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

Applications are submitted via the PAS (Projects and Competitions) 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).

@ Aplikace UK

‘Obecna webova aplikace UK.

@ Enter Username & Password

Username iz a required field

Password:*

LOGIN

z’-’ﬂggvouruassword? @Need help?

For security reasons, please |og_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.

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 Tenders) button.

CU Information System 15 Véda Portal

1S Viéda Portal v
Welcome lo IS Véda SIGNPOST. Press fhe button lo go fo the desired module/system
Support and
ot The operation of the system i governed by the Rector's Directive n_40/2021 (published only in czech though). A 15 Vida
description of the individual modules see below Access fo some modules is open only to selected users depending
Erenrie s ¥ on their work dutes.
e Do you need help? Leam about the support policy.(yet only in czech).
pider v
Extemal subjects v Slatus expected from October 1, 2025: PAS records will be managed by the new Rector's Directive 042025, which is
currently in the approval process. The Reclor's Directive number and URL will be added as soon as they are known
and published on th CU websile.

under the responsibility of the Science and Research Department (QVaV RUK):
* czech grants:

- projects under Act. No 130/2002 Call. on Research Support (also CEP projects) OoBD My Identifiers
Outputs

» other czech grants
- international grants
- CUNI grants: Primus, UNCE, Charleston, Minigrants, Returns, SVV, Start
under the responsibility of the International Relations Department (0OZV RUK):
* mobility: Mobility fund, Suport for the Intemationalisation, Erasmus for Employees
under the responsibility of the Project Support Department (OPP RUK}: COOP VYR
 registered in CEP
* outside the scope of Act No. 1302002

under the responsibility of the Center for Knowledge and Technology Transfer (CPPT): Cooperatlo & Classification Compeiltlve Hlnng

+ contract research
+licenses
necuesten RECANISATION Documentation & FAQ
EXTERNAL 1S Veda]
During the summer of 2025, the records are being transferred from the older GAP module to the PAS module. (external org. entities)

RNats in the (24D madule i now swailahle in readanhs mode

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.
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https://cunicz-my.sharepoint.com/personal/11563713_cuni_cz/Documents/Soubory%20z%20chatu%20aplikace%20Microsoft%20Teams/IS%20Věda%20information%20system
https://cunicz-my.sharepoint.com/personal/11563713_cuni_cz/Documents/Soubory%20z%20chatu%20aplikace%20Microsoft%20Teams/IS%20Věda%20information%20system
https://is.cuni.cz/veda

CU Information System IS Véda portal PAS My records

PAS N
+ New record <: a

B My records

HelpDesk " | My records | Other records

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 returns.
oK

CU Information System > IS Véda portal - PAS New record

PAS ~

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

HelpDesk v Ratums

RTNS25 2025

Returns 2025

Units Deadline a

UK 2025-11-03
12:00

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.

Information £ Research team Aftachments Requests & [ssues

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 o
Show the record to co-researchers
Whole project
Category™* University Unit** Start Date** @ Due Date** g
Returns 2025 &L | = ] [ &L ] ’ &L
(S

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
ared 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.
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Start date, Due date
Choose the dates of the project from the calendar. The duration of the project must be stated in whole

montbhs, i.e., beginning on the first day of the month and ending on the last day of the month. The project
duration must be within the specified range, with a minimum duration of 2 years and a maximum duration
of 3 years.

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.

Completion of an application

The application form consists of several tabs. Each tab contains important information that must be filled in.
Required fields are marked with asterisks **. At the top of the form, on the Basic Information tab, there is a
header with the application identification details (application number, category, applicant, application
status); these details are filled in automatically by the system and cannot be changed. When filling out the
form, you can use the help function, which appears when you click on the icon # .

You can save your application at any time using the floppy disk icon button and then return to it later (each
tab can be saved separately). Saving does not submit the application; submission is only possible after all
required information has been filled in and the Submit button has been clicked. You can therefore edit your
application as you wish until you decide to submit it.

You can access your pending application again via the My records menu. You will find it on the tab with the
same name, My Records. Open it by clicking on the application number.

