV: Faculty of Social Sciences = x
Phone Email
Contact person
Consent to parficipate: Message for requestee (optional)

i

2 ohamgat % Exit

The application status label is also displayed on the research team's overview.

Deputy contact person*™
Deputy contact parson

+ Dequty contect persan

Person Relation Contacts Qther Consent to participate

RNDr. Jan Garant @ FS\: Faculty of Social Sciences
UK: 323456789 alraady in relation wih UK

The system sends e-mails with a request only after the changes have been saved and it has been confirmed
that they can be sent:

Request for consent

There are persons in the project who have not
been sant 3 request to participate yet. By saving
the changes, a request will be sent. Do you want
to save changes or continue editing the fonm 7

Back io ithe form

The person's status label will change to Pending Consent.

Person Relation Contacts Other Consent to parficipate

RNDr. Jan Garant A FSW: Faculty of Social Sciences
UK: 323466789

‘iraady in ralation wih UK

The applicant is notified of the need to wait for consent by an exclamation mark in a blue triangle:

Deputy contact person™

Deputy contact person

o Dyt Lt o . . .
L EOTEE PR This record is not valid

Person H
= [tis necessary to fill in the researcher's GARANT Jan (positionEng) email.

RNDr. Jan Garant » ltis necessary to fill in the researcher's GARANT Jan |positionEng) phone.

LIK: 333456789

= Person GARAMNT Jan, RMDr. has not yet granted their consent to participate.

You will receive an e-mail telling you whether the contacted person has granted or refused consent.
The decision is indicated with a green or red label:

Person Relation Contacts Other Consent to participate
RNDr. Jan Garant &y FSV: Faculty of Social Sciences E-mail: jan garant@ruk.cuni.cz
Person Relation Contacts Other Consent to participate

RNDr. Jan Garant FS\: Faculty of Social Scisnces
UK: 323456783

Refused

‘iraady i relatian wih UK

If consent is refused, the relevant team member must be removed (see Removing a person from the team).
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If consent is granted, the system will automatically unlock all locked fields and retrieve the remaining personal
information from the code list, or data can be entered manually.

Consent procedure for internal or registered persons
Persons designated as a deputy contact person receive a notification e-mail with a request for consent.

Student Jan sends you a request to join Rmiecli)t)ﬂ(.

By accepting this reguest, you give the project owner an access to your personal information. To either accept or decline
this request, go to the Internal Tenders module of the IS Véda system: https://is.cuni.cz/veda/pas/iga/projects-
my/103757950808/researchers-info

s  Tender: Mini-projects 2025-2
®  Project number: MINIZ-25-2-001
*  Period: 2026-03-15 - 2026-05-13

Your personal information remains in the project even after its end.

*  requestors note:
Kind regards,

15 Veda - PAS
This is an automatically generated email. Please do not reply!

The IS Véda login page opens after they click on the link. If the internal person does not receive/cannot find
the notification e-mail with the request for consent, they can enter the address directly into the browser:
https://is.cuni.cz/veda.

& 15 vada

Informaéni systém tviiréi &innosti, projekta
a mobilit Univerzity Karlovy.

e Enter Username & Password

&7Forgot your password? (D Need heip?

For security reasons, please |og out and exit
your web browser when you are done
accessing services that require
authentication!

After logging in to the system, they must go to the PAS module. In the Other Records tab in the My Records
menu on the left-hand side they will see the list of applications and must then click on the number
of the application for which consent to participate is being requested.

CU Information System 15 Véda portal PAS My records

PAS
B My records
HelpDesk e My records I Other records I

4 proposals found.

-~

+ Mew record

1l catecory 1 mum=er

MINIZ-25.2

They will find their name in the Contact Persons tab, after which they must click on the 'Consent to
Participation' button on the right.
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Deputy contact person™
Deputy contact person

Person Relation Contacts Other Consent to participate

RNDr. Jan Garant & FSV: Faculty of Social Sciences

Consent to participate
Uk: 323456780 already in relation with UK

This button then opens a dialogue box through which they agree to participate by clicking on the green 'Grant’
button or refuse to participate by clicking on the red 'Refuse' button.

