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Options for organizing state final examination remotely

The COVID crisis act, Act no. 188/2020 Sb., on special rules for education and decision-
making at universities in 2020 and on assessing the period of study for the purpose of other acts,
allows state examinations to be held remotely, and they do not need to be public as long as they
are recorded. Based on Government Resolution no. 491, dated 30 April 2020, individual
activities of students are allowed always with a maximum participation of 15 people.

This methodology is based in full on the Basic methodology for taking the state final

examination remotely published on the pages of the Charles University on 24 April 2020.

For taking a state final exam or a part thereof, a state PhD exam, and a dissertation defence
(the “state exam”)' the following options are possible based on the above-stipulated act, the
subsequent resolution of the Government, and the decision of the Rector’s Office of Charles
University:

1) The state exam is held remotely with participation of the public, and the exam is

recorded;

2) Combined, i.e. some of the participants are on-site (max. of 15 persons) and some

participate remotely, and the exam is recorded;

3) The state exam is held on-site, where a maximum of one committee member

and/or reviewer is connected remotely, and the exam is not recorded.

It is also possible now to hold a state exam completely on-site.

By nature, this methodology focuses on options 1 and 2. As a part of distance testing for
state examinations, tools have been selected that are supported by Charles University (“CU”).
With respect to legal, safety, and technical requirements (typical for output videos and security),
CU currently does not allow the use of tools other than Microsoft Teams and Adobe Connect for
distance state examinations that need to be recorded.

The Faculty of Arts of CU will use only one of the tools: Microsoft Teams (“MS Teams”). No
other tool may be used for state exams at the Faculty of Arts of CU.

Basic information on the MS Teams application together with the option of training for

work with the app is available on the pages of the Lifelong Learning Centre. You can find

instructions for the tools and technical assistance on the pages of the Centre for the Support of

E-Learning.

! Article 8(1 e and f), Article 9, and Article 11 of the Code of Study and Examination of Charles University.


https://dl.cuni.cz/ms-teams/
https://dl.cuni.cz/ms-teams/
https://cczv.cuni.cz/CCZV-1.html
https://cczv.cuni.cz/CCZV-261.html
https://cczv.cuni.cz/CCZV-273.html
https://cczv.cuni.cz/CCZV-273.html

In all cases of distance testing for the state exams, transparency and fair treatment must be

ensured, and an effort must be made to prevent cheating. Any alternative methods of evaluation

in the individual subjects should require a study load comparable to the original methods.

Distance exams are full-scale exams, although not the same as on-site exams. The transformation

from on-site to distance testing should not reduce the workload of students disproportionately

or significantly increase it. The state exam is intended to demonstrate primarily professional

knowledge and orientation in the examined subjects. It is, therefore, important to try to prevent

cheating, but also to put your trust in the students.

1) Distance state examinations with participation of the public

To ensure participation of the public in a state exam, you must include a link to the
videoconference (url) created in advance on the faculty’s web pages, typically placed
in the same location as the terms for the state exams. This is handled by the Research
Office/Registrar’s Office.

The administrator? of the state exam is entitled to approve an additional participant. If
another participant enters the meeting during the exam, the administrator does not have
to accept the participant and can remove them from the videoconference (similar to an
on-site state exam, only in exceptional cases can a person be admitted into the room
after the exam has started).

It must also be monitored whether the present guest has not started, intentionally or by
mistake, recording the exam. Nevertheless, there is a risk that the recording will be made

in another manner, outside the system used.

When proving one’s identity (see commencing the examination), the GDPR must be taken into

account, and this must take place exclusively between the committee and the examinee without

the presence of the public.

® A state exam is recorded (or an audio or audio-visual recording is made) and the

recording is then stored for a period of five years in the file service system (ESSS CU).
The recording can only be provided to government authorities upon request. This
request must be saved together with the recording. Recording and technical support
during the initial months are handled by an IT Services employee who will be available
by phone during the entire exam period in case of a technical emergency. Storing the
recording in the file service is handled by the Research Office/Registrar’s Office. The

recording will be destroyed after five years as a part of a document shredding procedure.

2 The administrator can be the programme guarantor, a member of the committee, or the secretary of the workplace,
who will supervise in particular the technical side of the exam (e.g. participation of the public or setting up the
recording process) and then checks for unsolicited manipulation of the recording, etc.



When recording a state exam, all parts of the exam must be recorded, i.e. the theoretical
and practical parts.

® The technical parameters for recording are presented in an appendix to this document.

® In accordance with regulations, the protocol on the state exam must be signed by the
chair of the committee and at least one other committee member. When the entire exam

is held remotely, this may be done at a later time at the faculty.

2) Combined state examinations

¢ Based on the extraordinary measure of the MoH dated 15 April 2020, it is possible to
organize a state exam where:

1) A part of the committee and the student are present and the other participants in
the exam (the committee or the public) are connected remotely;

2) A part of the members of the committee are present and the student and the
other participants in the exam (the committee or the public) are connected
remotely.

¢ When using this form, it is important to have only a maximum of 15 people physically
present at the exam.

¢ The detailed instructions and organizational measures of the MoH must also be followed.

e  With respect to sanitary measures and the quality of the recording, each on-site member
should have their own laptop; or arrange a room where it is possible to record the entire
room.

¢ In addition, the examination is governed by the above-stipulated rules.



General rules for organizing and holding state examinations

Phase 1: Organizing the examination

As a part of distance state exams, more emphasis should be placed on communication with

the student, not only due to sufficient advance notice when announcing terms, but also the

method of technical support for the exam. Prior to commencing a state exam, the following steps

should be taken:

1) Set the term and manner for holding the state exam in cooperation with the Research

Office/Registrar’s Office.

2) Check the technical conditions prior to commencing the state exam.

Terms and method of holding the state examination

When announcing the terms, the deadlines set out in the Special Rules for Studies at CU

must be upheld and any adjustment to the rules for the state exam that the dean has established

based on these Special Rules.

The respective studies assistant creates an online meeting in MS Teams based on the
information provided by the committee chair (date, time, current e-mail contacts of all
participants, etc.). When planning the term, it is also important to consider sufficient
breaks between the exams (to account for complications during registration, tuning the
settings for ideal transmission, slowness of the transmission, etc.).

