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INTRODUCTION

This material aims to make it easier for teachers to use practical IT tools focused on school work in the
form of a methodological guide. It covers various areas related to teaching, presentation activities of
pupils and teachers and the organization of the educational process.

The IT tools contained in this material were selected for mutual comparison and evaluation of their
practical use at each of the participating schools. Our intention was to elaborate in the form of a
methodological guide those tools that are also available in various national versions so that this manual
is better usable on the EU scale.

When creating the manual, we emphasized its maximum practicality. It therefore contains specific
examples of the use of the tool as brought by the experience of schools involved in this project.

We will be happy if this material becomes a useful tool in the educational process for interested
teachers and other professionals in the field of education.

Project teams from participating schools:

e Obchodni akademie a Jazykova skola s pravem statni jazykové zkousky, Pferov, BartoSova 24, CZ
e Bundeshandelsakademie Korneuburg, A
e Obchodnd akadémia, MurgaSova 94, Poprad, SK



1 SCHOOL ORGANIZATION TOOLS

1.1 Working with EduPage

1.1.1 Introduction to EduPage

EduPage is a cloud-based school management system fully integrated with our world leading
scheduling software. Good timetable is crucial for most of the school tasks - from curriculum inputting,
attendance tracking, room booking, assigning homework up to e-learning. Since the timetable changes
daily, the seamless integration with other school's processes is vital.

EduPage provides many features, you can use just some of them, but the true power of synergy shines
once you start using more of them or ideally all.

Basic Function — Electronic Class Register:

Entering lesson topics
Students” attendance
Teachers” attendance
Substitutions

Other Functions:

Communication for teaching and organizing school life (teachers — students — parents)
Entering of Curricula (Teaching Plans)

Preparing and Registering of Teaching Materials

Assigning of Learning Materials to Students

Preparing and Evaluating of Tests to Students

On-line lessons (the link to MS Teams, Zoom, Google Meet)

1.1.2 EduPage Link to Other Systems

EduPage link to Other Systems:

1.
2.
3.

aSc Agenda — Data stored on the computer at school [1]
aSc Rozvrhy/aSc Timetables — Data stored on the computer at school or in the cloud [2]
aSc EduPage — Data stored in the cloud [3]

(

aSc Agenda aSc Rozvrhy aSc EduPage
Informaény systém Skoly Tvorba rozvrhov $koly vd

aSc Agenda - the Fundament to other systems

A List of Students including their Data

Classification of students - basis for printing report cards
Maturita (School-Leaving Exams)

Subjects



e A List of Teachers
e Link to other Systems (e.g. ISIC/ITIC, RIS,...)

aSc Agenda - the international system

e The webpage: www.ascagenda.com

~  [% ascAgends - Profesiondlny sko. X 4

& C % ascagenda.com a %

/ = Eml RS @I T e B Sovakia
aBCAgenda INFO OBJEDNAVKA NOVINKY SKUSENOSTI BLOG Vaustralia

Azerbaijan

Bahamas
o Ozvucené video Bahrain

Bangladesh

Barbados
Belarus
Belgium

Belize
Benin
Bermuda

Bhutan
d Im Bolivia
- ] ‘
a c a Bosnia and Herzegovina
otswana

aSc Timetables

e The Application for making Timetables
e Link to EduPage — Subjects and Teachers
e Link to aSc Agenda — Marking, School Reports

aSc Timetables — there is possibility to make Timetables right in EduPage (cloud).

1.1.3 Courses

If you teach Informatics in class Ill. B, the course is a combination of the subject (Informatics) and the

class you teach this subject (lll. B) to.

If you do not teach the entire class, but only part of the class (for example, students are divided into
two groups for Informatics), the course is a combination of the subject (Informatics) and the group of

students you teach.

To create a new course, select [1] "My courses" (“Plany a pripravy”) in the top menu. Then click on

[2] ”"Choose the course” (“Vybrat hodinu”) and then, press button "+" [3].
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Then choose [1] Subject (Predmet) - [2] Class (Trieda) - [3] Students/Group (Ziaci/Skupiny)

Plany a pripravy

Vybrat hodinu

EduPage

Nova hodina
vypliite, prosim, niZsie uvedené udaje

Predmet: | informatika 1
- Standardny predmet / roénik- | Informatika | — Neurcené — v

- llustraény obrazok: -

Trieda: 2 IV A -

Ziaci | Skupiny: 3 Vybrani Ziaci: 14 v
Nazov skupiny v rozvrhu: 1.sk.
Skopirovat plan: - vyberte M

Now you need to make a teaching plan.