Consent to participate X
Person Workplace @
GARANT Jan, RMDr. (3234567389) FSV: Faculty of Social Sciences
Phone Email
Contact
person
Consent to participate: Message for requestee (optional)

+ Grant  x Refuse

Removing a person from the team

If a person is entered by mistake, or if the deputy contact person refuses to give their consent to participate,
you can remove that person by using the button with the rubbish bin icon that appears when you hover your
mouse over the field with the name of the position:

Deputy contact person®
Deputy contact person

+ Deputy contsct persan

Person

RNDr. Jan Garant gy $ o}
UIK: 323256789

Removal of a person still requires confirmation:

[
Dz you really want to remowe record RMDr.
Jan Garant'?

v

Attachments tab

You can add attachments to your application in the tab. Applications cannot be submitted without
attachments that are marked as mandatory. Every attachment has specified permitted file types, and it is not
possible to add attachments in other formats.

To add an attachment, click in the marked space and attach the file from the hard disk or drag and drop the
file into the space.
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Basic Information  Contastpersons | Altachmenfs | Requestsandlssues  Authorised persons

Attach all required attachments. If you have mere than one cutput within the Mini-Project, you must attach a calculator for each sub-output. For better clarity. you can use the identification of each deliverable in the deliverables table on the Basic information tab, include the
identification in the file name andior in the attachment description.

Required attachments are
= Request for the opinion of the WG EOSC CZ
» Opinion of the Thematic/Domain EOSC CZ WG
» Declaration of parties interested in Cooperation as 3 Participating Institution
« Schedule of Outputs
= Lump Sum Caleulator for Mini-Projects (the number of connected calculstors must correspond to the number of outcomes)
= Application signed by the statutory representative*
* The application can only be submitted if a fully completed application for the Mini-Project without missing dat and without errors is attached in the Attachments tab, signed by the statutory representative.

IMPORTANT: If you are asked to modify your documentation as part of the evaluation, please do not delete the original file but attach a new version. Thank you.

11 Name 4 Attachment type 11 Attachment description Actions
-] Request for the opinion of the WG EQSC CZ (Allowed suffixes pdf) Detail i
o Opinien of the ThemativDomain EOSC CZ WG (Allowed suffixes pdf) Detail &
' Decl. of parties inter. in Coop. as @ Part. Inst. (Allowed suffixes pdf) Detail &
o Lump Sum Calculator for Mini-Projects (Allowed suffices csv, xis, xlsx, pd) Detail ik
- Schedule of Cutputs (Allowed suffizes xls. csv. xlsx. pdf) Detail 4
& Application signed by the statutory representative (Allowed suffixes pdf) Detail &
-] Power of Attorney (Allowed suffixes pdf) Detail

Subsequently, a dialogue box in which the correct Attachment Type must be entered is displayed.

Aftachment x
MName Size Uploaded
Request for the Opinion of the WG EQOSC CZ. TO kB 20268-01-28 16:58
Attachment type
| |Request for the opinion of the WG EQSC CZ (Allowed suffizes pdf) w |

Request for the opinion of the WG EQSC CZ (Allowed suffiees pdf)

Opinion of the Thematic/Domain EQSC CZ WG (Allawed suffixes pdf)
Decl of parties inter. in Coop. a5 a Part. Inst. (Allowed suffiees pdf)

Lurnp Sum Calzulator far Mini-Projects (Allowed suffixes csv, ws, xise, pdf)
Scheduls of Outputs [Allowed suffizes =ls, csw, xlsx, pdf)

Applization signed by the statutory representative (Allowed suffixes pdf)
Fower of Attorney (Allowed suffizes pdf)

Cither attachment (Allowed suffiees pdf)

Doz prior to signature of the Agreement/Ameandment
Objection to the Results of Evaluation

You can insert additional text for the file in the attachment description field.