CU Information System ISVédaportal - PAS My records

PAS ~

+ New record Q
B My records
HelpDesk " | My records | Other records

49 proposals found =

1 caATEGORY T4 NUMBER 1 Tme RECORD STATUS m
NS25-

miazs o o

Basic information tab
On the first tab, you need to provide basic information about the project for which you are applying for
financial support, including the requested financial contribution and its justification.
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Basic information £ Research team Attachments Requests and Issues

|

Show the record to co-researchers

Whole project
Category™ Project Code™ University Unit™ Applicant*™ PAS ID™*
Returns 2025 RTNS25-004 PF = X Jan Student 38083
Start Date™ @ Due Date™ &
In preparation 2026-02-01 2028-01-31
Project Name** @ Expand field Annotation™ @ Expand field
)
)
Basic identification and description™ g Expand field Description of the objectives of the project™ g Expand field
¥ ‘ )
Basic identification and description™ @ Expand field Description of the objectives of the project™ @ Expand field
s ‘ 4
Planned activities and research methods* @ Expand field  Results and oulputs of planned activities* @ Expand field
4 ‘ 4
Project schedule™ ¢ Expand field dentification and description of the gender dimension™ @ Expand field
£ ‘ £
Amount requested™ @ Justification of the budget™ @ Expand field

Expertise™ @

Research team tab

The tab is divided into sections: Principal Investigator, Supportive Professional Team, Internal Mentor,
External Mentor.

The Principal Investigator is pre-filled according to the person submitting the application and cannot be
changed. The Principal Investigator section is pre-filled with information from the personnel system; other
details must be added.

The Supportive professional team is not mandatory. If other persons are to participate in the project, there
can be a maximum of 4, and the total sum of their working capacity cannot exceed 2. Only persons affiliated
with Charles University (internal persons) can be members of the supporting expert team, so they must be
selected from the Charles University personnel database.

Every supportive professional team member 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 team member, 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.

Co-funded by ’\Kﬁr | :
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A mentor is mandatory and only one must be listed on the application. If the mentor is a person affiliated

with Charles University, they must be listed in the Internal Mentor section and selected from the Charles
University personnel database.

Internal mentor listed in the application must give his/her 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
internal mentor, 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 the mentor is from another institution, their details must be entered in the External Mentor section. In this
case, basic information about the mentor must be entered and, after saving the application, a pre-filled form
for the mentor's consent to participate in the project must be downloaded from the External Mentor table in
the Export column. The form signed by the mentor must then be uploaded as an attachment of the type
Consent to Participation. After entering mentor’s consent to participate, you can enter additional information
about the external mentor — contact details, external organization, other information. If you want to enter an
external organization and cannot find it in the list of organizations, please contact support through the
HelpDesk.

Detailed instructions for granting consent to participate in the project for internal and external persons are
provided in the chapter General rules for inclusion of persons other than oneself.

Basic information Research team Attachmentis Requests and Issues

Principal investigator

Principal investigator

Person Relation Contacts Other Consent to participate
I ———— PiF: Department of Philosophy E-mail: [ERImreE m
Uk I and History of Science : Work capacity: 0.8

ORCID: I already in relation with UK Phone: 123456789

Internal people in the project
Supportive professional team

=+ Supportive professional team

Person Relation Contacts Other Consent to participate
. . PF- Department of Envi tal  E-mail ttzchments: 1
S— ranted
UK: 65611829 Law Phone: 123 Wiork capacity: 0.2
aiready in relation with UK

Internal mentor

4 Internal menter

Person Relation Contacts Other Consent to participate

. PF: Depariment of Public E-mail: | Aftachments: 1 Granted

ur: I Internafional Law Phone: 123456788 -

orcn: already in relation with UK
External people in the project
External mentor

+ External mentor

Person Relation Contacts Other Consent to participate Export

Jan Novék Net defined E-mail: xyz@gmail.com Aachmans: 2 m + Exports

Phone: 123456788
Total capacity of supportive professional team The total capacity of the supportive professional team
may be a maximum of 2 FTE.
165

&= 2

If an icon with an exclamation mark in a blue triangle is displayed next to any person, it means that not all

required fields have been filled in. Hovering the mouse over the triangle will reveal which information is

Co-funded by V\Kﬁ ~ missing.
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. This record is not walid
Applicant

Principal investig

« ltis necessary to fill in the STUDENT Jan {f{roleEng}}) Work capacity.
Person = Field "Senior / Juniar for o UDENT Jan (Principal investigater) is required. Other Consent to participate
. = Amtachment of type ‘Docs conf. compl. with the def. of a career break' i required for researcher STUDENT
Jan Student A i o : . m
— = Attachment of type 'CV" is required for researcher STUDENT Jan.

« Amtachment of type ‘Career plan’ is required for researcher STUDENT Jan

Internal peopl

You can fill in information about any person in a modal window that opens when you click on the person's
name in the table of persons in the given section. Fill in all the required fields in the open window. Additional
information is provided in the help sections for each field.