Students register for the exam via SIS based on the announced terms. PhD students
register through the Research Office. Announced terms for distance exams count
towards the minimum number of terms announced by the faculty.

It is important for the student to be aware when registering for a specific term that it
is a distance exam and what tool is being used. For state PhD exams and dissertation
defences, the term for students must be booked at least one and a half months in advance
at the Research Office. For already arranged state PhD exams and dissertation defences,
the committee and student will be contacted by the Research Office whether they agree
to the distance form of the exam. If the student does not agree, the distance state exam
cannot take place.

Students must also be informed of what will be needed for the state exam (technical

equipment, Internet connection, etc.).



* The Research Office/Registrar’s Office sends the registration link to the student by e-
mail to the student’s address provided in SIS and also shares with the student the
necessary information for organizing the state exam (or instructions for MS Teams). The
Research Office/Registrar’s Office places the registration link on the Official Bulletin
Board of the faculty at least 15 days before the exam.

® [t is also recommended to set the term for the test call in MS Teams (at least a day in
advance). The term for the test call is set by the respective committee and is fully under
its direction.

®* The Research Office/Registrar’s Office provides the examination committee with the
student’s telephone contact. This measure is used as an emergency contact in the event

of technical difficulties during an exam.

Inspection of technical conditions
To ensure the technical aspects of meetings, MS Teams must be installed, ideally on more
than one device (laptop, phone). Due to technical requirements, the software must be installed
on the side of the examiner and the examinee. To prevent technical problems, it is
recommended that all exam participants (administrators, committee members, and exam
takers) do the following:
® Prior to testing, check that MS Teams is functioning and up-to-date (so that it does not
start to update when the videoconference starts);
® Check the camera, microphone, and earphones (earphones are preferred to speakers
because they produce less audio feedback which worsens the sound quality); check the
Bluetooth connection for the earphones, etc,;
® Check software controls, switching of windows, opening a chat window for resolving
problems, feedback, etc.;
e Make a test call in the software sufficiently in advance verifying all key functions (sound,

picture, sharing desktops, and recording).?

The technical support prior to and during an exam is handled by an IT Services employee
who will be responsible for recording the exam in both programmes at least during the first
months of distance testing. For recording videos, OBS Studio is also used. This must be installed
by the person who is responsible for making the recording - see the instructions and for
installation and setting up OBS. In this software, a separate recording will be started at the same

time as the exam in MS Teams. When set correctly, the output format will be suitable for saving

3 In the settings, MS Teams allows you to make a test call without connecting, but with respect to tuning any possible
technical deficiencies, it is recommended to make a test call between the administrator and the student.



to ESSS CU without further modification. In addition, a double recording prevents potential
problems when making recordings (typically a Wi-Fi outage, a damaged recording in the test

tool, etc.).

If a student does not have appropriate technical equipment (e.g. a laptop with a video camera,
microphone, and speakers, Internet connection), they may contact the Carolina Centre to borrow

such equipment: centrumcarolina@cuni.cz (however, the capacity of the Carolina Centre is

limited).

Phase 2: Commencing the examination

The following procedure is adapted for testing that is not preceded by individual student
preparation, and the exam begins with verification of identity. If individual preparation (so-

called wristbands) is necessary, the procedure differs slightly.

I.  The student and committee members (or also the administrator) connect to the planned
online meeting.

* A designated committee member commences the state exam: a designated
committee member informs the student that the exam will be recorded and that
nobody may manipulate the recording process. An IT Services employee or a
designated committee member then turns on the recording of the distance
exam. The exam is recorded in two places simultaneously - in MS Teams and also
in OBS Studio.

¢ The examiner requests that the student turn on the microphone and the
video camera and identify oneself by stating their first name and surname and
also, for example, by showing their state or student ID to the camera.

¢ The examiner requests that the student show the environment around them
using their video camera (circling the room with the camera to ensure that
nobody else is in the room and that there are no textbooks or other devices, etc.
behind the computer or on the desk.

¢ ATTENTION! The part for verifying one’s identity must take place between the

committee and the examinee only, without the presence of the public! Thus, in

the case of the public, it is important that this part take place first and only
after should access be allowed to the public.
¢ The administrator allows access to the public (waiting in the tool’s lobby), and

thus no longer allowing additional members to join.
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IV.

Due to subsequent documentation, the examiner must always state the exact date and
time for the start of the exam.

The examiner requests that the student share the entire screen of their computer, not
just one application (verify the visibility of the Windows/MacOS/Linux main application
panel).

The examiner requests that the student turn off all active applications or applications
running in the background, except the application in which the exam is running (possible
to check using the following programs: Windows: Task Manager; MacOS: Activity
Monitor; Linux: System monitor).

If it can be verified that the student has cheated, this is considered a disciplinary

offence.*

Phase 3: Holding the examination

Drawing questions: If questions need to be drawn, we recommend following the
regular rules. The drawing can be done in this case by the examiner. However, the
credibility of the process must be verified (e.g. show that set of questions is complete
and will be drawn in front of the camera; drawing by an electronic tool guaranteed by
the faculty, etc.). Drawings may be organized, for example, by using Microsoft Forms.

The examiner can view the transmission primarily from the student's camera and check
if the student is trying to cheat (frequent movement of eyes when the student is trying to
read something; whether other voices are not heard in the room; whether the camera
does not film another person, etc.).

Designated committee members should also check the shared desktop of the student’s
computer.

For the entire period of testing, the student should only have the exam application
displayed or a text editor with their preparations for the exam, or other permitted
applications if required by the nature of the exam.

For a more natural environment for the student, it is recommended that the examiner
turn on their camera. In this way, the student may respond more naturally to the
questions.

It is recommended that the committee members who are not speaking turn off their
microphones and turn them on only when speaking. If noise disturbance occurs during
the distance exam, the examiner will turn off all microphones except for their own and

will inform all present persons of the disturbance, including the student, and request

4 For more information, see, for example, Section 64 of the Higher Education Act and the Code of Ethics of Charles

University: https://cuni.cz/UK-9490.html.



that it be corrected. After being corrected, the examiner requests that the student turn
on their microphone again and then let’s the student speak again.

