Instructions for use
module My vacation in the PAKT system

The latest update: 13 September 2022

The PAKT is an administrative system for the management of

personnel and project agenda of UFAL MFF UK(

https://ufal.mff.cuni.cz/pakt/). One of its modules is My Vacation for:
¢ planning, requesting and approval of holidays and learning days
e overviews of business trips.
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Login details are the same as in Zimbra — i.e. the part before “@”
from your email address and your password:

Sprdva systému Django

Uzivatelské jméno:

[ J

Heslo:

In the left menu see Moje dovolena:

Menu: My vacation

* Admin Surname Name (UKC — personal number)
s Nepiitomnost ) ) ~
o Rokytnicen. . Note: data 13 updated each month after the 15th.

) © Moje dovolend | :
o DPichled viech vacation days available'total: 14.00/23.00 (used 79,20 hours; 11,00 days).

s 2020 prehled Planned 21 days and has 4 00 davys left to plan.
» H2020 akce ) )
« OPVVV Learning days available'total: 4/5.
« OP VVV piehled Planned 2 days and has 3 days left to plan.
+ Projelty na wiki
+ Logout New plan
Type: [—— v
Date from: |mm;’dd Iyyyy D|
Date to: |mm;’dd Syyyy D|
Comment:

Needs admin attention: [



In the drop-down menu, select the type of absence (I - Paid time off,

Learning day, I - Business trip) that you want to plan:

Menu: My vacation

Admin

Nepfitomnost - . _
o Rokyvtnicen I Note: data 1s updated each month after the 15th.

Surname Name (UKC — personal number)

o Moje dovolend =~ ) ) <
o Pichled véech vacation days available/total: 14.00/25.00 (used 79.20 hours; 11.00 days).

H2020 prehled Planned 21 days and has 4.00 days left to plan.
H2020 akce . ] ) )
OP VVV Learning days available/total: 4/5.

OP VVV piehled Planned 2 days and has 3 days left to plan.

Projekty na wiki

Logout New plan
Tvpe: —_— v
Date from: _ —
ate from D (Paid time offiDovolena)
Date to: R (Learning day/Den osobniho rozvaoje)
C (Bussiness trip/SluZebni cesta) |
Comment:
e

Needs admin attention: [

D — Paid time off (PTO)

25 days/40 days (number of available days can be checked in CIS/Verso
application);

the vacation plan must be drawn up in accordance with the Dean’s Measure
No. 3/2021 by the end of March of the relevant year. It can be changed over
the course of the year as necessary;

in the first quarter it is possible to take leave in exceptional cases, e.g.
parents of children during spring break;

the largest part of the holiday needs to be taken during summer holidays;
it is possible to transfer holiday days to the next year in exceptional cases,
see Dean’s Measure No. 3/2021.

R — Learning days (DOR)

5 days for staff members with at least 0,5FTE and after the probationary
period;

there is no obligation to use up all the days, it is an employer’s benefit;

it cannot be taken all at once


https://www.mff.cuni.cz/cs/vnitrni-zalezitosti/predpisy/opatreni-dekana/opatreni-dekana-c-3-2021
https://www.mff.cuni.cz/cs/vnitrni-zalezitosti/predpisy/opatreni-dekana/opatreni-dekana-c-3-2021
https://www.mff.cuni.cz/cs/vnitrni-zalezitosti/predpisy/opatreni-dekana/opatreni-dekana-c-3-2021

C — Business trip — does not replace a travel order via SIS and cannot be
approved via PAKT! It serves only for your review and overview of
colleagues, especially during the summer months.

The number of days of PTO and DOR is shown above the planning form.

If your contract for a fixed term expires, e.g. on 30. 6., you only have a proportion
of available PTO/DOR listed. After the renewal of the contract, the remaining days
will be loaded as well.

Please fill in the dates from/to:

Menu: My vacation

. Lﬂtm Surname Name (UKC — personal
¢ Nepfitomnost B ) : : R ~
o Rokyvtnicen T Note: data 1s updated each month after the 15th.

o Moje dovolend =~ . . -
o Pichled véech vacation days available/total: 14,00/25.00 (used 79,20 hours; 11,00 days).