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 Supportive Professional
Team member or Internal mentor.

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 fiekis. The request for
consent will be emailed to this person after project changes are saved.
Message. which will be sent together with the request, can be written below.

Messape 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.

Internal mentor x

Person Workplace @
GARANT Jan, RNDr. (323456769)

X FSV: Faculty of Social Sciences

Activity for the whole durafion of the project

Phone Email

Contact person

Consent to participate: Message for requestee (optional)

ORCID ©

Researcher identifier

Attachments

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

Person Relation Contacts Other Consent to participate
[7] FEV: Faculty of Social Sciences
UK: 323456789 already in relation with 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

tha changes, 3 request will be sent. Do you want

to save changes or continue editing the form?
Back io the fom

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

Intemnal mentor
+ Internal mentor
Person Relation Contacts Other Consent fo participate
RNDr. Jan Garant g FSV: Faculty of Social Sciences

UkK: 323456789 alreaty in resation with UK

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

This record is not valid
Internal mentor

Intzrmal mentao:
O « Itiz necessary to fill in the researcher's GARANT Jan (positionEng) email.

» It iz neces=zary to fill in the researcher's GARANT Jan (positionEng) phone.

Person « Person GARANMT Jan, RNDr. has not yet granted their consent to parficipate
RMDr. Jan Garant 4 « Field "Year of PhD.* for researcher GARANT Jan (Infemal mentor) is required
UK: 593456789 « Field 'Domainthematic cluster 15 for researcher GARANT Jan (Internal mentor) is required.

» Field 'l declare that the work capacity of mentor allocaled to this project will not exceed 0.2 FTE' for researcher
GARANT Jan (Internal mentor) is required

External pEOpIE o « Aftachment of type "CV" is required for researcher GARANT Jan.

External mentaor assignr

« Enter basic infom

[ PR [ B e Bl G e Fomomm Bl Aol BemBm e} e e

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 jy FSV: Facuity of Social Sciences E-mail: lenka.senftova@ruk.cuni.cz

UK: 323456789 already in refation with UK w
Person Relation Contacts Other Consent to participate

RNDr. Jan Garant g F5V: Faculty of Secial Sciences Refused

UK: 323456783 already in relation with UK

If consent is refused, the relevant team member must be removed (see Removing a person from the team).

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 by internal or registered persons
Persons designated as a supportive professional team member or internal mentor receive a notification e-
mail with a request for consent.

Co-funded by ’\K%r
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I . s<nds you a request to join project TEST.

By accepfing this request, you give the project owmer an access to your personal information. To either accept or decline this
request, go o the Inlemal Tenders module of the IS VEda system: hifps./fis.cuni.czfvedalpas/iga/projects-
my/ 10385890838 1/researchers-info

* Tender: Returns 2025
* Project number: RTN 525-001
* Period: 2026-02-01 - 2028-01-31

Your personal information remains in the project even after its end.
* requestors note:

Kind regards,
IS Véda - PAS
This Is an autornatically generated email. Please do not reply!

[fautomatic email]

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 véda

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

e Enter Username & Password

LOGIN

&’Forgot your password? (D Need heip?

For security reasons, please log 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 Infermation System 15 Véda portal m My records

PAS ~
4+ New record
B My records
& Assessment My records Other records
HelpDesk w 4 proposals found.
1} CATEGORY 11 NUMBER
= RTHS25-004

They will find their name in the Research team tab, after which they must click on the 'Consent to Participation'
button on the right.

Internal mentor

Person Relation Contacts Other Consent to participate

RNDr. Jan Garant gy F3V: Faculty of Social Sciences Consent to participate
UK: 323456720 already in relation with UK.
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https://is.cuni.cz/veda

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, RMNDr. (323456739) 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 supportive professional team member or internal mentor 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:

Internal mentor

4 Internal mentor

Person

RNDr. Jan Garant & :> m

K- 323456789

Removal of a person still requires confirmation:

i
D you really want to remowe recond RNDr.
Jan Garant'?

v

Attachments tab

You can attach files to your application on the tab. The list of required attachments is provided in the
instructions directly on the tab. You can download the calculator and RIS3 strategy agreement in the
competition rules. Applications cannot be submitted without the attachments marked as mandatory. Each
attachment has specified file types that are permitted; attachments in other formats cannot be added.

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.