If the connection is lost or if there is a technical difficulty that leads to the exam

being interrupted, the examiner must first and foremost attempt to reconnect with the
student. If the exam is definitively interrupted, it is in the competence of the committee
to determine whether the current progress made in the exam is sufficient for verifying
the student’s knowledge. Either studies will be evaluated in a standard fashion (e.g. if a
substantial part has already taken place, and based on this, it is possible to evaluate the
student) or the student will need to be tested again, or a substitute question will be
asked. A term cannot be missed due to technical problems, either on the part of the
student or the examiners. The faculty may specify the rules according to the process of
controlling the study of a subject, but it must acquaint the students with them in
advance. An IT Services employee is ready to help with technical problems for the entire
time of the exam. The committee obtains the telephone contact for this employee prior to
starting the exam.

After answering all of the questions, the examiner ends the exam, and the recording is
stopped.

The voting process is not recorded and does not take place in the presence of the student
or the public.

If requested by a member of the state PhD exam committee or the dissertation defence

committee, the voting must be done by secret ballot. The technical tool for voting by

secret ballot will be specified at a later time.
Various options are used to secure the voting of the exam committee, typically

according to the selected application for testing, e.g.

a) In addition to the exam, the committee may also open an online chat in which it may
discuss/vote. In such a case, it must be verified that it is actually a chat outside the
exam and that the student is not present during the voting.

b) Another option is an Excel file created in advance with the names of the examinees
in rows and the members of the examination committee in columns. This file will be
available and shared in advance only with the members of the examination
committee. When saving the file on a shared space in Office 365, it is possible to edit
this document simultaneously by all committee members. In the case of state PhD
exams and dissertation defences, it can be used even for secret ballot voting as long
as the committee members open the file in an anonymous browser window.

c) The student and the public are disconnected from the group, and after voting,

reconnected and then informed of the results.

10



It is important to ensure with all of the methods that the student is not present during
the voting or that the voting table was not shared with the student. The IT Services
employee must be contacted prior to the voting in order to arrange all technical aspects.
During the defence of a dissertation and state PhD exam, a record and the results
of voting must be kept, in accordance with Article 11(13) of the Code of Study and
Examination of Charles University. Thus, this record must be stored even for
distance examinations, e.g. taking a snapshot of the screen (printscreeen) during
the online voting in a chat or archiving the shared table with a record of the
voting. Due to the nature of the matter, the chair of the committee is responsible for
recording the vote.

Subsequently, the IT Services employee is contacted, the recording is restarted, and the
committee communicates the results to the student. After communicating the result to

the student, the recording is ended.

Phase 4: After the examination

A pr

created

otocol on the state exam and voting that the committee approves (e.g. per rollam) is

in a standard fashion in SIS. It is recommended to proceed according to the standard

rules for creating protocols as a part of on-site examinations.

Hold

You must make sure that everyone leaves the online meeting (or that the exam
administrator removes the participants).

The IT Services employee/Administrator provides the recorded video to the Research
Office/Registrar’s Office, and the office saves the recording in ESSS CU - see

instructions below.

ing examinations in MS Teams

These instructions complement (but do not replace) the general rules for preparing and

holding state examinations with respect to the specific characteristics of MS Teams. For ensuring

all functions, it is recommended to have the MS Teams application installed as the desktop

version

Phase 1: Organizing the examination

Creating a term for the examination

MS Teams has many options for creating online meetings. We recommend creating a meeting

via the

calendar and the button “New Meeting” (see instructions for Creating and Scheduling

11



Meetings in MS Teams). A separate online meeting/exam will be created for each student
(i.e. each student will have their own online meeting corresponding to the term and time
schedule of the state exam).

The link for the public will be published on the official bulletin board. The committee and

other exam participants must always log in to the new meeting.

Inspection of technical conditions
The Research Office/Registrar’s Office sets it up in Meeting options so that only the student
and the examiner are in the role of presenter and can share the desktop, manage the meeting,
etc. and also so that only people from the organization can be automatically allowed entry from
the lobby (so that an anonymous person without an invitation does not connect to the meeting)
- see the instructions Creating and Scheduling Meetings in MS Teams.
In addition to the general rules (see above), you should inform the student of the following
in the e-mail invitation to the online meeting:
e The student must install the MS Teams application in advance.
¢ The student must be logged in to the local MS Teams application via their Office 365
account username@ff.cuni.cz - see instructions for logging in to MS Teams.
e The student may try the test call themselves in MS Teams (see instructions) - this call
does not replace the option of a test call with the exam administrator. The

instructions for setting up the camera and microphone can be found here.

Note: You can also connect to the meeting in a supported web browser, Chrome or
Edge, but the student will not be able to also use the camera and share the content of their
computer’s screen. Thus, it is highly recommended to install the MS Teams application in
advance. When allowing participation of the public, participants other than the

committee and the student do not need to install the application.

RECORDING: When recording in MS Teams, the recording is automatically saved to the
Microsoft Stream service in MP4 format and made available even to the student. After finishing
the recording in MS Teams and saving it to the Stream service, the IT Services
employee/meeting administrator needs to remove the student’s access to the recording or the
IT Services employee/administrator needs to download the recording from the Stream service
and then deleted it in Stream, making the recording inaccessible to the student. Instructions for

working with Microsoft Stream can be found here: https://docs.microsoft.com/en-us/stream/.

The recording also takes place simultaneously in OBS Studio on the local computer of the IT

Services employee/administrator/examiner to prevent the recording from being intentionally

12


https://support.office.com/cs-cz/article/spr%C3%A1va-nastaven%C3%AD-zvuku-ve-sch%C5%AFzce-p%C5%99es-teams-6ea36f9a-827b-47d6-b22e-ec94d5f0f5e4?ui=cs-CZ&rs=cs-CZ&ad=CZ
https://support.office.com/cs-cz/article/spr%C3%A1va-nastaven%C3%AD-hovor%C5%AF-v-teams-456cb611-3477-496f-b31a-6ab752a7595f?ui=cs-CZ&rs=cs-CZ&ad=CZ
https://dl.cuni.cz/wp-content/uploads/Navod-na-prihlaseni-do-Teams-2.pdf
about:blank

or unintentionally switched off by the student or the examiner or to prevent any technical

difficulties with the processing of the recording on the part of MS Teams.