If you have a teaching plan from previous school year (years) or you if you teach parallel classes, you
can choose "Make a copy of the plan" (“Skopirovat plan”). You can use your colleague’s teaching plan,
too. (If a timetable has already been published, EduPage will make it easier for the teacher to create
courses by preparing a list of courses the teacher should teach according to the timetable. These aren't
courses, it's just a tool for creating courses.)

To create courses in this way, click on the tiles with the bell icon one by one and save it.

[
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Making a copy of a teaching plan — copying a teaching plan from a parallel class:

Zoznam planov na Vasej Skole e
Kiknutim si md2ete pldn prezriet a ndsiedne skopiroval k sebe informatika v| 202372024 v
Plin Trieda Precemet Uditer ron
Il 8 - informatika ne Informatika VD 20232024
» Névod Zatvorit

Making a copy of a teaching plan — copying a teaching plan from previous school year/years and of
other teachers:

Kopirovat' plén x

o rad
v& +

|
Zoznam planov na Vasej Skole preomet = Lo
Kiinutim i mé2ete pldn preznie! a nasledne skopiroval k sede aplikovana informatia v| 202172022 v
Plin Trieda Precamet Uditer rok
. C- 15Kk - aplikovans informatika 1. C - 1.5k apikovand informatika v a 20212022
L C- 135k - aphikovana informatika 1. C- 1.5k apikovana informatia \ a 202172022
LA-2sk - apikovand informatka | A-2sk aphiovana informatika C 202172022
L. B- 1.5k - aplikovand informatka | B - 1.5k aphikovana informabika L 202172022
1. B-2sk - aplikovand informatka | B - 2.5k aphiovand informabia 202172022
L C-23k - aplikovand informatika 1. C-2.sk aphkovand informatika 20212022
I A- 15k - apikovana nformatka Il A- 1.5k aphiovanad informatika L 202172022
N A-2sk - apikovand nformatka Il A- 2 sk apikovana informatia L 202172022
. B - 23k - apikovand informatka 1. B - 2.5k aphikovana informatka tu 202172022
0. C-2sk - aplikovand informatika 1l C - 2.k aphkovand informatica Ly 20212022

If you have your teaching plan in Word or in Excel, importing teaching plans from Excel/Word to
EduPage is easy. Visit the webpage: https://help.edupage.org/?p=u27/u134/e1089&lang id=1

1.1.4 Plans and Preparations in EduPage

When you create a new course at the beginning of the year, create a teaching plan in EduPage also.

You do not need to enter curriculum in class register at a start of a lesson. You simply choose the next
topic from the plan.

Add preparations - notes, presentations, pictures, tests, test questions to the teaching plan. It is
recommended to attach all materials, either new or older version ones, to the relevant topic in the
plan. It is very simple ©

You can see a topic on the left side [A] and preparations [B] on the bigger right side of the picture.
There are two possibilities how to add a new preparation:

1. Writing a new text or adding a file in the blank card [1].
2. Clicking on the red button “+” [2] and creating new cards with preparations
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1.1.4.1 Anew preparation — Writing a new text in the blank card
Writing a new text - don’t forget to click on the red button Save (”Ulozit”):

'vod - introduction 0/1

The topic: AAAAAA

1.2 Uvodny test - Initial test 5 0/1 Mmmwmwmmmwmmmmmmmmmm
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IRzm lersm IReim (0 IR, RIS R

m (] EE + ABCD, usporiadat’ a iné usItT [
Priradit k témam Standardy

In the lower part of picture you can see little pictures — clicking on them you can add some picture, file

or you can change the type of a card (+ABCD,...).

Preparations are automatically attached to the relevant topic in the plan.