Co-funded by ’\Kﬁl o
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 Check 5= Tender terms

Basic information Research team Attachments Requests and Issues

Please attach the required attachments:
= Lefter of intent
« Statement from the dean of the faculty or director of the university institute where the retum grant will be implemented
= Cost calculator for retum grant applicafions:
« Compliance with the RIS3 sirategy

Obligatory attachments: Letier of infent (Allowed suffixes pdf), Statement by the Dean of the Faculty (Allowed suffixes pdf), Calculator Activity 3 application for Return grant (Allowed suffices xis, xisx, csv), Compliance with the RIS3 strategy
{Allowed suffixes pdf, csv, xis, xisx)

Aftachments

+ Drop file here to upload, or browse.

11 Name 11 Attachment type 11 Attachment description Actions

& Letter of intent (Allowed sufiixes pd) Detail &
Statement by the Dean of the Faculty (Allowed suffices pdf) Detail A

& ‘Calculator Activity 3 application for Retumn grant (Allowed suffixes s, Detail A
sx, csv)

& Compliance with the RIS3 strategy (Allowed suffixes pdf, csv, xls, xlsx) Detail &

s

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

Attachment ®
Name Size Uploaded
LetterOfintent pdf 70kB 2025-09-25 19:02
Attachment type
[ Letier of infent (Allowed suffixes pdf) w J

Statement by the Dean of the Faculty (Allowed suffixes pdf)

Calculator Activity 3 application for Retum grant (Allowed suffixes xls, xlsx, csv)
Compliance with the RIS3 sirategy (Allowed suffixes pdf, csv, xls, xlsx)
Caoniract documentation

# changed X Discard atiachment

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:

T1 Name 11 Attachment type 1} Attachment description Actions

& Letter of intent (Allowed suffixes pdf)

& Statement by the Dean of the Faculty (Allowed suffixes pdf) Detail g

& Calculator Activity 3 application for Retum grant (Allowed suffixes xis. Detail &
xlsx, csv)

Fd ‘Compliance with the RIS3 strategy (Allowed suffixes pdf, csv, xds, xdsx) Detail 4

Requests and Issues Tab

This tab is used for all communication with the university clerk in charge of the Returns programme.
Communications 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 a
project change button. Likewise, you can add any attachment you want to your application or document
requested by the clerk or request a permissible change to an ongoing project (change of supportive

Co-funded by ’\K%r
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professional team member, change mentor or change due date of project). 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.

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.

Basic information Research team Attachments Requests and Issues

Request for a project change - Apply for a modificafion - all requests fo the Returns Officer. If an amendment to the application is required, please indicate what type of amendment fo the application it is.

= Tender terms

Ask for help - the purpose and funclionality is identical as creating a query to the helpdesk from any part of the application. The query is directed primarily fo the officer. who can, if necessary, forward it to the appropriate solver (depending on
the specific issue).

Report a bug - at any point in time, if you encounter any technical issue with proceding with your application/mobility. use this opfion to contact your officer for help.

+ Request for a project change + Report a bug + Ask for help

1 Priority  Type 11 lssue T 11 Title 11 Creator 11 Current solver 11 Created 11 Closed 11 State Comments
Component

Mo records found

Request for a project change

An applicant whose Return has been approved for financial support may submit a request for change.
In the request submitted via the Requests and Issues tab, it is necessary to specify what change is
involved (e.g., a change in the research team). All requests for changes must be recorded in the IS
Science application. The request is reviewed by a clerk, and the applicant is informed of the outcome
directly in their submitted change request.

The entry form is identical to the one used when submitting a query to the helpdesk from any part
of the application. The only difference is whether it is a general query or a specific request to change
the information in the application.

Request for a project change x

I Describe your request I

Aftach afile

Mot selected F'y ‘

Choose a recipient

»# notchanged X Evit Bl Create

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.

D i Tengrferms
Basic information Research feam Aftachmenis Requests and Issues
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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 information
o Operation result "Maximum of requested amount” is not valid (value must be <= 10000000). Cumrently is 10999399 93
ol
s Dynamic field Expertise™ is required for staie change &
= Research feam
« Itis necessary to fill in the researcher's STUDENT Jan (posifionEng) phone. &
s Attachment of type "Paricipation consent’ is required for researcher NOVAK Jan. &
o The number of researchers at positions Internal mentor, External mentor must be equals 1. &>
« Aftachments
e The file itself is not yet uploaded to attachment of type 'Statement by the Dean of the Facully”. 2>
o The file itself is not yet uploaded to attachment of type 'Compliance with the RIS3 sirategy’. &*

x Exit

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.