Phase 2: Commencing the examination

The committee members must log in to the specific online meeting of the examinee.

The student connects to their planned online meeting/exam in MS Teams.

One of the examiners/the administrator joins the online meeting, who will ensure the
initial verification of the student's identity, check the settings on the side of the student,
have the student draw a question (see general rules of the state exam), and supervise the
student during preparation. Meanwhile, another student’s exam takes place in another
online meeting.

The examiner informs the student that the exam will be recorded and that the student
must not manipulate the recording (in order for the student to share their screen, they
must be in the role of presenter, thanks to which they have the right to turn on/off the

recording in MS Teams).

Phase 3: Holding the distance examination

For a more natural environment for the student during distance examinations, it is
recommended that the examiner also turn on their camera. In this way, the student may
respond more naturally to the questions and not feel separated from reality (online
exams without visual contact could be confusing/stressful for people who are not used to
it, which could affect their exam performance). If a student has problems with the quality
of their Internet connection, turn off the incoming video of the examiners in MS Teams
(Turn off incoming video).

If there is sound interference during the distance exam, the examiner turns off
everyone’s microphone except their own (Mute all), informs everyone present, including
the student, asks them to correct it if the cause of the interference is on their side, asks
the student to turn their microphone back on, and lets the student speak again.

The examiners may also use chat during an exam, e.g. it is possible here to speak or ask
another question.

If there is a need among examiners to vote on the results of an exam, it is not possible
to use chat/audio in an online meeting for the exam, because the student and the public
can hear/see this (see above).

The examiners may consult each other using a private chat in MS Teams OUTSIDE the

meeting,.

13



After informing the student of the results, the examiner turns off the recording in MS

Teams and also the local recording in OBS Studio.

For technical problems, contact the respective IT Services employee.

Phase 4: After the examination

It is recommended to leave a time reserve between the individual exams of students
(e.g. 5 to 10 minutes) for resolving technical problems on either side, etc.

The records of online meetings/exams recorded in MS Teams are available in the
Stream service. Note: If the exam was recorded in MS Teams, it is not desirable for
the examinee to have access to the exam record. The IT Services employee/meeting
administrator or examiner who initiated the recording in MS Teams must remove the
student’s right to the record in the Stream service so that the student cannot access the
record. Alternatively, the IT Services employee, the meeting administrator, or the
examiner who initiated the recording may download the recording, making the
recording inaccessible to all participants in the online meeting.

Note: Although the student in the default setting has the right to see the exam record (it
is automatically shared with the student), the student is not entitled to download the
record from the Stream service, provided the student has not initiated the recording
themselves (see note on the ban on manipulation of the recording by the student in the

text above).

14



Checklist - State final examinations in MS TEAMS

Organization of the state examination

L] Preparation of the meeting/terms of the exam in Microsoft Teams according to the assigned
terms in SIS. Arranged by the Research Office/Registrar’s Office

[1 Informing the student of the time of the exam and preparations in MS Teams.  Arranged by
the Research Office/Registrar’s Office

L1 Sending instructions for installation. Arranged by the Research Office/Registrar’s Office
[] Making the test call. Responsibility of the committee
L] Inspecting the technical parameters. Committee with the support of IT Services

L] Inviting the student to the online meeting for the state exam (according to the registered
terms in SIS).

Holding the state examination

[1 All committee members and the student logging in to the online meeting.

L] Turning on the recording. Arranged by IT Services/administrator, or later with the
support of IT Services

[ Verifying the student with an ID card, inspection of room and tech parameters (+ inspection
of application), sharing of screen.

[J Confirming the exam participants, waiting in the lobby. IT Services/Administrator, or later
with the help of IT Services

L] Informing about the exam.

[ After the exam, the committee decides on a mark and communicates the results to the student
= completion of the exam.

L] Ending the recording of the state exam.

After the examination

[l Downloading the record in MP4 format from Microsoft Stream (or removing the rights for
participants of the state exam, including the student). Arranged by IT Services, or later
with the support of IT Services

] Saving the record from OBS Studio. Arranged by IT Services, or later with the
support of IT Services

15



[J Saving the record to ESSS CU. Arranged by the Research Office/Registrar’s Office

16



Prilohy

Specifikace pro nahravani a uloZeni audio/video zaznamu statni
zkousky

Pii nahravani statni zkousky je tieba zajistit vystupni format® nahravky v nasledujici podobé:

U audiozaznamu v podobé:
kontejner: mp4

kodec : mp4a-40-2 (AAC LC)
vzorkovaci frekvence: 48000 Hz
pocet kanalli: mono

bitrate: 128 kb/s

typ bitrate: CBR

U videozaznamu v podobé:
kontejner: mp4

kodec: H264 (isom/iso2/avcl/mp41)
rozliSeni: 720x576

pocet snimkii/s: 25

prostor barev: YUV

bitova hloubka: 8

bitrate: 1000 kbit/s

typ bitrate: CBR

Z uvedenych parametri je zavazny format a kodec. Ostatni parametry jsou doporucené a
ovliviiuji kvalitu a datovou velikost vystupniho souboru.

Pouze v tomto formatu bude mozné vkladat soubory pro uloZeni po dobu 5 let dle zakona jako
soucast typového spisu studenta. Po 5 letech bude zadznam znicen v ramci skarta¢niho fizeni.

Spolu s nastrojem, ve kterém bude uskuteciiovana statni zkouska, bude pro nahravani zaznamu
spustén také nastroj OBS Studio. Nastroj zajisti zalohu zaznamu v piipadé padu platformy
pouzivané pro zkouSeni (MS Teams). Zaroven je v nastroji mozné nastavit konkrétni vyse
uvadéné parametry nahravky. Pii spravném nastaveni tak bude mozné vystupni zaznam z OBS
Studio rovnou vloZit do ESSS UK. Postup prace s nastrojem OBS Studio, stejné jako navod pro
vloZeni do ESSS UK, upravuje samostatna metodika.

0ddéleni védy/Studijni oddéleni vklada soubor do typového spisu studenta.