Attachments can also be added directly in the table by clicking the Detail button in the line with the
attachment type:

1 Name 11 Attachment type 1l Attachment description Actions
& Request for the opinion of the WG EOSC CZ (Allowsd suffixes pdf} Detsil &
Opinien of the Thematic/Domain EOSC CZ WG (Allowed suffixes pdf) Detail &
o Decl. of parties inter. in Coop. as a Part. Inst. (Alowed suffixes pdf) Detail &
o Lump Sum Caleulator for Mini-Frojects {Allowed suffixes csv, xis, xlsx, pdf) Detail
F-] Schedule of Cutputs {Allowed suffixes xis, csv. xlsx. pdf) Detail &
& Application signed by the statutory representstive (Alowed suffixes pdfy Detsil &y
-] Fower of Attomey (Allowed suffixes pdi) Detail

Requests and Issues Tab

This tab is used for all communication with the clerk in charge of the Mini-Projects programme. Communica-
tions are also archived on this tab. If you need to request an edit to an application that you no longer have
edit rights to with respect to its status, or add some information, please use the Request for
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a project change button. Likewise, you can add any attachment you want to your application (document
requested by the clerk for example) or request a permissible change to an ongoing project (change of contact
persons

or change of statutory representative). It is also possible to insert a helpdesk query (Ask for help button) in
this tab. If you encounter any technical problems when working with your proposal or application, use the
Report a bug button to contact the clerk for assistance. The clerk may, if necessary, forward the request to
another member of the research team. To file an objection to the evaluation results, click the New
Requirement button.

Requests entered in this way provide a direct link to the specific application from which it was generated and
facilitate the identification of any problem.

Record: MINIZ-26-2-002 v i " & >

Requests and Issues

Reguest for 8 project chaogs - Aoty for @ madfication - ol requests % e Mini-Projcts Oficer If an amendment 1o (he spplication & requined please Indicate what hype of amendment Io e appicaton 1 s and wheher of

nat d s 4 project smendmant with @ mpact on the Conti st Adderahrs |1 jou nees 15 change > wdd & new 1 1 e GER abon jhudee Geactfw (oul regeest and alach Ihe appregoale e

Ak o1 heln - e papose and Arctonally s idenbcal 35 createg § query 10 e hetpdesk ram any pant of Be apohcation The quevy & dwacted prrvarly 1o e oficer who can If necessary Torward £ to the appropaate solver
dependng e the specite mave )|

Rencr! a bug - ol army powd in tieme € you erco

wurder any Sechncal sue with pIocesng with your agpbeation sue his agbon I comlect your affcer for hetp

Now seaurement - I you want 1o sacate Bat you Ssagree wilh Be evakiston iesuls. use s ophion

+ Request for a project change || + Reportabog | <+ Askforhelp | + New requoement

H Poodity  Type Hissoe " 14 Title 1 Creator T Cumvent solver 11 Created 11 Closed T Suste Comments
Component

Mo mcords o

In queries submitted through the Requests and Issues tab, it is necessary to indicate the relevant change,
query or problem (for example, change of the statutory representative, provision of documentation prior to
signature of a agreement, ...) and select the clerk to whom the application or query is addressed. All clerks for
the Mini-Projects programme are listed. The request is assessed by the clerk, and the applicant is informed
about the processing of the request directly in the submitted change request or query. The input form is the
same as when creating a helpdesk query from any part of the application.

| Request for a project change I x

Describe your request

I-Cho:sa a recipient I

4 notchanged X Exit | GEEEE

Authorised Persons tab

Applicants who are also the primary contact person have editorial rights to applications registered in the
IS Véda app at all times. If you want other persons you have indicated as your representatives to have editing
rights to the application, you must enter them in the Authorised Persons tab in the Additional rights to edit
the project as MR table.
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Basicinformaton  Contsctpersons  Amachments  Requests and lssues | Authorisad persons |

In the Additional right to edit the project as MR table. seiect from the modal list those deputy contact persons who should hawe editing fights 10 the request to the same extent as the main contact person

Additional right to edit the project as MR

11 Username 1L Full name

No records found.

