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1)Company registration


Registration form for partner organisations

Thank you for your interest and cooperation with Mendel University in Brno. To register your company in the Job Opportunities Portal, please fill in the following form. The password you enter will be used to access the Portal after registration. After submitting the completed form, you will receive an e-mail to confirm your registration details.

Loading data from the ARES system
Enter the company ID number to retrieve basic information about the company from the ARES system (Administrative Register of Economic Entities Registered in the Czech Republic).

Company ID	14642484	Obtain data

Registration form

Registered office of the company
Company name
Country 		the Czech Republic
City						to be searched
Street 
Postcode 
Contact details
Company Statute
Phone				(in the international format eg. +420 123 456 789)
E-mail
Website
Data box
Further information	







· [bookmark: Snímek_4:_vyplnění_registračního_formulá]Filling in the registration form





















Test -9 November 2024 – 21:37
Details about the contact person

Enter your first and last name without titles. 
Name		Petr
Surname	Novák
Gender 	male	female
Job title	Sales representative
Date of birth is confidential and is only used for internal records in the information system. 
Date of birth	DD. MM. YYYY	
Phone		+420601123455	(in the international format, e.g. +420 123 456 789)
Email		jlri.gruber@gmail.com 
Password	*************
very strong password
Verification 	*************

Password requirements			
			
The minimum password length is 10 characters. 
The minimum number of lowercase letters is 1. 
The minimum number of uppercase letters is 1. 
The minimum number of digits is 1.
The minimum number of non-letter characters is 1.
The maximum number of consecutive repeating characters is 3.
The password must be strong (at least three out of four characters)_
As an alternative to the minimum requirements for the number of digits, letters, etc., the password must be at least 30 characters long and consist of at least 5 different characters. 
The minimum number of changes from the old password is 5.
It is forbidden to use diacritical marks (only ASCII characters are allowed).
In the following filters, you can limit collaboration to specific practice groups. By default, collaboration with all practice groups is enabled.
Students from the faculty
Faculty	Faculty of Agronomy
	Faculty of Regional Development and International Studies
Institute of Lifelong Learning
Faculty of Business and Economics	o
	Rector's Office
Faculty of Horticulture	o



· [bookmark: Snímek_5:_vyplnění_údajů_o_kontaktní_oso]Fill in the contact person details


selection of faculties for internship offers
(for future cooperation, we recommend ticking all)
















The registration form for partner organisations

Thank you for your interest in cooperating with Mendel University in Brno. Please fill in the following form to register your company on the Job Opportunities Portal. The password you enter will be used to access the Portal after registration. After submitting the completed form, you will receive an e-mail confirming your registration details.

Your registration form has been successfully submitted. A message confirming your registration has been sent to the e-mail address you provided.










· [bookmark: Snímek_6]After successfully completing the form, 
an e-mail with a request is sent to confirm your registration





Confirmation of internship portal registration D Inbox x

University Information System no-reply@node.mendelu.cz >
To: Me ■
Hello,
We have received your request for registration in the Job Opportunities Portal with the following details:
Company registered office
Company name: Bohuslav Novák 
Town: Šanov
Street: Jiráskova
Postcode: 67168
Contact details
Phone: +420 601 123 456
Email: jiri.gruber@gmail.com 
Website: —not specified—
Data box: —not specified—
Further information 
Company ID: 14642484 Description of activities: —not specified—
Contact person information
First name: Petr
Surname: Novák
Date of birth: 19800101000000 
Phone: +420 601 123 456
E-mail: jiri.gruber@gmail.com  
Job position: Sales representative

If the information you have entered is correct, please confirm your registration at: https://is.mendelu.cz/praxe/overeni.p17confirm=71c6913d2b4b426acae1dd81c51b63 
If you are not interested in cooperating with the university, please decline your registration at the following link: https://is.mendelu.cz/praxe/overeni.  pl?c onft rm=71c6913d2b4b426ac ael dd81 c 5fb63.no=1 
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1)Company registration


Company registration in the Job Opportunities Portal	Inbox x
	

University Information System < no-reply@node.mendelu.cz  >
To me
Hello,
your company has been registered in the Job Opportunities Portal
Your account has been created in the University Information System (UIS), through which you can access the Job Opportunities Portal. The information required to log in to the UIS is your password and login. The password was entered during registration.