V elektronickém systému spisové sluzby (ESSS UK) byla vytvorena samostatna soucast typového
spisu studenta ,,Dokumentace distanénich zkousek”, kam je moZné porizené zaznamy statnich
zkousek vkladat.

Spolu s tim byla uskute¢néna ,houzovd“ Gprava Spisového a skarta¢niho planu UK ve smyslu:
Spisovy znak: D/II1/3

Vécna skupina: Dokumentace distanc¢nich zkousek (soucast typového spisu)

Skartac¢ni znak a lhiita: S/5

Pokud si organ vefejné moci vyZzada poskytnuti zdznamu, je tato Zadost uchovavana spolu
s videem.

> Souborem ve vystupnim formatu je minén soubor, ktery bude vkladan k ulozeni v ESSS UK.
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V pripadé problému s vloZenim souboru do ESSS UK se obracejte na:
josef.pisecky@ruk.cuni.cz

V piiipadé problému s konverzi videa se primarné obracejte na Vasi lokalni IT podporu.
Konzultace problematickych pripada konverzi je mozna na adrese: andrej.farkas@ruk.cuni.cz

Maximalni velikost vkladaného souboru je 1,5 GB.

S ohledem na skute¢nost, Ze zaznam obsahuje mnozstvi biometrickych tdaji, neni dovoleno
jeho trvalejsi uchovavani na zarizenich zaméstnanctu. Uchovani bude zajiSténo pouze
prostirednictvim ESSS UK. V piipadé nejasnosti ohledné ochrany osobnich tidajt se obracejte

na: gdpr@cuni.cz

V SISu bude k zdznamu o statni zavérecné zkousce doplnéna (nepovinna) moznost vloZit link,
na kterém bude mozné taktéZ stdhnout zaznam vloZeny do ESSS UK.

S ohledem na zajisténi kompatibility, technické podpory a souladu s pravnimi piredpisy je
doporuceno pouzivat pro nahravani SSZK nastroj Microsoft Teams.
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Evidence zaznamu distanc¢nich statnic v ESSS UK

e  Maximalni velikost prilohy zaznamu ESSS UK je 1,5 GB (U audiozaznamu v podobé: kontejner: mp4, kodec :
mp4a-40-2 (AAC LC) a u videozaznamu v podobé: kontejner: mp4 kodec: H264 (isom/iso2/avcl/mp41))°

Postup evidence zaznami distanénich statnic v ESSS UK:

1. Vytvoreni odchoziho dokumentu (zvyraznéno zluté).

! Elektronicka evidence dokumentd

2. Zaznam v ESSS UK je vyplnén nasledovné:
=  Vpoli "Agenda“ vybereme ,UK - Studium“ a v poli "Druh dokumentu* zvolime “Zaznam distan¢ni zkousky*

Zaradit do sbérného archu

Agenda Druh dokumentu

Véc
Zarnam dista

Znacka C.J

Typ dokumentu

digitalni dokument
Adresat

Student UK

Identifikator oso ID studia

Pocet listl  Druh pfiloh
1 pisemné
Zplsob vypraveni
nedoruéuje s

Datum vytvoreni
22042

Lhita  Vyfidit do
EXN R ©
Datum doruéeni Datum pravni moci
o [
Divod nedorucéeni Datum nedoruéeni

O]

Poznamka

Vécna skupina

_

Spisovy znak
D2 Dokumentace distanénich zkougek (souéast typového spisu) - S5 -

Pfilohy

Soubor

Soubory nevybrany. (F]

= V poli "Véc" Ize za automaticky doplnény text “Zaznam distan¢ni statni zkousky studenta“ doplnit jméno a
prijmeni studenta

8 Jiné formaty ESSS UK odmitne.
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V poli "Typ dokumentu“ zkontrolujeme hodnotu digitadlni dokument
V poli "Adresat” zkontrolujeme hodnotu “Student UK”

Vyhledani studenta podle:

A) “Identifikatoru osoby” nebo ,ID studia“:

Zadame identifikator osoby, popt. ID studia a potvrdime kliknutim na “Hledat ve WholS”. Udaje studenta se
automaticky propiSou do zdznamu viz obrazek

Adresat
Student UK v

Identifikator osoby ID studia
12345678 I oot ve Whois «

Adresat
Student UK v

Identifikator osob: ID studia
12345678 584120 Hledat ve WholS

Osloveni

Titul pred Prijmeni Jméno Titul za Datum narozeni
BN © 2N . ©

Emailova adresa

xyosoba@email.cz
Ulice C.p. C.orient.
I S

PSC Méstolobec Datova schranka

Rekomando

Adresar ARES

B) jména a prijmeni:
Zadame jméno a pfijmeni studenta a potvrdime kliknutim na “Hledat ve WholS”. Udaje studenta se
automaticky propisi do zdznamu.

Adresat
Student UK v

|dentifikator osobr ID studia

Osloveni

Titul pred Pfijmeni Jméno Titul za Datum narozeni
N - [ N R ©

Emailova adresa

Ulice c.. €.orient.

PSC Datova schranka

!V ptipadé vicera studii - nutno vybrat konkrétni ID studia, ke kterému se vaze zavéretna zkouska (viz
obrazky nize). Nasledné se udaje studenta automaticky propisi do zaznamu.

Adresat
Student UK v

Identifikator osob: ID studia

Osloveni

Titul pred Prijmeni Jméno Titul za Datum narozeni
N - [ R R ©
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Vyberte odpovidajici osobu 3 zaznamy

D Bi " - TYP STUDIUM
STUDIA WHOIS PRIJMENI JMENO FAKULTA STUDIA STUD. PROGRAM oD /DO
B7310 03.09.2014
438620 19588818 XY FF B Filologie 25,09 2015
NO322A120002
GRS TENE | 25 7 & Archivnictvi a pomocné védy historicke ZANE
523637 19588818 XY FF B B6145 23.00.2019
Humanitni védy

12345678 625649 Hledat ve WholS

Osloveni

Titul pred Pfijmeni Jméno Titul za Datum narozeni
BT A S ©
Emailova adresa

xyosoba@email.cz

Ulice €.p. E.orient.

e

PSC Mésto/obec Datova schranka

a Jiné ?