Check was successhiul
Mo problems were fiownd.

Print/Export application

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

o/ Check (= Tenderterms & : 1ofd0 >

Basic information Research team Aftachments Requests and Issues Retums proposal

Submission of application

Only applications that have successfully passed the system check (see above) can be submitted. Use the
Submit button (in the lower left corner of the screen) to submit your application.

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.

Submit x

Applicant - Submit
Confirm action.

If the application period has not yet ended, it is possible to withdraw the application, edit it, and resubmit it.
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If the collection has already ended, it is no longer possible to withdraw the application. In this case, you can
contact the clerk by message only, 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.

Processing of submitted applications

After the application collection period ends, internal processing takes place. The application is checked to
ensure that it has been submitted correctly and meets the eligibility criteria. If the application is rejected at
this phase, it is moved to the status Excluded in the 1st round.

This is followed by a substantive evaluation process by evaluators, who assess the application and complete
an evaluation protocol. The result of the substantive evaluation is a decision on whether the application will
be Accepted or Rejected or possibly Rejected due to capacity reasons (Rejected — alternate). The application
is then transferred to the appropriate status. In the statuses Rejected, Accepted, Rejected (alternate), Grant
accepted by applicant, Grant not accepted by applicant, reports with the results of the substantive evaluation
will be available.

+” Check = Tenderterms | Display protoc

Basic information Research team Attachments Requests and Issues

Managing accepted applications

If your application for a Return grant is accepted, the project realization record is also managed in the IS Véda.
For you as the principal investigator, the record is read-only for the entire duration of the project. If you want
to make any changes to the record, submit a request on the Requests and Issues tab. A list of changes that can
be made during the project realization is provided in the methodology. If you request changes to the
supportive professional team or changes to the work capacity, please provide the information carefully so that
it is clear what work capacity will apply for what period. If you want to add another member to the team,
please include their personal UK number (UKCO) in the request. You must also include a CV of new team
member in your request for change. CV is mandatory for every member of the supportive professional team.

Interim report

Every applicant whose project has received financial support is required to submit an interim report within 14
days after the end of each month of project realization. Form for filling in the interim report and attaching
relevant documents to your project realization record can be found on the Reports tab in the IS Véda
application.

Basic information Research team Aftachments | Reports | Requesis and Issues

RETURNS: Final report

14 Title 14 Status 1l Deadline 1l Submition date

No records found.

RETURNS: Interim report

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

RTNS25-009: InterimReport_1 In development 2026-03-14 23.59

1 record found.

In the Interim Report section, a form for the interim report for the period just ended will be generated each
month. The column shows the status of the report, which is "In development" after generation. The Deadline
column shows the date by which the report must be completed and submitted. Open the form by clicking on
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the form name in the Title column. If you press CTRL and click on the report name, the form will open in a new
window.

RETURNS: Interim report - RTN S25-009: InterimReport_1

A 3

Workload of the Pl in the Return Grant

Faculty/Part of CU Code of the project Name of the Principal Investigator (FTE}

2. Ikaiska fakulta RTNS25-008 PRINCIPAL Investigator (50027243) 060
Start date of the Return Grant Due date of the Return Grant Period Report submission deadline Interim report order Total count of interim reports

2026-02-01 2029-01-31 12028 2026-03-14 23:50 1 38
Supportive professional team

14 Team member 14 Working capacity

Q THIRD Member 050
Q SECOND Member 0.50
Q FIRST Member 0.50
Q FOURTH Member 0.50

Information on submitting the repart

‘Submit the interim report within 14 days of the end of the month for which the report is being submitted. Fillin the required fields, attach all required sttschments and then press the Submit bution,
The implementation calculator must be included in every interim report {attachment type Calculator Activity 3 realization of a retur grant).

The calculator can be downloaded from the Tender Terms on project detail or here: hitps:fiopp.cuni.cz/OPP-148-version 1-annex_no_3__ activity_3_return_grant_jimplementation_calculator xisx
The data management plan must be attached to the Gth repont and whenever there is 2 change (attachment type Data management plan).

If mobility took place in a given month, a report on the course of mobility must be attached (attachment type Documents relating to mobiliy).

If training tack place in 2 given month, the relevant cenificate must be attached (attachment type Training cenifcate)

The team activity overview for 2ach member of Supportive professional t2am must be included in every interim report (attachment type Overview of team members activities).

The Ovenview of team members activties form can be downloaded from the Tender Terms on project detsil.