Your login is qqnova44 
ID 117876

You can register for the Job Opportunities Portal at the following link: 
https://is.mendelu.cz/auth/  

-------------------------------------------------------------------- ----------------------------------------------------------------
This message was automatically generated by the University Information System. Please do not reply.




· [bookmark: Snímek_8]Once your company registration has been approved by the faculty coordinator, you will receive confirmation via e-mail.
· Keep your login and password safe
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2) Creation of a position offered to students




Logged in: Petr Novák


0 messages, 49 documents, 0 tasks
Personal administration



Checking personal details
So far, you have made no settings to reset the password. You can make this setting here

Close
Message board
· Fair of job opportunities for students and graduates … (ICV / News)
· Workshop: Are you thinking about studying/working abroad? (AF / Foreign department)
· Today, on Friday, 8 November, 12:00 How to write theses (ÚVIS / Library)
· Workshop about PLAGIARISM on Thursday, 14 November (Ads / Other)
· Offer for shared accommodation in Černá Pole – 3 minutes by tram (Ads / Accommodation / Offers)
                                                                                                     More


Cooperation portal
Portal of job opportunities


Since 29 February 2000 the total of 2,161,755,895 operations have been made in the University information system.
Yesterday 3,667 users were logged, who made 131,446 operations.
For the last 5 minutes 297 users have been working on the server, who have made 2,693 operations



























[bookmark: Snímek_10]*procedure for lost passwords – slide no. 21
· 
After logging in to UIS (is.mendelu.cz), select Cooperation Portal->Job Opportunities Portal
· 
	Save your login and password securely*

List of students        Offered internships      Internships carried out      Setting

Record of internship offers

This will allow me to record and manage the work experience offered to students. To create a new entry, use the form Add new entry in the lower section of the application. You can sort the list of offers by start date.
From start date	DD. MM. YYYY
Status of offer	— all offers—
Limit
The following table shows all internship offers registered with your company. If you want to delete an internship offer, select it in the Ind. column and press the Remove offer button. The offer column shows whether the offer is available or is being prepared. Click on the icons in this column to change the status of the offer.
Display: Offer description     Start date     Valid until
Ind.
Offered
Name of offer 
Municipality (place of work)
Offer description
Max. number of applicants
Start date
Valid until
Length of internship
Created on
Length of offer
Applicants
Establish by
Adjust
No suitable data found.
Legend (opens/closes when clicked)

Adding new offer

Name of offer				Sales representative
Municipality (place of work)		Brno			Search
Place of work (outside the Czech Republic and Slovakia)
Length of offer				This year and the following
Valid until				31 December 2024
Start date				2 January 2025
Maximum number of applicants	1
Length of internship						Indicate the length in number of days
Students from the faculty		Faculty of Business and Economics

Common pro the whole company
Offer description (3000 characters as a maximum)

Other authorized employees of the same company will only see the offer if it is common.
Use the HTML editor. Yes	No
		
		
		Helping with the administration aimed at acquisition of new clients of the company

		Publish offer				Save preliminary offer





· [bookmark: Snímek_11]To create a new internship offer, select Offered Internships and add a new internship offer












List of students        Offered internships      Internships carried out      Setting

Record of internship offers

This will allow me to record and manage the work experience offered to students. To create a new entry, use the form Add new entry in the lower section of the application. You can sort the list of offers by start date.

The offer has been added

From start date	DD. MM. YYYY
Status of offer	— all offers—
Limit
The following table shows all internship offers registered with your company. If you want to delete an internship offer, select it in the Ind. column and press the Remove offer button. The offer column shows whether the offer is available or is being prepared. Click on the icons in this column to change the status of the offer.
Display: Offer description     Start date     Valid until
Ind.
Offered
Name of offer 
Municipality (place of work)
Offer description
Max. number of applicants
Start date
Valid until
Length of internship
Created on
Length of offer
Applicants
Establish by
Adjust


Sales representative
Brno
Helping with the administration aimed at the acquisition of new clients of the company
1
2 January 2025
31 December 2024
Not specified
11 November 2024
This year + following year
0/0



To remove the internships offer click on the Remove the offer button

Remove the offer

Legend (opens/closes when clicked)










· Confirmation of new internship offer creation





















2) Creation of the position offered to students


[bookmark: Snímek_13]3) Acceptance of a student to an internship

Student registration for internship 		Inbox x

University Information System <no-reply@node.mendelu.cz>
To: Me «

Dear user,

the student Jiří Gruber has expressed his interest in the Sales Representative internship posted on the Job Opportunities Portal managed by your company

You can view the details of the application in the overview of available positions at the following link: https //is.mendelu.cz/auth/praxe/index.pl?je firma=1.uchazeci=16723:firma=19961:zalozka=3; ,
This message was automatically generated by the University Information System, so please do not reply to it.