Il ”

1.1.4.2 A new preparation - Clicking on the red button

1.2 Uvodny test - Initial test 8 0/1

515
11. okt 16:32

Erasmus - Initial test for students
Nezaradené karty Test - Karty: 7

1

® & wm « 11, OKT 2023 16:43 E % & p

-
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Our Erasmus Project Involves these countries:
a) Cesko, Rakusko, Slovensko / Czechia, Austria, Slovakia 4
b) Madarsko, Rakusko, Slovensko / Hungary, Austria, Slovakia °
¢) Cesko, Rakisko, Slovensko, Velka Britania / Czechia, Austria, Slovakia, Great Britain ‘
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When you click on the red button “+” in the right part of the screen, you can make some cards for your

preparation in special mode —you can choose from these possibilities:

1. Test, Homework (“Domaca uloha”),
On-line presentation (“Prezentacia”), Planning an exam event,
Project assignation [1]

2. Create new cards — Questions (“Otazky“) [2]

Create new slides for presentation [13]

4. Insert some kinds of teaching materials (picture, video,...) [4]

w

(See the next picture)
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OTAZKY 2

ABCD Dopisovanie / vyber ~ Zoradovanie Slepa mapa Zaradovanie do k. Vyber kategéne Spajanie

Vyber spravneno .. Otvorena otazka

SLAJDY 3 I

Textova karta Nadpis + text Nadpis + 2 stipCs dpis + 2 stipce 2 stipce 2 stipce Vertikdlne razloZenie
MATERIALY

Obrazok Video Prilohy - zvuky, sU..

1.1.5 Saving material to preparations while creating it

When creating a new material (test, presentation,...) or a new card, set the right topic in the plan and
press the red + button. The test, presentation or card will automatically attach to the selected topic.
(Not valid for HW and project assighment. These materials have to be assigned to the topic explicitly).

You can check if the material has been attached to the plan when editing the material, in the "Assign"
(“Pridelit”) tab:

. o)
Test - opakovanie HLADAT KARTY AKTUALNY MATERIAL (KARTY 4) Nmu B HOTOVO nu

Test - opakovanie

= |
42 2018/2019 5.0 - Matematika

» Delenie so zvydkom v aboce do 100 %

201812019 - 6.0 - Matematika \UlOéi’F k 'l'émel 4 Plﬁt\u

+ Delenie 50 zvyikom v obore do 100 ¥

+ PRIDAT RiPR

Naplanovat udalost pre toto pridelenie? Pridelit iba ¢asti Studentov?
W Vyberts Hako
Vytvort nové pridelenie .
¢ Vytvorit udalost’ a
spravoval vysiedky Hakow

Pridelit inej hodine / zmazat

. 5.0 - Matematika 1110 pridelenie
. § .

More: https://help.edupage.org/?p=u27/ul34/u206/e2123&lang id=1

Or https://help.edupage.org/?p=u27/u134/u206/e2123&lang id=2




1.1.6 How to create a new preparation

In EduPage Plans and preparations environment, we distinguish two types of preparations:

e Material — a test, homework, presentation, or project. (Material has a green or blue ribbon on the
left side.) It contains one or more cards.

e (Card —text notes, picture, one test question or one presentation's slide.
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1.1.6.1 The 1% step — preparing a new card
See the part: A new preparation — Writing a new text in the blanc card

Or A new preparation - Clicking on the red button “+”

You can prepare cards to your material, which will be shared with your students.

10



1.1.6.2 The 2" step — How to assign students a study material
Choose card/cards you want to assign to students [1].

Then click on the red button “Add to material” (“Pridat do materialu”) [2] — you can check number of
chosen cards.

2 vybrané: = ’ ,’

i
1 'L L T - 28.FEB202213:22 el

ADK-266-1-Odvolavacie-udaje-TEORIA.pdf

E ADK-266-1-Odvolavacie-udaje-TEORIA pdf

e - + 05.MAR 2021 17:53 51 O PRIDATDOMATERIALU & »

ADK-266-2-Odvolavacie-udaje-UKAZKA pdf

g ADK-266-2-Odvolavacie-udaje-UKAZKA pdf

¥ e - - 05.MAR 2021 17:53 51 @ PRIDAT DOMATERIALU ¢ »

L] ADK-266-3-Odvolavacie-udaje-NACVIK-DU.pdf

ADK-266-3-Odvolavacie-udaje-NACVIK-DU.pdf

e - - 05.MAR 2021 17:53 51 & PRIDAT DO MATERIA -
Pridat do materialu: 2

L] ADK-266-2-Odvolavacie-udaje-UKAZKA.docx

IEE] ADK-266-2-Odvolavacie-udaje-UKAZKA docx °

Bl

Choose the type of material:

1. Test[1]
2. Homework [2]
3. On-line presentation [3]
4. Planning an exam event [4]
5. Project assignation [5]
Zvol'te, ¢o cheete pridat’: ? Pomoc
Test 1 Doméca Gloha 2 Prezentacia / $tudijny material  Naplanovat pisomku / sk($. Pridelit projekt
~ - =
; ~ : . a| . L
L)