» H2020 piehled Planned 21 days and has 4.00 days left to plan.
s H2020 akece ] ) ) .
« OPVVV Learning days available/total: 4/5.
+ OPVVV pichled Planned 2 days and has 3 days left to plan.
* Projekty na wiki
* Logout New plan
Tvpe: | D (Paid time offiDovolena) s
Date from:
Date to: October 2022 + N

Su Mo Tu We Th Fr Sa

25 26 27 28 29 30 1
Comment: 5 3 4 5 & 7 8

nm 11 12 13 14 15

16 17 18 19 20 21 22

Needs admin attention: 23 24 256 26 27 28 29

303 1 2 3 4 5

Date from| Date to | Ty Clear foday Action
13.07.22 || 13.0722| R 1 USED

02.0922 (02.0922| R 1 -

13.01.22 || 180122 D 4 USED

150322 || 16.0322| D 2 USED

02.05.22 ||02.0522|| D 1 USED

12.05.22 || 13.0522| D 2 USED

23.05.22 ||23.0522|| D 1 USED

11.07.22 || 11.07.22| D 1 USED

020822 ||15.0822) D 10 SUBMITTED || Submitted to Human Resources department, no action allowed.
180922 (20.09.22 C 2 |PLAN




Click on the button:

Menu: My vacation

* Admin Surname Name (UKC — personal

* Nepfitomnost

o Rokytnicen. ] Note: data 1s updated each month after the 15th.

o Moje dovolend

o Pichled viech vacation days available/total: 14,00/25.00 (used 79.20 hours; 11,00 days).

» H2020 piehled Planned 21 days and has 4,00 days left to plan.
o H2020 akce ) ] )
« OPVVV Learning days available/total: 4/5.
+ OP VVV piehled Planned 2 days and has 3 days left to plan.
e Projekty na wiki
* Logout New plan
Tvpe: | D (Paid time offfDovolena) A
Date from:
Comment:

Needs admin attention: [

I [ Swri]

Date from|| Date to ||Type||Days used State Action
13.07.22 [|13.0722( R 1 USED
02.09.22 |[02.09.22| R 1 |_‘
13.0122 [|18.0122( D 4 USED
150322 [|16.0322|| D 2 USED
020522 |02.0522| D 1 USED
12,0522 [|13.0522(| D 2 USED
23.05.22 ||23.05.22]| D 1 USED
110722 (110722 D 1 USED
‘ 020822 ” 15.08.22 H D ” 10 ” SUBMITTED ” Submitted to Human Resources department, no action allowed.
18.09.22 (20.0922|| C 2 |PLAN




A new row appears in the table below, and in the calendar the

are marked in . You just planned your .
The moment you want to take your planned day off, you need to
request approval — see the Request approval button:

Menu: My vacation
* Admin Surname Name (UKC — personal number)
» Nepiitomnost

o Rokymicen. J. Note: data 15 updated each month after the 15th.

o Moje dovolend X -
o DPichled viech Vacation days available/total: 14,00/25.00 (used 79,20 hours; 11,00 days).

H2020 pichled Planned 24 days and has 1,00 days left to plan.
H2020 akce
OPVVV Learning days available/total: 4/5.

OP VVV piehled Planned 2 days and has 3 days left to plan.
Projekty na wiki
Logout New plan

Type: [——
Date from:
Date o

~

Comment:

Needs admin attention: [

Date from|| Date to | Type|[Days used| State Action
130722 ||13.0722|| R 1 USED
020022 020922 R 1 ‘_|
130122 ||18.0122|| D 4 ||USED
150322 ||16.0322|| D 2 ||USED
020522 ||02.0522|| D 1 USED
12.05.22 ||13.0522|| D 2 ||USED
230522 ||23.0522|| D 1 USED
11.07.22 ||11.07.22|| D 1 USED
020822 || 150822 D 10 SUBMITTED || Submitted to H sources department, no action allowed.
091022 | 121022 D 3 PLAN [ Request approval | [ Remove |
18.09.22 |20.09.22| C 2 |PLAN

234567 s]ofro]unjrz] 3] 4] 15] 1617 18|19 20][21] 22][ 23] 24 25] 26] 27 ][ 28] 29[ 30] 31
1 DD DD
2 [ | |
: 5D L]
4 s s |
5 D D[ D D ]
6 ||
7 s s D R |
f] DD D D|p|[p[D[D D |
o [ IS clc 5 ||
10 D[D[D 5 [
n 5 ||
12 s |
View all