Logged in: Petr Novák
Job Opportunities Portal... » Applicants

List of students        Offered internships      Internships carried out      Setting

Applicants 
In this section of the application, you can process all applications for the selected position.
Name of offer: Sales representative |
The following table shows an overview of all persons applying for the selected internship.
Ind.
Date of offer
Applicant
Study
E-mail

11 November 2024
Jiří Gruber
PEF N-EAM pres (worksh. 1 year 1)



You can use the following buttons to accept or reject the selected applicants.
Accept 		Reject


· Delivery of a notification regarding an internship applicant
· 
acceptance/rejection of a student to an internship in UIS/Job Opportunities Portal



Logged in: Petr Novák
Job Opportunities Portal - Bohuslav Novák

List of students        Offered internships      Internships carried out      Setting

Current internship   Completed internships


Current internships at your company

The below table displays the overview of interships currently carried out in your company.

Ind.
Status
Position
Worker
Study
E-mail
Agreement print
Internship evaluation
Agreement delivered
Working log


Sales representative
Jíř Gruber
PEF N-EAM pres (works. 1 year 1)







Using the following buttons, you can determine whether a student has successfully or unsuccessfully completed an internship at your organisation.

Successful internship 		Unsuccessful internship

Legend (opens/closes when clicked)

Page displayed using elevated privileges (as Petr Novák, operated by Jiří Gruber) 

UIS MENDELU

[bookmark: Snímek_14]The internship will appear in the Internshiips carried out tab•
•

The company will print and signs* 3 copies
of tripartite agreement and hand them over to the student



*Both the company and the student may sign the tripartite agreement electronically. 
The agreement is not printed.
4) Creation of a Tripartite Internship Agreement Experience



Logged in: Petr Novák
Job Opportunities Portal - Bohuslav Novák

List of students        Offered internships      Internships carried out      Setting

Current internship   Completed internships

Current internships at your company

The below table displays the overview of interships currently carried out in your company.


Ind.
Status
Position
Worker
Study
E-mail
Agreement print
Internship evaluation
Agreement delivered
Work log


Sales representative
Jíř Gruber
PEF N-EAM pres (works. 1 year 1)






Using the following buttons, you can determine whether a student has successfully or unsuccessfully completed an internship at your organisation.

Successful internship 		Unsuccessful internship

Legend (opens/closes when clicked)






















· 
[bookmark: Snímek_15]The student/company* delivers the agreement to the faculty internship coordinator, who confirms receipt of the agreement.
*In the case of an electronically signed agreement, the company sends it to the university e-mail address 
of the PEF facult nternship coordinator. After the Dean has signed the agreement, the student sends it 
back to the company, and the agreement is stored in the UIS repository.

Student
Inbox
Documents
Discussion forums

Schedules
Tests
ZU sheet
School-mates
Study plan
Results
Survey
Registrations/ Enrollments
ZP submission
Submissions
Enrolled terms
No terms are planned

JOB OPPORTUNITIES PORTAL
Study – PEF N-OI-ZNOI pres (worksh. 5, year 2)

New terms
No terms are currently available

Company overview
Offered internship
My internship
Setting


The application is used to display your current and past internships.


Limit to statutes
All statutes



Limit



See the below table listing all your applications and internships


Ind.
Status
Position
Company
Detail
Evaluation
Agreement delivered
Work log



IT services
SENETÁŘOV municipality




L

















· [bookmark: Snímek_16]The student then records their workactivities in the work log
· 
the work log preview is active after confirmation of delivery of the agreement by the faculty internship administrator

E-mail template administration
E-mail queue administration
Regular e-mail administration
E-mail preview


Rendering parameters


appLink = (/auth/praxe/denik.pl?rezim=3;denik=24


Gender = (1)


Position = (19024)


Recipient = (48225)



The e-mail was created within 5 minutes after the e-mail account creation. It cannot be edited any more, you can just change the rendering time or delete it from the rendering queue. It will be relocated to the sending queue at the “rendering” time.