O )
i y ]
m H- ﬂl- ,?—!‘,—,‘::. h

i ORI i
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On-line presentation:

1. You can see chosen cards

Novd prezenthon FOADAT KARTY  MRANY MATDRA UMY B WA RAL oot B | B | =

. ADK-265-1-LIST-SABLONA-TNR-2024- 00 paf

. o

2 ADK-205-1.UIST-SABLONA-TNR-2024-schéma paf
NI o Ll LT Tor e p————

o /-

2. Type in the title of the material [1] and assign it to students. Select "Create new assignation"
(“Vytvorit nové pridelenie”) [2], select the course or specific students [3]. Press Done
(“Hotovo”) [4].

prave editujete:

Nova prezentacia HUADATKARTY  AKTUALNY MATERIAL (KARTY:2)  NAHUAD  TLAC  PRIDELIT En

TEST ou PREZENTACIA PISOMKA PROJEKT

1 Nazov materialu: 4
ADK - 3abléna listu

Q¥ PRIPOJTE SUBORY ALEBO ZADAJTE OTAZKY

» TEMY NA STUDIUM - PRIPRAVY (1) - STANDARDY
Komu pridelit? Rozsirené parametre pridelenia
rorit’' nové = "
R mehm P 1. BE 23K CuknstavEa [7] Ziaci m6zu material vypracovat len v uréenom Ease:
korespondencia od: | 30.10.2024
2Ziaci: 16/ 16
Neprideilf, do: [30.10.2024 | 11:00
Zzatiafl iba uloZit'
~ UKAZAT HODINY Z INYCH PREDMETOV [T] Chcem dostavat notifikéciu © novych vysiedkoch ziakov

Homework:

1. Choose card/cards

ADK-265-2-Adresy-zadanie-DU.pdf

-fj ADK-265-2-Adresy-zadanie-DU.pdf

Pridal do malenaiu. 1

@ - 2% - MOJ - 10.MAR 2021 10:12 w6

U ADK-265-1-LIST-SABLONA-TNR-2024.pm
[£) ADK-265-1-LIST-SABLONA-TNR-2024.pdf

2. Click on the red button “Add to material” (“Pridat do materialu”)

3. Choose “Homework” (“Domaca uloha”)

Zvolte, £o chcete pridat: ? Pomoc X

Test Domidca tloha Frezentacia / Studijny material ~ Naplanovat pisomku / skis... Pridelit’ projekt

—— l

q == )
e 3 52"
- - ']

ITTW7 oy

o 3

it

4. Type in the title of the material [1] and assign it to students. Select "Create new assignation"
(“Vytvorit nové pridelenie”) [2], select the course or specific students [3]. Press Done
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(“Hotovo”) [4]

prave editujete:
Nova domaca Uloha

HUADATKARTY  AKTUALNY MATERIAL (KARTY:1)  NAHUAD  PRIDELIT ﬂn

TEST DU PREZENTACIA PISOMKA PROJEKT

1 Popis domacej ilohy

15. cv. - Adresy v listoch

4

@ PRIPOJTE SUBORY ALEBO ZADAJTE OTAZKY

» TEMY NA STUDIUM - PRIPRAVY - STANDARDY

2 3

Komu pridelit?

Dokedy ma byt doméaca uloha odovzdana?

Vytvorit nové 4
4 aeidotatii II. B - 2.5k, - administrativa a NN
KoreSpondencia
2Ziaci: 16/ 16

Do d
7)) Nepridelt, oo 2
zatial iba ulozit

1.1.7 How to create a new test

Select the topic of your teaching plan you're preparing the test to (this step is important so that the
brand-new test has been properly attached to your plan).

Press "+" in the right bottom corner and select "Test".

To add prepared question cards to the test, click "Search more cards".

MEARCH CARON CURRIONT MATTRAL © CARCS, W T AV N m m

5 —> Search for existing cards
|_ o

N

Where can you search for suitable question cards?