Rekomando

Adresar ARES

= Vpoli “Druh piiloh” zadime “elektronické” a v poli “Pocet priloh” zadame mnozstvi vloZenych soubori
= Vpoli “Zpasob vypraveni“ zkontrolujeme hodnoty “nedorucuje se” a “bez obalky”,
= Vyplnime “Datum vytvoreni“ kliknutim na hodiny vpravo (viz obrazek nize),

=V poli “Spisovy znak” zkontrolujeme zadany spisovy znak D/III/3 - Dokumentace distan¢nich zkouSek

(85)
= Zaznam potvrdime kliknutim na “Ulozit"
= Nasledné se otevie okno s nabidkou soucasti typového spisu studenta, zafadime do spisu “Dokumentace

distan¢nich zkousek” (viz obrazek nize)

Zafazenl do typového spisu

Vyberte sou¢ast, do které bude dokument vioZen 3 zdznamy

Dokumenty trvalé hodnoty
Dokumenty docasné hodnoty
n Dokumentace distanénich zkousek

Dsonci | 2o |
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»  PFizarazovani mize nastat prodleva, vyckejte nahrani.

Zafazeni do typového spisu

pracuji, ekejte...

Do

= UloZeny zaznam je ve stavu “Chybi vypraveni”. Nalezenete jej v piehledu svych dokumentti (ikona panacka viz

. -
obrazek niZe)
s = 14— Barbora Satrapova o5
Elektronicka evidence dokumentt v u ﬁ Y sy i Ui Disovasluzba | Rektorat
o RUK
UKRUK/2475212020 20.042020 uiiéni 0 Zaznam distanéni DKE  chybi P : ®
UKRUX1001863277 o 'chic) 508810607/584120  20.05.2020 12345 Mésto zkousky XY Barbora S5 vypraveni s+ HLELARS0 Y

Satrapova
dokument z viastniho
podnéty

=  Prilohu k zaznamu je vzhledem k objemu nahraného souboru nutné vlozit aZ po uloZeni zaznamu.

= Vlozime pfilohu kliknutim na ikonu sloZky (viz obrazek niZe), vysko¢i nové okno, kde klikneme na ikonu
o v »n
Pridat

XY,

UKRUK/M24752/2020 20.04.2020 Uliéni 0 Zaznam distanéni KUK DI3 chybi
UKRUX1001863277 ¢ 'cpisy 528810697/584120 20.05.2020 12345 Mésto zkousky XY 2:{;‘::"& S5 vyprg\,em
dokument z viastnino
podnétu
PRIDAT
Prilohy - Obrazky 0zaznami
Prilohy - Ostatni 0 zédznamil

Pro novou verzi dokumentu pouZij ikonu editace na pfislusné piiloze Il

NiZe jsou uvedeny pfilohy pro konkrétni pfijemce. Upload pfilohy konkrétnimu pfijemci je moZny v editaci dokumentu.

Celkova velikost soubort je 0B

=  Maximalni velikost videa je 1,5 GB (U audioziaznamu v podobé: kontejner: mp4, kodec : mp4a-40-2
(AAC LC) a u videozdznamu v podobé: kontejner: mp4 kodec: H264 (isom/iso2/avcl/mp41)).
Nahravani souboru bude, s ohledem na sitovy provoz a systému, stejné jako velikosti videa, trvat vice
minut. ESSS UK je vybavena funkcionalitou, ktera kontroluje, zda je format souboru vhodny pro
dlouhodobéjsi uchovavani.

= Otevie se systémova slozka a nahrajeme soubor. V ptipadé vice souborti oznacime pomoci mysi a pridrzenim
Ctrl.
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€ Oteviit

<« v 4 5 Tento potitat >

Uspofadat ~

¥ Staienésoub # *

« Slozky (7)

Dokumenty #

=) Obrazky
I Plocha

b/ )

b/

3D objekty

X

Prohledat: Tento pocitac »p

o e

"

v O

Dokumenty

Obrazky

| 2010 »
iC

. Distancni zkous |

-

Stazené soubory

Fio

|
‘ Videa

v v Zafizeni a jednotky (2)

. e-learning
> @ OneDrive
> [ Tento poitac
> b st

Nazev souboru: |

Pfilohy
-

=  Po nahrani souboru k zaznamu klikneme na ikonu s tuzkou (viz obrazek)

XY,
UKRUK/124752/2020 20.04.2020 Uliéni 0 Zarnamdistaneni ROX Dilli3 chybi
UKRUX1001863277 o -0 et DEitzn s @ Barbora .
Ve spisu 528810697/584120 20.05.2020 12345 Mésto  zkousky XY Satrapova S vypraveni
dokument z viastniho
podnéty

V detailu zdznamu vyplnime “Datum vypraveni“ (kliknuti na hodiny vpravo). V poli “Diivod nedoruceni”
zvolime “Vlastni zdznam” a vyplnime “Datum nedoruceni” (kliknuti na hodiny vpravo).

Datum vytvoreni
204 2020 10:48:42

Vlastni zaznam v 2042020 11:16:04

Vraceni zasilky

Bl srttila mm dlmes Bl

)
Dokument nepievzat

”

= Zaznam je nyni ve stavu “Vyrizeno, k uzavieni

XY,
RUK

UKRUK/124752/2020 20.04.2020 Uiiéni 0 Zaznam distancni D3 vyfizeno, W ) »
UKRUXT001863277 o spisu 528610697/584120  20.05.2020 12345Mésto zkousky XY g:"“;‘;':vé S5 kuzavieni +5E2ES0 Y

dokument z viastniho
podnétu

=  Detail dokumentu v typovém spisu
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PID spisu: S12345678 /584120
(Sablona typoveho spisu: Typovy spis studenta)

Zobrazit obsah typového spisu

KFizova vazba 0 zéznamii

Pridat pfedchazejici ¢j
Pridat do tohoto dilu &j./arch Spisovy prebal:
n () formatA3  vytisknout spisouy prebal
Predat cely spis jinému utvaru nebe zpracovateli

PO . - _ Spisovy prehled:
Opravnéni k &j./spisu Ozéznami

[l zapotitatpfebal [ vcetn& pozndmek [ v edi ém formétu § prehled
Pridat opravnéni