Final text of the e-mail
Application for the work log approval¨
To: Magda Vargová

Dear user,
the student, Petr Straka, in the position of the IT service asked for the work log approval.

You can approve the log under the below link:
https://test.is.mendelu.cz/auth/praxe/denik.pl?rezim=3;denik=24
-----------------------------------------
This message has been automatically generated by the University information system, so please do not respond to it.


























· 
[bookmark: Snímek_17]At the end of the internship, the student sends the internship log to the company for approval—the company receives a notification email.
5) Approval, termination and evaluation process



Company: THE MUNICIPALITY OF SENETÁŘOV

Date
Beginning
End
Activity
6 December 2023
07:00
14:00
Updating SW, help to users
7 December 2023
07:00
17:00
Administrator activities, editing


Worked: 17 hours, 0 minutes
The possibility of printing will only be available after approving the work log by the company administration.






Approve            Reject              Print           Print in English























· 
[bookmark: Snímek_18]The company views the log (which can also be generated in PDF format) and chooses to approve or reject it.

Current internship                     Completed internships

Internship evaluation

Student:           Jiří Gruber
Position:          Sales Representative
Company:        Bohuslav Novák



Internship evaluation – company

Satisfaction questionnaire for companies.

a) Internship evaluation
Survey questions

1 – The student internship performance
Exceeded our expectations significantly

Exceeded our expectations

Met our expectations / average

Fell short of our expectations

Was absolutely unacceptable


2 – Please shortly justify your evaluation


3 – Please classify below following properties of the student during the internship
1 – definitely yes

2 – mostly yes

3 – can´t say

4 – mostly no

5- definitely no
Punctuality





He/she completed tasks quickly





He/she completed tasks carefully





Independent work





Communication skills





Team player





Creativity (ability to bring new ideas)






4 – Do you often employ “fresh” graduates?
definitely yes

mostly yes

mostly no

definitely no

5 – Is the college/university, from which the person has graduated important when choosing employees?
definitely yes

mostly yes











· [bookmark: Snímek_19]Once the log has been approved by the company, a student internship evaluation questionnaire follows.









Job Opportunities Portal - Bohuslav Novák

List of students        Offered internships      Internships carried out      Setting

Current internship   Completed internships

Current internships at your company

The below table displays the overview of interships currently carried out in your company.


Ind.
Status
Position
Worker
Study
E-mail
Agreement print
Internship evaluation
Agreement delivered
Work log


Sales representative
Jíř Gruber
PEF N-EAM pres (works. 1 year 1)






Using the following buttons, you can determine whether a student has successfully or unsuccessfully completed an internship at your organisation.

Successful internship 		Unsuccessful internship

Legend (opens/closes when clicked)




























· 
[bookmark: Snímek_20]The company then marks the internship as successfully/unsuccessfully completed.





· [bookmark: Snímek_21]After the internship is completed, an internship evaluation form will be displayed in the UIS by the student
· After completing the form, the study programme supervisor approves the work log and enters the credit.
· If the logbook is rejected, the approval process is repeated after corrections have been made.

[image: Obsah obrázku žlutá

Obsah generovaný pomocí AI může být nesprávný.]





6) [bookmark: Snímek_22]Password recovery for the Job Opportunities Portal
· If you lose access to the Job Opportunities Portal, select:
https://pef.mendelu.cz/student/potrebuji-poradit
Changing the password for the internship administrator and introducing a new internship administrator for an already established company

The password change for the internship administrator is performed by the system integrator based on a request – an email from the internship portal administrator (the email address must be registered for the given person). It is not possible to generate a new password for a deputy. The password must be reset within 24 hours after the request.
If the internship portal administrator in the company no longer works there and it is necessary to appoint a new internship administrator, the new administrator must send an email to the system integrator with the required details for creating their account. These include: first name, last name, position within the company, date of birth, and the company email address of the new administrator.




IT issues

- Changing UIS password for students
- I can´t get into e-applications
- Instructions for logging in to Office365 (e-mail)













7) [bookmark: Snímek_23]Contact

Practice administrator at PEF:
Ing. Kateřina Benešovská
Q 1.89
Faculty of Business and Economics Mendel University in Brno Zemědělská 1/613 00 Brno tel.: 545 132 704
katerina.benesovska@mendelu.cz www.pef.mendelu.cz
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