e Invyour preparations to the current course (Class plan — “Plan”).
e Inthe EduPage library (Standard). There are materials created by other teachers and shared
according to standards.
e Inthe list of all your materials - to all of your courses (My library “Moja kniznica”).
N;awie;l SEARCH CARDS CURRENT MATERIAL (DCARDS)  PREVIEW  PRINT ASSIGN ]
{ STANDARD CLASS PLAN MY LIBRARY ] RESILTS ADVANCED
. Measurement
BB Plan overview -
i Capacity units
» 1 Number - number and phace vislue
[ v
> 2 Numbe - FRCHIONS (INCUGING GECHTVS AN Dercentages)
v I Measurement How many cm” is 0.000084m” 7
& 008
¥ 31 Matric measure b) 08
©) 0005 ‘f’
il ot HUADAT KARTY  AKTUALNY MATERIAL (KARTY. 0)  NAHLAD
STANDARDY PLAN MOJA KNIZNICA VYSLEDKY Najdenych poloZiek 3 I Vyber vielko o
Zapisar ao k| K (ooucens noamy. 0/ 1) UZNack 3K DOUCen
§= Plan-prehfad Rychio napisat text alebo vie2it subor ]
~ 1. Uvod - Introduction
Erasmus - Initial test for students 515
Test Karty 7 11. okt 16:32
1.1 Uvod - introduction o/ q
1.2 Uvodny test - Initial test s 0/t EELE = 1 OKT 202 4 s e se
T Nezsracan karty o oot
2) Cesko, Rakisko, SIvensko / CZechia, Austia, Siovakia
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If you want to create new question cards, select the "Create new cards" button.

(You can see possibilities known from the part A new preparation — Clicking on the button ,+“)

SETTmNGSE LAYOUTS

Dictate / type in texd ABCD Positons / map

Categories | groups Connect pars

Pridat’ kartu :
Vytvorte nove Karty, aby ste si poznacili svoje poznamiy k téme, dobrg

y \ ) rikiady, testove olazky, obrazky atd. Karty mdZete
kdekalvek Znovu peudit - v pripravach na hodinu, v pisomkach, v pre

niaciach, projekioch ¢ v domacich dlohach
Dozvediet' sa viac

OTAZKY SLAIDY
ABCD Dopisovanie f wber  Zoradovanie Textova karta Nadpis + text Nadpis + 2 stipce
Slepa mapa Zaradovaniedoka . Viyber kalegérie Nadpis + 2 stipce 2 stfpce 2 stipce
Spajanie Viber spravneho o Otvorena otazka Vertikaine rozioZenie  Vertikaine rozioZenie  Nazov snimky
MATERIALY
Obrazok Video Prilohy - zvuky, sib.

More:

https://help.edupage.org/?p=u27/u139/ul42/e19828&from=u27/u134/u206/e2123&lang id=1

or https://help.edupage.org/?p=u27/u139/ul42/e1982&lang id=2&from=u27/u134/u206/e2123

Select the topic of your teaching plan you're preparing the test to (this step is important so that the
brand-new test has been properly attached to your plan).
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Click on the red button “Add to material” (“Pridat do materialu”)

18 Pasne tasinyon caee donm b Loy = bl
SR amate 01 01 YO
17 Pasne wetoaryor ol 2 Satah - "_' BN e | geies 1950
€ SNamie ! T W
20 Opstavane °C 0 SR v 01 paneies 00
19 1 pemas s * » . 0 « /s
2% . " [ Woerw wnbns medecnt wateont
W PYgrave (00 Wed § St 8 samtey ign § et
lh P Iverava e sliea Vb A Bt 8 sy e 6 res
3 /00R Soemd s € Prigrave ne odgm Ped 04 0 ren & samotry o 08 00 een
4 NE v e § 5 ooy \ataden PO - ‘e o « /s>
L Y acow prowsede B3 Woerw wedvrns modeont modvont
o Ins ety
£ NI SIS L7 B8 PATVEAS NErimits
G 2015 mn Sen
1 Vofhant papiers & shiies _
58 . s &
1 Pasne stres (viestecne Eady Sbev
—_— i Peshattitun ettt ===
4] Piassie advies 5 shaSach, 2 Spravmy tear Sy NOLorIeny P a B3ty
“ ”
Choose “Test
Zvolte, €o cheete pridat: ? Pomoc b4
Test Dg¢méca Gloha Prezentacia / Studijny material  Naplanovat’ pisomku / skis... Pridelit’ projekt

|/

A

Erl

=h g

¥ a TS
T e e
11

You can see online preview or print preview of the test.