By pressing the |Requestapproval| button, your request will be
forwarded to the Director of UFAL for approval and the
changes to yellow (in both row and calendar):
Menu: My vacation
* Admin Surname Name (UKC — personal number)
+ Nepfitomnost ~ . - -
o Rokynicen J Note: data is updated each month after the 15th
o Moje dovolend . _
o Pichled viech vacation days available/total: 14,00/23.00 (used 79.20 hours; 11.00 days).
« H2020 pichled Planned 24 days and has 1.00 days left to plan.
» H2020 akce
« OPVVV Learning days available'total: 4/3.
« OP VVV piehled Planned 2 days and has 3 days left to plan.
* Projekty na wiki
* Logout New plan
Type: |——--— v
Date from:
Date to:
Comment:
2
Needs admin attention: [J
Date from|| Date to ||Type||Days used| State Action
13.07.22 ||13.0722|| R 1
02.09.22 || 02.0922| R 1
130122 | 18.01.22|| D 4 USED
150322 || 16.03.22|| D 2 USED
020522 ||02.0522| D 1 USED
120522 ||13.0522|| D 2 USED
230522 ||23.0522| D 1 USED
11.07.22 || 11.0722|| D 1 USED
020822 (150822 D 10 ditted to Human Resources department, no action allowed.
091022 (12.1022] D 3 PENDING
18.09.22 |20.0922| € 2 || PLAN
1 2 3 4 5 6 7 3 10|11 || 12| 13 || 14 ([ 15 ([ 16 (| 17 (|18 || 19 || 20 || 21 || 22| 23| 24 || 25| 26 || 27 (| 28 || 29 || 30 || 31
1 DD D| D
2 || ] |
3 D[ D [ ]
2 - 5 -
5 D D] D D [
6 ||
7 s s D R |
3 D|[D]| D D D|[D]|D D |
o [ c|c s ||
10 Do 5 L]
n 5 -
12 s \
View all




After approval, you will receive an email with notification

Vacation approved 2 September, 2022 13:44

From: [ vacation@ufal.mff.cunicz
Tb:ﬂ n

Your request for vacation (82.99.2022 - 82.89.2822) was approved by doc. Mgr. Barbora Vidova Hladka, Ph.D.

and the color in both the table and the calendar turns to dark green.
Until the end of the month, until the attendance is sent to the
employee department, the days may be edited. After the
attendance and after payment of the
salary for the month in question, the color grey, which is definitive.

Explanation of Colors:

Plan — Business trip;
Plan — planned PTO/DOR;

Pending — approval for PTO/DOR sent (and waiting for approval);

_ — PTO/DOR approved;

Submitted — sent in the statement to the HR department, this number
of days will be recorded by the HR in their system; it also
serves for doublecheck with the information from your
payroll/Verso system (see below);

Used — accounted for and paid.

Color of letters in the calendar — the record is blue and underlined
only until the record can be edited; through this link the user can
navigate to the record itself. When the record can no longer be
changed, the link disappears, and the font color is black.




Verso

a) login

&« -5 C 8 mffcunicz

* O

Pfijimatky Formulife Pracovisté Operatni programy UK

MATEMATICKO-FYZIKALNI
Hledat Q A

FAKULTA

Univerzita Karlova
ss |os (ess B | e g SR

FAKULTA STUDENTI UCHAZECI VEREJNOST VEDA A ZAHRANICI SPOLUPRACE VNITRNI ZALEZITOSTI

Prihlasit @

# O

Pijimacky Formulafe Pracoviité Operaini programy UK

MATEMATICKO-FYZIKALNI
FAKULTA Hledat Q -
Univerzita Karlova

sis||cis | ess| | BEH B & 25

VEREJNOST VEDA A ZAHRANICI SPOLUPRACE VNITRNI ZALEZITOSTI

FAKULTA ° STUDENTI ° UCHAZECI

Prihlasit @

MFFUK >  Vnitinizdlefitosti >  [Tasluzby >  Informatnisystémy >  Centralizovany IS

- P
CIS - dvodni informace
Doporucujeme si precist text na této strance diive, ne? zacnete CIS pouZivat. Najdete zde odpovédi na nékteré otazky, které vas pii pouzivani CIS mohou
napadnout.