Any other type of attachments you wish to inchide with the interim report should be added with the aiachment type Other atachment.

The upper part of the report contains a header, which includes:

project identification data (faculty, project number, name of principal investigator and his working
capacity, project start and due date)

report identification data (period, deadline, number of current interim report, expected total number
of interim reports, interim report status)

list of all members of the supportive professional team including their capacity for the period for which
the report is being submitted

instructions for completing the interim report

There are two tabs at the bottom: Activity report and Attachments. The Activity report tab contains several
text fields that must be filled in. To give you a better idea of what information is expected, each field has a
placeholder. If you have nothing to enter in a field, write "Not applicable" or “Not relevant”. All fields are
mandatory, and you cannot submit the report without filling them in.

Activity report | Amschments

Momal 3 Defauk tB I UG M A B |ESEE L HIM

Normal & Default t B I UG A B=E=STEE LHM

On the second tab, Attachments, insert the required attachments.

Activity report | Attachments

4 Download all attachments visible here @

+ Required for positive transition
+ Optional: Data

to mobility (pdf), Training certificate (pdf)

- Detail 1l Name Size 14 Type 1l Uploaded 11 Uploaded the first version Archive format

Mo records found.
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Possible attachments that can be included in the report:

e Calculator Activity 3 realization of a return grant: mandatory attachment in every report. Note, that
the calculator form can be downloaded in the “Tender terms” in the project implementation record
details.

e QOverview of team members activities: mandatory attachment in every report. For each team member
who was involved in the given period, an overview of the activities performed must be attached. The
table above the tab contains a list of all team members. If a team member had a work capacity greater
than zero during the given period, an overview of their activities must be included. Therefore, the list
of attachments should contain the same number of Overview documents as there are team members
who had a work capacity greater than zero during the given period. Note, that the Overview of team
members activities form can be downloaded in the “Tender terms” in the project implementation
record details.

e Data management plan: in the interim report submitted after six months of the project, the applicant
is required to attach a data management plan. The data management plan must be updated whenever
there is a change during project realization.

e Documents relating to mobility: if mobility took place during the period in question, a mobility report
must be submitted with the interim report for that month.

e Training certificate: if planned training took place during the period in question, training certificates
must be attached to the relevant interim report.

e Other attachment: any attachments that are appropriate to attach to the report.

Type

||N0t selected A |~ |

Mot selected

Data management plan

Caleulator Activity 3 realization of a return grant
Other attachment

Training cerfificate

Documents relafing to mobility

Overview of team members activities

Once you have filled in all the fields and attached all the required attachments, you can submit the report by
clicking on the "Submit" button. Once the report has been submitted, no further changes can be made. The
faculty administrator will be notified of the submission via email and will review the report. If anything needs
to be added, the report will be returned to you. If everything in the report is complete, the administrator will
confirm your report and forward it to the university rector's office for approval.

Final report

Every applicant whose project has received financial support is required to submit a final report within 1 month
after the end of project realization. Form for filling in the final report and attaching relevant documents to
your project realization record can be found on the Reports tab in the IS Véda application.

Basic information Research team Attachments Reports Requests and Issues

RETURNS: Final report

11 Title 1) Status 11 Deadline 11 Submition date

RTNS25-009. FinalReport In development 2029-02-28 23.59

1 record found

RETURNS: Interim report

11 Title 11 Status 14 Deadline T4 Submition date

RTNS25-009: InterimReport_36 m 2026-03-14 23:59 2026-02-20 16:48
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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 Issues tab.

Using the Requests and Issues tab, select the appropriate button depending on what you need to resolve:

Basic information Research team Attachments Reports | Requests and Issues |

Ask for help - the purpose and functionality is idenfical as creating a query to the helpdesk from any part of the application. The query is directed primarily to the officer, who can, if necessary. forward it to the appropriate solver
(depending on the specific issue).

Report a bug - at any point in time, if you any ical issue with pr ing with your

ility, use this option to contact your officer for help.

4 Request for a project change 4 Report a bug 4 Ask for help

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.

[ cummmon syien 5

PaS ~

HelpDesk ~

@ Askfor help

o List of issues

& Settings v

Now describe in detail what you need help with. Choose as one of the recipients the Returns and click on
Create to send the query.

Ask for help

| Enter your question or describe an issue here. If there iz more than one, please submit each of them separately. I

:t BIUSY Am % = E=Es=& K
HTML

Aftach a file

Mot selected Iy ]

Click into the field to select the recipient

# notchanged X Exit B Create

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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