Now you can change points to the answers. Press Done (“Hotovo”).

prive editujete

Novy test

Novy test
o Ediovet kanty
& Vyivort nové karty

Q, Hiadat viac kariet

Bez usporadana

Varianty pre online testy
' atazky néhodne

Pougivat zoskupenia Kane! (Naved)
[ Poutivaf vetvenia otazok (Névod)

Ispatiadat ntazky podta potu boday

HLADAT KARTY  AKTUALNY MATERIAL (KARTY: 13)

Rjchio napisar text aisba vioB( sibor

01, Vyberte spravne napisan dilum
a) 5 12 2019
b 105 12 2019
<} 04 07 2005
d) 4.7.2006
& Body

02 Roziriedte jednotlivé datumy do spravnych shupin

Spravny tvar ditumu Nesprivny tvar ditumu
® 4 jiina 2005 * 08 jana 2015
* Poprad 30. fina 2020 * 862015

* Bratisiava § decembra 2007 * Poprad 30.jun 2020
* Bratsiava 5 december 2007

* Foprad 08. septembra 2022

® 01.00 2012

- Body

03, Vyberte spravi ako uviest A
) 021,234 min
b) 00:02:11.234

€ 211,234 min

d) 02 11,234 min

NAHLAD  TLAC

e IR
.|
- s, x
- S x

maxmainy poiet
bodov

14
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Type in the title of the material and assign it to students. Select "Create new assignment" (“Vytvorit

nové pridelenie”), select the course or specific students.

You can choose:

1. Printing the test only (“Iba na tla¢”) [1]
2. Practicing only (“Na precvicovanie uciva”) [2]
3. On-line test (“Na online pisomku”) [3]

Novy test
TEST u PREZENTACIA PISOMKA
Nazov materdly

Test - pisanie datumu a &asu|

Komu pridelit? Naplanovat udalost pre toto pridelenie?

Vytvorit nové
pﬁy‘;:i:‘:b I 11.B-2sk - administrativa a
korespondencia
0

Q Moo
zatial iba uloZit

Vytvorit udalost’ (pisomka/skasanie) a informovat’
ziakov

< ONAZATHOOMWY-Z WTCHPREONEION Ako chcete pridelit material? 1

Iba na tlaé

HUADAT KARTY  AKTUALNY MATERIAL (KARTY: 1)

(vytlatite a rozdéte Ziakom na hodine)

NAHLAD

TLAC

PRIDELIT

oo T T+

If you choose the online test option, you have to set:
e date and time of the test [1]
e time limit for taking the test [2]

e number of attempts [3]

Press Done (“Hotovo”).

Ziaci moézu material vypracovat len v uréenom éase:

od: | 09.04.2024 Hrog:oo \

do: ]30.10.2024 Hﬁ:oo |

Obmedzit &as na vypracovanie:

¢as na vypracovanie v | .
minatach: | 12 ‘

Obmedzit pocet pokusov:

max. pocet pokusov: | 1 v

° Na online pisomku
(spravne odpovede sa Ziakom zobrazia aZ po vyhodnoteni)

More:

https://help.edupage.org/?p=ul/ul113/ul132/ul42/e1982&from=u27/ul132/u209/e2135&lang id=1
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Or
https://help.edupage.org/?p=ul/ul13/ul32/ul42/e1982&lang id=2&from=u27/u132/u209/e2135

1.2 Working with Microsoft Teams

At BHAK Korneuburg all students and teachers have got an Office 365 Account. In January 2020 all
teachers attended a training how to use Mirosoft Teams and since that time this tool has become the
main communication tool for teaching and organizing school life. The following functions of Microsoft
Teams are mainly used: “Chat” and “Teams”.

9 - s}
7 « GE, a8 X
Q Teams =+ &8 Join or create team
Activity
e v Classes
Assignments "
¥ e El DS
Calendar 2024 3CK BW Erasmus-Praktika Erasmus IT Solutions 2023 DA04 SportdAction  «.«
%o
Calls
o souTom ‘/\
OneDrive T ’ ( gy 21
N
BHAK Korneuburg 2024 RDP und 2023 Top League 2024 3CK Klasse (neu)
Diplomarbeiten

Apps

1.2.1 Communicating in Chats in Microsoft Teams

On the one hand you can use the chat to communicate with a single person. You can write messages,
send files or start a video call.

[T Q  Search (Ctrl+E) GE, = (a) X
Ath Christi 9 Polster Christine Chat Shared & v &
ctivity ¥o
Chat Montag, 2. September
B | slenEhiline e Polster Christine 02.09 17:37
= © Danke, ich wei es schon und w.
Assignments. n
SSW 2024 2309 'ij s fij ot
=| BW3 Einfiihrung 1d... & - =| BW2 EInfilhrung.docx G2 -+
o2 Q? Zderadicka Birgit: = 9 o= 9
(<o)
Teams Q BW 2 Austausch 20.09
Sieber Judith: Danke Christil Ich ... Polster Christine 02.09 21:31 Translate
@ Mayer Natascha, +3 19.09 9 Fertig - kannst du noch einen Blick darauf werfen bitte? I
Calendar Mz ' R ]
&  You: Hil Fiir Natascha und Christ..