Pokud uZ |CIS viechno vite, mlZete se do néj rovnou piihlasit.

PRIHLASIT DO CIS £

%

€ > € @ idpcunicz/casflogin?service=https%3a%21%2fcis.mff.cuni.cz%2ffcqi%2fversofpl%3tfname%3dHome

Single Sign-On

Central Authentication Service

Aplikace UK

mobecna aplikace pouzivajici HTTP, HTTPS a IMAPS protokoly.

Q@ Enter Username & Password

Username:*

Password:* n
LOGIN

27 Forgot your password? @ Need help?

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

Five unsuccessful login attempts will lock your account for twenty minutes




b) Vacation & Payroll

— the data is updated monthly with a slight delay
(approximately by the 10th day of the following month), so that
in the middle or at the end of the month the figures are rather
indicative. If a fixed-term contract expires during the year,
only a proportion of the holiday is listed. The rest will appear
after the extension of the contract.

Pay slip — you will get to the pay slips after entering the PIN,
which you choose the first time you log in (after a year, the
system will ask you to enter a new PIN). The forgotten PIN will
be reset by Mr. Jan¢ak from the HR department.

< [&] @ cis.mif.cunicz/fegifversofpl/_TS_15843596997fname=web_index or Y 0 e

UNAMGIISEIRY]  Centralizovany IS - VERSO - verze: 2.6.01 = Odhldsit se
A ; [} - - g s - - -
Lniversits Karlwva Navigacem B Soucast: Matematicko-fyzikalni fakulta, Uzivatel: 3265074233 - Hana KubiStova

Moje sluzby | Administrace | Legislativa | Sluzby fesitelim | Zadanky | Likvidaéni listy | OBD |

Moje sluZoy 15.03.2020/ l ‘

H Prehled ‘ Dovolena Granty a projekty Inventura Moije role Osobni | Publikace | VWyplata Mastaveni | Oblibené

INFORMACE JEN UZIVATELUM FAKULTY Zdroj: Matematicko-fyzikalni fakulta
Druh zpravy Kod : Nazev (text zpravy) Termin (do}) Prilozeny soubor Odkaz na WWW
7PRAVY 7 RSS ZDROJE Zdroj: Matematicko-fyzikalni fakulta

Matematicko-fyzikalni fakulta: Elanky [5]

Datum Zprava

Dé&kan ocenil nejlépe hodnocené pedagogy

00.03.2020 P . - PP A PR - . P - - A
1458 Po Strouhalovske pfednésce a pfed zasedanim védecke rady MFF UK vyhl&sil dékan ocenéni pedagogl, kiefi byli nejlepe hodnoceni ve studentské anketé za zimni
B semestr akademického roku 2019/2020. Ocenéni je spojeno s finanéni odménou z fondu dékana.
Matematik Laszlo Lovdsz pievzal festny doktorat UK
05.03.2020 — . - - . - - o eel e . P .
13:45 Profesor Laszlé Lovasz obdrZel Eestnou védeckou hodnost doctor honoris causa matematickych véd. Titul mu byl udélen za jeho mimofddné celoZivotni védecke

lispéchy v oblasti teorie grafll a kombinateriky, a také za vyznamny pfinos k rozvoji bédani ve spoluprdci s Univerzitou Karlovou.

28.02.2020 | Matfyz opét Uzpéiny v Zebfliku Tydne
14:24 Easopis TYDEM zvefejnil redakéni srovnani vysokych Skol a fakult univerzit

Pallas kraterovand jako . golfovy migek®

21.02.2020 o . . . YT . o R — " S o o
1551 Co planetka, to jiny tvar a velikost. N&které jsou kulaté, jiné naopak proténlé i jinak nepravidelné. V rdmei mezindrodni spoluprace jsme se podileli na pozorovani
B jedné z nejvétsich - planetky Pallas. S piekvapenim jsme zjistili, Ze vypada jako obfi .golfovy micek®. Je sice kulatd, ale povrch mé pokryty mnoZstvim kréter(.
Lauredt Fieldsovy medaile Maxim Kontsevich pfednadel na MFF UK
17.02.2020 . . a o an - P " .
12:53 O vikendu 15-16. Unora se na MFF UK konala konference Derived Categories® u pfile2itosti 60. narozenin prof. Amnona Yekutielino a vyddni jeho stejnojmenné o

10