Additional right to read the project

+Seless

1l Username. 1 Full name.

No records found

The +Select button opens a modal window in which you can search for and select the appropriate person:

User x
q
Username Personal number
First name Surname
Component Active @
Not selectad Yes v

E- | 1 Usename 1L Full name

We recommend that you add only those persons to the Authorised Persons that you have listed as deputy
contact persons in the Contact Persons tab.

Systematic review of the application

The Check button can be used to verify the status of the mandatory items while filling in the application;
however, before doing this the form has to be saved.

Basicinformation | Contactpersons  Atachments — Requestsandlssues  Authorised persons

After the button has been pressed, the system checks that all mandatory items have been completed.
It highlights any missing data that has to be added. Example:

Check result x

= Basic Infarmation

Field ‘Risk analysis*' is required. &
= Contact persons

The number of researchers at position Deputy contact person must be minimum 1. &
= Attachments

The file itseff is not yet uploaded to attachment of type 'Lump Sum Calculator for Mini-Projects’, &

The system also checks whether all persons have given their consent to participate. If all details have been
filled in, the check is successful, and the application can be submitted.
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Check was successful

Mo problems were found.
Print/Export application

The print button (downward-pointing arrow icon is located at the top right, next to the Check and Tender
terms buttons.

W Check  jSTenderterms & §

Submission of application

The Mini-Projects programme requires that a copy of the application that has been signed by the statutory
body be included with the attachments before submission. Before submitting the application, it is necessary
to download a fully completed application (i.e. an application in which all mandatory fields in all tabs have
been filled in and all mandatory attachments have been added, with the exception of the attachment
'Application signed by the statutory representative’), have the application signed by the statutory body and
upload the signed application in the Attachments tab with the type 'Application signed by the statutory
representative’. Only after these attachments have been added can the application be forwarded for further
processing by pressing the Submit button (in the lower left-hand corner of the screen).

After pressing the Confirm button, you will no longer be able to edit the application. At the moment
of submission, the record passes to the responsibility of the clerk, who further processes the application. It is
possible to contact the clerk by message, i.e. insert a question or request using one of the buttons on the
Requests and Issues tab, at any time during the processing of the request by the clerk.

Submit x

Applicant - Submit

Confirm action

In the event of a verifiable technical failure of the IS Véda information system or other technical problems on
the part of Charles University that prevent the applicant from submitting the application by the deadline or
that may affect the order of the application based on the date and time of submission, the applicant is required
to notify Charles University of this fact without undue delay and to substantiate it with available evidence,
particularly a screenshot showing the date and time it was taken or other relevant documentation. However,
providing evidence of technical difficulties does not in itself constitute grounds for including the application in
the evaluation or for changing its ranking.

A Applications submitted before the total allocation for financial contributions reaches 150% will be

accepted for evaluation. Information indicating that the capacity for accepted applications has already been
reached will be posted on the PAS board and in the Tender terms.
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Drawing back an Application by the Applicant

If, after submitting your application, you realize that you need to make changes or add information to it, you
can withdraw the application - provided its status is Submitted - by clicking the Draw back application button.

After making the changes, you can resubmit the application under the same conditions as the initial
submission - that is, all required fields must be filled out, all required attachments must be included, and the
application submission period must still be open. In this case, the application submission date will be updated
to reflect the resubmission.