On the other hand you can also use the chat to communicate with a group of people. You open a chat
and add all the students and teachers you want. The group chat can also be given a name so that
everybody recognizes what it is about.

7] < GEy = o X

Ak?vitat Chat Q .CERASMUS Projekt CZ SK /7 Freigegeben ]l Jetzt besprechen 839}

’ ¥ Angeheftet Hil

Skt Hier ist das Info-Blatt und der Zeitplan fiir unseren Aufenthalt in Poprad - jene, die heute
da waren, haben es eh ausgedruckt bekommen.

il
X

GE Gaunerstorfer Eva (Sie) 02.05
) © Sie: Datei gesendet

- LG Eva Gau
Zuweisungen
v Zuletzt
200
(o>}
Teams @ Neuer Chat @ Info Aufenthalt Popr... & - @ Programme-9.4.-124... & -
ﬁ Hiiiclar Chrictina 1N-81 -
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The chat is a very good possibility if different people would like to work together in one file or
document. The file is uploaded in the chat and everybody can type in his or her own part in the same
document that is always up to date in the chat.

1.2.2 Working in different teams
Various teams have been created to organize the day-to-day business at BHAK Korneuburg.

Q Teams -+ & Join or create team

Activity
21 rasmus El DS
[

Calendar 2024 3CK BW Erasmus-Praktika Erasmus IT Solutions 2023 DA04 SportdAction -+

Vv Classes

%'
Calls
) o >
OneDrive o O 21

BHAK Korneuburg 2024 RDP und 2023 Top League 2024 3CK Klasse (neu)
Diplomarbeiten

achers are members of.

There is a tea K Korneuburg” where all student

o Thereis a team “Teachers BHAK Korneuburg” where only teachers are members of.

e There are several teams for special projects and school activities.
e And the most important teams are those that every teacher has got with his or her classes —
for example “2024 English 3CK”.

Within a team there is also the possibility that teachers can communicate with their students via posts
where files can be added as shown below:

LB ¢ anteams Gents Files Qv o @

Activity

Chat 2 1
@ I GE° Gaunerstorfer Eva 16.09 14:14 @
Assignments 2024 3CK BW Aligemein

ses Wir haben heute in BW auch noch vom Zettel "Materialwirtschaft 2. Jg" die Frage 14e) verglichen.
M Die Lésung befindet sich im Anhang.

Teams

Class Notebook LG Eva Gau
Calendar Cleeswork =| Fragel4e_Materialwirtschaft.docx ol e
Assignments
%o
Grades
Calls Q
Reflect
() ;
Insights
OneDrive d St Reply
¥ Main Channels
GE . :
General | o Gaunerstorfer Eva 16.09 08:52 @
Allaemein

Apps

G e @ POSt

In these class teams teachers share all the material for the lessons with their students in the “files”:
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Q < All teams . General Po h o~ oo
Activity

9 T Upload ¥ & Share & Copylink <& Sync == = All Documents v ¥ ®

Chat

@ Documents > General > 3. Klasse
Assignments 2024 4CK IW Gruppe 2
e0e a Name v Modified v Modified By ~ + Add column
e Home page .
Teams
Class Notebook ©.  Ol_Introduction_Internatinal Trade May 7 Gaunerstorfer Eva
Classwork
Colendr - O 03_Globalization 2 B - M7 Gaunerstorfer Eva
. Assignments
- Grades . 04.WKO Vortrag AuBenhandel | stre hisitem with other people GallnerstoHar Eva
Reflect
o Insights . 05_European Union May 7 Gaunerstorfer Eva
OneDrive
. C.  06_International Organizations May 7 Gaunerstorfer Eva
¥ Main Channels
General
L. 07_Market Research May 7 Gaunerstorfer Eva
A 08 Marketing Environment May 7 Gaunerstorfer Eva
- 09 Selecting a foreign market May 7 Gaunerstorfer Eva