S12345678 /584120 - Student XY - chronologicky 2 zaznamy

‘Viytvofit novy odchozi dokument do sbemého archu W

JD ~ PID, EVIDENCNI, SPIS <

Pro viechny
opravnéné

DATUM PRIJETI, ODESILATEL, VYRIZUJE © VYRIZENO SPISOVY ooy o

KVYRIZENI DO < ADRESAT © ZNAK <

v

Video je mozno uchovavat pouze v ESSS UK. Neni dovoleno jeho trvalej$i uchovavani na zarizenich zaméstnanci
s ohledem na skutecnost, Ze zaznam obsahuje mnoZstvi biometrickych idaji. Po uloZeni do ESSS UK je nutno
video z veSkerych dal$ich zaméstnaneckych zarizeni smazat.
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Postup pro pouziti aplikace OBS Studio na nahravani zaznamu
distancnich statnic

Tento navod Vam pomiize s piipravou zaznamu distan¢niho zkouseni. Vzhledem ke skutecnosti,
Ze aplikace MS Teams nepodporuje videovystup ve formatu vhodném pro dlouhodobéjsi ulozeni
a naslednou elektronickou skartaci z Elektronického systému spisové sluzby UK (ESSS UK),
pristoupili jsme k feSeni prostiednictvim volné ptistupného programu OBS studio.

Ten bude provadét zaznam plochy Vaseho pocitacCe, jehoz pomoci budete vykonavat zkousku.
Tento zaznam uz je ve formatu, ktery ESSS UK podporuje. Pamatujte, Ze se zaznamenava Vase

plocha, tedy ponechejte, prosim, MS Teams popredi po cely ¢as vykonavani zkousky a
nepreklikavejte na jiny obsah/do jinych oken.

Pro zjednoduseni slozitého nastaveni jsme pro Vas pripravili nahravaci profil, ktery si stahnete
a podle navodu importujete do OBS studio. Nasledné prekontrolujete nastaveni a porovnate ho
s timto navodem, protoZe riizné pocitace mohou mit odliSnou konfiguraci.

K provedeni této instalace budete potiebovat:

1. Pocitac¢ v plné konfiguraci s pripojenim na internet (tzn. mate pripojeny mikrofon,
kameru a jiné zarizenf jako v den zkousky)

2. Administratorsky piistup k danému pocitaci

Program WinRar anebo jiny program na otevirani .zip soubort (7zip...)

4. Soubor s profilem pro OBS (Profil_Statnice.zip), stahnete ho na této adrese:
https://cczv.cuni.cz/CCZV-283.html

w

Pro lepsi pochopeni miiZete sledovat i video navod na této adrese: (video je aktudlné v tvorbé,
odkaz bude doplnén- pozn. RUK)

V pripadé dalsich dotazii ¢i nejasnosti se miiZete obracet na mail: andrej.farkas@ruk.cuni.cz
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1. Instalace OBS Studio

Stahnout OBS Studio

Vyberte sviij operaéni systém

L

9,

Vydéni pro Windows OBS Studia podporuje Windows 8, 8.1 a 10. Verze: 25.0.1
Vydano: March 19th

Stahnout instalacni
balicek

Stahnout instalagni balitek
(32-bit)

Stahnout pfes Bittorrent
Stahnout Zip archiv
2

Zobrazit na GitHubu

PFedesl|é vydani =]

Na adrese https://obsproject.com/cs/download si stahnete instalacni balicek OBS Studio pro
Windows pomoci kliknuti na modré tlacitko “ Stdhnout instala¢ni balicek “

Instalaci aplikace OBS Studio proved’te standardné, staci se ji proklikat. Zkontrolujte vsak
instala¢ni slozku “ ...\Program Files\obs-studio

«

W

Choose Install Location -
Choose the folder in which to install OBS Studio 25.0. (

Setup will install OBS Studio 25.0 in the following folder. To install in a different folder, click
Browse and select another folder. Click Install to start the installation.

Destination Folder

| C:\Program Files\obs-studio\, Browse...

Space required: 243.5 MB
Space available: 25.4 GB

< Back Install Cancel
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2. Spusténi a nastaveni OBS Studia

Pii prvnim spusténi se aplikace zepta na spusténi priivodce, toto nastaveni je mozné preskocit.

Okno aplikace je standardné rozdélené na horni panel moZnosti, ndhled budouciho obrazu
uprostired a dolni ¢ast ovladani a nastaveni.

@ 0BS 25.04 (64-bit, windows) - Profil: Statnice - Scéna: Bez nazvu

Stibor (F) Upravit' (E} Profil Sada scén Nastroje Pomoc (H)

Audio Mixer
Nemate 7
- Manute
Klik na tlacidlo + r
bo pravym
300 ms

LIVE: 00:00:00 REC: 00:00:00 CPU: 1.7%, 30.00 fps

V dolni ¢asti jsou pro Vas podstatné hlavné poloZzky "Zdroje" (Cervend), “Audio Mixer” (bila),
skupina tlacitek "Ovladaci prvky" (zelend) a polozka “Profil” (modra) v horni listé. Ve skupiné

“Ovladaci prvky” se nachazeji tlacitka “Nastaveni” a “Spustit nahravani“. Pro nas podstatné
tlac¢itka jsou zvyraznéné.