Returning the Application to the Applicant

If, in the course of processing, the clerk finds that some data needs to be added or modified, the application
will be returned to you. You will be informed by e-mail about the return of the application for completion and
you will be able to edit records with the status Returned. When editing the application, follow the instructions
of the clerk and make the required adjustments. In the event that any of the attachments needs to be
modified, do not delete the original attached file, but upload a new version of the document in all cases.
Once you have completed all revisions, submit the application no later than the deadline set by the clerk when
the application was returned to you. The deadline set by the clerk will be indicated on the application in the
‘Exception to’ field. After submitting the application, its status will return to ‘Submitted’ and it will be handled
by the clerk, who will review it and queue it for processing. In this case, the date and time of submission remain
unchanged.

Record: MINIZ-26-2-002

Basic Information Contact persons

Exception to

2026-08-15 17:00

Processing of submitted applications

After applications are submitted, each application first undergoes a formal review and an admissibility
evaluation. Applications are reviewed to ensure that they meet formal requirements and requirements for
admissibility. This is followed by substantive evaluation by the committee of evaluators who, at their meetings,
assess individual applications, following which the chair of the committee fills in the evaluation protocol either
personally or on behalf of the clerk.

Exclusion of an application following a formal and admissibility evaluation
If an application is excluded at any stage of the formal review and an admissibility evaluation, this fact is

indicated in the application by a change in the status to Rejected following a formal and admissibility
evaluation. You will be informed by e-mail of any exclusion from the evaluation process.

Recommended for signing the Agreement/Amendment without reservation

Once the substantive review - or, if applicable, the corrective substantive review - is complete, the applications
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are transferred to the final status. If an application has been recommended for signing the Agreement/Amend-
ment without reservations, you will need to submit the documents required prior to signing the agreement,
such as Criminal Record Extract for Natural Persons Serving as Members of the Statutory Body, Completed and
signed Assessment of Undertaking in Difficulty Criteria, Certificate of No Outstanding, etc. Upload all
documents required for signing the AgreementS/Amendment to the system under the Documents for the
Agreement/Amendment tab:

Recornd: MINIZ-26-2-003 o Chick  F= Tands ' & 1 L 5

T Emglimh neme 11 Year Aspart type Dwcriprhion Attctenent counl

P deiped fouid

Click the ‘Report management’ button to open a modal window for adding attachments:

Reporl management L

Repart type T rear 4 Enghish name Description Anachment count

Mo records iound

Please upload all required attachments one by one under the appropriate attachment type. You can upload
multiple files under a single attachment type.

IMessages x

Report type Year

l |Mot selected v ‘

Hot selected English name

Contract / Amendment

Criminal Record Extract for Matural Persons Serving as
Members of the Statutory Body

Tax Clearance Certificate Expand field

Cerificate of No Quistanding Social Security Liabilities

Agsessment of Underiaking in Difficulty Criteria
Declaration of Affiliation with Other Enferprises
Declaration of Enterprize Size
Annual Financial Statements /4'
Cther
Attachment

There is no attachment yet.

' not changed  * Exit

If you have uploaded all the documents required to conclude the agreement/amendment, indicate this on the
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application by clicking the Documentation delivered button. After reviewing the documents, the clerk will
compile them and then upload them to the Attachments tab of your application with the type ‘Documentation
prior to signature of the Agreement/Amendment’. Once the documentation is complete and the
agreement/amendment is signed, the request will be changed to the status ‘Accepted for realization’. If,
during the review, the clerk finds that not all required documents are present, the request will be changed to
the status ‘Documentation for signing the Agreement/Amendment is incomplete’, and you will be notified via
email about the missing items.

Recommended for signing the Agreement/Amendment with reservations

If the application is accepted with reservations, you must first deal with all reservations, i.e. make the required
changes to the application. If changes need to be made to the attached documents, do not delete the original
document, but attach a new version of it. After completing all modifications, return the application with the
Reservations settled status to the clerk for review and further processing.

View protocols

For the statuses Returned, Rejected following a formal and admissibility evaluation, Not Recommended for
Signing the Agreement/Amendment, Placed in the reserve list, Recommended for signing the
Agreement/Amendment, but will not be implemented, Recommended for signing the Agreement/
Amendment without reservation, Recommended for signing the Agreement/Amendment with
reservations , Documentation for signing the Agreement/Amendment delivered, Documentation for signing
the Agreement/Amendment incomplete and Accepted for realization, evaluation protocols will be available
in the IS Véda app. You can view them in the detail of the application using the Display protocols icon.

CU Information System - IS Védaportal ~ PAS Projekizakizka
PAS A~ +f Check {Z= Tender tarms

B My records

All protocols that have been completed during the processing of the application will be available: formal
evaluation report, admissibility evaluation protocol or, if applicable, substantive evaluation report or
corrective substantive evaluation report.

Protocols *

15 Name

Formal evaluation
Admissibility evaluation
Substantive Evaluation Report

3 records found.

* Eit

You can also download the protocols using the icon in the lower left-hand corner of the protocol.
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Objection to the Evaluation Results

The applicant is entitled to file an objection to the evaluation results. An objection may be filed exclusively
using the objection form (Appendix 1 of the Methodology). This document must be uploaded to the ‘Requests
and Issues’ tab, where the applicant creates a new record by clicking the New requirement button and
attaches the document.

Final Report, Sustainability Report
Final Report
Every applicant whose Mini-Project has received funding is obliged to submit a Final Report within 30 days

from the completion date of the Mini-Project. Documents must be uploaded in electronic form to the
Mini-Project realization record on the Reports tab in the IS Véda app.

Basiclnformation  Contactpersons  Budget  Attachments | Reports | Requests & [ssues  Efigible persons

1 Title 4 Status 14 Deadline 14 Submition date
MINIZ-25-2-004: FinalReport <: In development 2026-02-27 1:00
1 record found

1 Title 1l Status 1L Deadline 1L Submition date

Mo records found.

To attach a report, the record must have the status 'Project completed'. If you want to attach a report and the
record does not have the above status, please contact support through the HelpDesk.

If the project has the status 'Project completed’, a record in the Final Report table in the 'In development'
status should be generated in the Reports tab.

1l Title ) Status 14 Deadline 1} Submition date

MINIZ-25-2-004: FinalReport [ in aoveiopment | 2026-02-27 1:00

1 record found.

Click on the value in the Name field to open the report in edit mode. Please upload the required documents
to the detail of the Final Report.

MINI-PROJECTS: Final report - MINIZ-25-2-004: FinalReport

Code of the project Name of the project

MINIZ 25-2-004 * In development
Institution Primary contact person Deputy contact person

Pardubicks krajski nemacnice, a.5. .| ]

Report submission infarmation:

ZavEreEnou zpravu odevadejte do 30 dni od ukengeni projektu. VioZte wiechny pofadované prilohy a poté stisknéte tladitko Odevedat
Submit the final report within 30 days of the projest's completion. Include all required attachments and then click the Submit button.

& Download all attachments visible here @

» Required for posiive transition: () Final r2port

5~ Detail Name Size  Type Uploaded Uploaded the first version Archive format  Rank

No records found

Next, press the Submit button to transfer the report to the clerk for the Mini-Projects programme.

& p— < Project Open Science Il
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1l Title T} Status 1l Deadline 1} Submition date
MINIZ-25-2-004: FinalReport 2028-02-27 1:00 20260128 17:21

1 record found.

The clerk will check the report. If additional information is needed, the final report will be returned to you,
and you will be notified via email. Once you have added the required information, resubmit the report. If the
final report contains all the necessary information, the clerk will evaluate whether the Mini-Project’s
deliverables have been formally fulfilled and will mark the report as Approved, partially Approved, or Rejected.
You will also be notified of the result via email.

11 Title 14 Status 1} Deadline 11 Submition date
MINIZ-25-2-004: FinalReport = 2026-02-27 1:00 2026-01-28 1721

1 record found

Sustainability Report

A Sustainability Report is required for a period of five years following the end of every realised Mini-Project
that has been successfully completed. Documents must be uploaded in electronic form to the Mini-Project
realisation record on the Reports tab in the IS Véda app.