Zatim v programu OBS Studio nenastavujete nic. Nejdiiv vloZite profil, ktery jste stahli. Ten se
postara o vétSinu nastaveni. Na to pouZijeme program WinRar, anebo jiny program na otevirani
archivi .zip.
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Otevrete soubor “Profil_Statnice.zip” a rozbalte ho (Extrahovat, cervend). Tim vytvoftite slozku
“Profil statnice” na misté, kde se nachazel stahnuty soubor “Profil_Statnice.zip”. Pokud ho chcete
rozbalit jinam, zménite to v zeleném poli.
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g Profil 3tatnice.rar (skisobna képia) — O X

Bk U ¥

Hladat virus Pozndmka Ochrana  SFX

Subor Prikazy Nastroje OblUlbené polozky MoZnosti Pomocnik

D ENWE b wm Ry @

Pridat’ | Rozbalit do |Otestovat Zobrazit Vymazat Hladat Sprievodca Informacie

l‘ Profil Rozbalujem subory " pévodna velkost 935 B

Nazov Velkost' Zbalena velkost’ Typ Zmeneny CRC32
nl
Profil Statnice Prie€inok suborov 17.4.2020 11:27
3
==a Celkom 1 priec¢inok
a Ciel rozbalenia a moZnosti ? X

VSeobecné Rozdirené

Ciel'ova cesta (pokial neexistuje, bude orend Zobrazit’

C:\Users\techn\Desktop\Profil Statnice Novy priedinok

Spdsob aktualizdci
A I Pracovna plocha

(@ Rozbalit' a nahradit’ sibory i @ Creative Cloud Files
(O Rozbalit’ a aktualizovat (@ OneDrive
() Aktualizovat iba existujiice [~ @ andrej farkas

f—; % Tento pocitad
Spésob prepisovania . [ £ Dokumenty
(@ Opytat’ sa pred prepisanim (-} Hudba
() Prepisat’ bez opytania - e Obrazky'

G s e . [+ g Pracovna plocha
OPreskocrf existujice sibory 3 % Priestorové objekty
(O Premenovat’ automaticky & g Stiahnuté sibory

- Videa
Rézne w _' : e'a )
#-4& . Lokalny disk (C:)
Rozbalit’ do podpriecinkov - 4 KniZnice
[[JPonechat’ poskodené siibory - Siet’
#-  Plocha

[] zobrazit' sibory v prieskumniku

UloZit' nastavenia

Zrusit’ Pomocnik

Nyni se vratte do OBS studio. Kliknéte na tlacitko "Profil" v horni listé, nasledné zvolte moznost
“Importovat” (Cervend). V dialogovém okné vyberte slozku “Profilu statnice“ (Cervend), ktery
jste si rozbalili v predchazejicim kroku. Tim nakonfigurujete zdznam do poZadovanych
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parametrd. Nasledné kliknéte opét na tlacitko "Profil" a zvolte profil “Statnice”(zelend), ktery
jste naimportovali.

@ OBS 25.04 (64-bit, windows) - Profil: Statnice - Scéna: Bez nazvu

Sdibor (F)  Upravit (E)  Zobrazit (V)  Profil Sadascén  Nastroje

Nowvy
Duplike

Odobrat’
Importovat

Exportovat

Bez nazvu

Statnice

€% Importovat profil X

«~ v~ “~ m > andrel farkas > Pracovna plocha > ~ 0 Prehladavat: Pracovna plocha P

Uspaoriadat’ Novy priecinok = - e
~ MNazov h Datum dpravy Typ Velkost

3 Rychly pristup
Plocha 18.4.2020 10:36 Prieinok suborov

Profil tatnice 17.4.2020 11:27 Priefinok suborov I

m Pracovna ploc

& Stiahnuté sib
@= Dokumenty
@= Obrazky

Plocha
@ rezacka
Spintronika

E Videa
@ Creative Cloud File
@ OneDrive

@ Tento pofitad

@= Dokumenty

Priecinok: | Profil statnice

I Vybrat priecinok I Zrusit
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Nasledné zkontrolujete, zda mate vSechna nastaveni v poradku. Ve skupiné tlacitek "Ovladaci
prvky" (Uplné vpravo) zvolte polozku “Nastaveni”. VSechny polozky mtZete porovnat
s obrazkem na zacatku kapitoly 2.

Zvolte sekci "Video" a zkontrolujte, zda je vystupni rozliSeni 1280x720. Zakladni rozlisSeni by
mélo byt stejné jako rozliSeni VaSeho monitoru (Zluta). Pro kontrolu miiZete kliknout na polozku
Zakladni rozliSeni a zvolte nejvyssi polozku z nabidky.

€ Nastavenia X

G Vieobecné

(te))
A

Stream
Bikubické pri Skdlovani, 16 vzoriek)
Bezné hodnoty FPS 5 30
‘)) Zvuk
] video
Kla

‘}( Pokrocilé
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Nyni zvolte sekci “Zvuk”, ve které zkontrolujete, Ze v mozZnostech zarizeni mate zvolen

a

y

"Zvuk
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Jako posledni zkontrolujete polozku “Vystup”. Nejdrive zvolte “Rezim vystupu” jako “Rozsirené”.
(modra) Zvolte kartu “Nahravani”(rtizova) a vyberte si slozku, do které bude nahravka uloZena.
(zelena) Potom zkontrolujte, zda je zaskrtnuta volba “Zvukova stopa” 1 a 2. (Cervena) Ostatni

nastaveni porovnejte s obrazkem. (zluté)
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Nyni kliknéte na tlac¢itko “Pouzit” (fialova) a zaviete Nastaveni.
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Jako posledni krok nastavite zdroj obrazu. V sekci "Zdroje” (druha polozka zleva) kliknéte na
tlacitko “+” a z nabidky vyberte “Zachycovani monitoru”.
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Pokud mate pocitac jen s jednim monitorem, staci, abyste v obou vyskakovacich oknech kliknuli
na OK, pokud mate vice monitor{, musite vybrat ten, na kterém budete mit oteviené okno MS
Teams
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& Vlastnosti pre 'Zachytavanie monitora’ *

Predvolens
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Zkontrolujte, Ze obraz ve stifedu okna programu OBS je plné vyplnény obrazem Vaseho
monitoru. Pokud tomu tak neni, pouZijte Cervené body v rozich na jeho roztazeni.

& 085 25.0.4 (64-bit, windows) - Profil: Statnice - Scéna: Bez ndzvu = X

Upravit' (E)

Audio Mieer

Miznutie

Timto mate OBS studio nastavené.

Pfed nahravanim vSak vZdy otestujte spojeni se studentem. Pokud Vam funguje spravné zvuk i
video, vrat'te se do programu OBS a v sekci “Audio Mixer” (Zluta) nastavte posuvnikem (zelend)
uroven hlasitosti tak, aby byla pii bézné reci tiroven v oranzovych hodnotach. Horni posuvnik je
vas mikrofon, spodni zvuk studenta.

Nahravani miZete spustit tlac¢itkem “Spustit nahravani” (modra) v sekci "Ovladaci prvky".
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