Basiclnformation  Contactpersons  Budget A:tsc"E'tsI Reports | Requests & lssuss  Eligible persans

14 Title 14 Status 1} Deadline 14 Submition date
MINIZ-25-2-004: FinalReport | Finasnea | 2026-02-27 1:00 2028-01-28 17:21

1 record found.

14 Title 11 Status 14 Deadline 1 Submition date
MINIZ-25-2-004: SustainabiityReport 2026 <:: In development 2026-02-27 1:00

1 record found.

To attach a report, the record must have the status 'Sustainability of the project'. If you want to attach a report
and the record does not have the above status, please contact support through the HelpDesk.

If the project has the status 'Sustainability of the project’, a record in the Sustainability Report table in the
'In development’ status should be generated in the Reports tab.

14 Title 4 Status 1} Deadline 14 Submition date
MINIZ-25-3-004: SustainabiityReport_2026 In gevalopmant 2026-02-27 1:00

1 record found

Click on the value in the Name field to open the report in edit mode. Please upload the required documents
to the detail of the Sustainability Report.
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MINI-PROJECT S: Sustainability report - MINIZ-25-2-004: SustainabilityReport_2026 2
Code of the project Mame of the project
MINIZ-25-2-004 x In development
Institution Primary contact person Deputy contact person
Pardubick krajsk nemocnice, 5.5 ] R

Report submission information:

Zpravu o udrditelnosti je povinné odevadat 1, 2, 3. 4 a 5 let po ukongeni projekfu. Zpravu odevadejte do 30 dni od vjrogi ukongeni projektu. Vioite viechny poadované piilohy a poté stisknéte Hagitko Odevadat.
The sustainability report must be submitted 1, 2, 3, 4, and 5 years after the end of the project. Submit the report within 20 days of the anniversary of the project's completion. Attach all required attachments and then click the Submit button.

& Download all attachments visible here @

» Required for positive transition

Detail Name size  Type Uploaded Uploaded the first version Archive format Rank

Mo records found.

Next, press the Submit button to transfer the report to the clerk for the Mini-Projects programme.

11 Title 11 Status tl Deadline 14 Submition date

MINIZ-25-2-004: SustainabilityReport_2026 2028-02-27 1:00 2026-01-28 17:42

1 record found.

The clerk then checks the report. If the report needs to be supplemented, it is returned to you. You will be
notified of this by e-mail. Otherwise, they mark the message as approved.

The clerk will review the report. If additional information is needed, the sustainability report will be returned
to you, and you will be notified via email. Once you have provided the requested information, please resubmit
the report. If the sustainability report contains all the necessary information, the clerk will mark it as Approved
or Rejected. You will also be notified of the result via email.

1 Title 1 Status 1} Deadline 11 Submition date
MINIZ-25-2-004: SustainabilityReport_2026 m 2026-02-27 1:00 2026-01-28 17:42
1 record found.

Support — HelpDesk

You can contact the system support of the PAS module using the built-in HelpDesk or directly in the app via
the Requests and Queries tab.

Using the navigation on the left-hand side of the screen, click Ask for help to open a window for you to
complete your query.

I
CU Information System 15
PAS w
HelpDesk A

£ Ssttings -

Now describe in detail what you need help with. Choose as one of the recipients the Mini-Projects clerk and
click on Create to send the query.
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I Enter your question or describe an issue here. If there is more than one, please submit each of them separately. I
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Click into the field to select the recipient

Artach a file

Not selecied

# notchanged X Exit

As soon as someone responds to your question, you will be sent a notification e-mail, which also contains
a link leading directly to the detailed reply to your question. You can check the status of your query at any
time in the List of issues section in the left-hand side of the screen. Here, you can search for all the queries

you have ever entered or dealt with in the system.
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