1.2.3 Creating assignments in teams

During the time of homeschooling all teachers used the function of creating assignments if they
wanted students to hand in exercises they had to do during the lesson or as homework. Each
assignment gets a title, then there is a field where you can leave a message for the students and you
can also attach files at an assignment. There is a timer function, which means that you can decide when
the assignment should pop up for the students. Of course, you also have to type in a deadline until the
assignment should be handed in. The following two screenshots show how it looks like if you want to
create a new assignment in a team of one of your classes:

(1] ¢ Q  Ssearch (Ctrl+E) S -
9 < All teams A >
=0 Assignments 2 C @
@ Q search by assignment title = i‘B Q-
Assignments [P
Q Forthcoming Ready to grade Pastdue Returned Drafts
Adiity 2024 3CK BW
20
b Home page
Teams
Class Notebook
Classwork
Calendar

Assignments.

L P

Grades
Calls
Reflect
S Insights
OneDrive .
@ New quiz
e ~ Main Channels
No forthcoming assignments right now.
General b Learning Accelerators > 9 9 9
Aps G2 am ting
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{1 4] < Q  search (Ctri+E)

P e P

8 21 New assignment Add to calendars: None ~ Post notifications to: General »  Late turn in notifications: Off
R 2

o = B U YAmn @8

o e Bt L

Class Notebook i & i
% T
: Reflect
o~ Insights
Oueie

= Main Channels
General

% Add more detail to modify instructions using Al View tips

New B apps (Ih Leaming Accelerators

As described above you can also manage the timeline for an assignment:

Edit assignment timeline

Schedule date (3) ‘:) on

Maon, 11 Nov 2024 v (O 233 v
Due date (3)
Wed, 13 Nov 2024 v (D 2359 v

Close date (D) Q On

@  Fri 15Nov 2024 v (O 2359 v

Assignment will be posted immediately and is due on Wednesday 13 November at 23:59.

Late hand-ins allowed until Friday 15 November at 23:59.

®

@ - 0o X

2 C W
Sun, 10 Nov 2024 ~
23:59 v
Assignment wil iately with late hand-ins
allowed. Edit

2024 3CK BW >~
All current students ~
Add rubric
No points
Add tag
Reflect check-in @) off
Preview e

An advantage of this tool is that the students have an overview of their tasks and home-exercises and
the teachers also have an overview of the given assignments. For the teacher the overview looks like

this:

£ Q. Search (Cui=B)

Forthcoming  Ready to grade Pastdue FRetumed Drafts

Q 16 Oct Wednesday

. The 2 faces of globalization

14 Oct Handay

)
Bredie
10 Oct Thursday
. ABC Analyse fir BW Supplierung 10. Oktober
s 0

KB

9 Oct Wednesday

8 Oct Tuesclay

01.7 Qualitatsiabel bei Pfanner
e

o

13 Réady to gradie

7 Beacy 1o grace

29 Resty fo grace.

24 Reatty 1o grade

0]
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If students hand in a word, powerpoint or excel document at an assignment, teachers can use the
corrections directly in the document to inform students about mistakes and the correct solutions. Then
there is also the possibility to write feedback or grade the assignment. This can be done here:

& ¢ ©  Search (il - e

@ @  Sonnentor BWKSHC @

& e Home st Duw Desgn Tonstons Animatons Sideshow  Review View Hep Q' Tel mewhatyoumantt o || @ ||| Pran<
& Hoa
o g Gv @ 8vX = | g av| 8+ | @ & .
Q
! : 5
&  *| Sonnentor , -
aamr el %
.- A Y @ Sonnentor_BW_K.5H.C p.
| &
& o

6 v .
Sl VR [ e

After the period of homeschooling not all teachers at the BHAK Korneuburg kept the system to create
an assignment in teams for a home-exercise. But most students prefer the assignments in teams
because it gives them a good overview of assignments they have already handed in and especially also
on those that have to be handed in in the next time.

1.2.4 Creating online tests in teams

|II

An online test can also be created at the tool “assignments”, but then you choose “New quiz”.

75 < Q. Search (Ctrl+E)

9 { All teams Assignments

Forthcoming Ready to grade Pastdue Returned Drafts

AV 2024 3CK BW

ey
» Home page

Class Notebook

Classwork
Calendar
Assignments
% Grades
Cas
Reflect
Insights '
OneD: 9
~ Main Channels No forthcoming assignments right now.
General

Apps

B New assignment

Ob Learning Accelerators >

@ From existing
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When you choose “New quiz”, you directly start to work with MS Forms, which looks like this in the
beginning:

[ < > Q  search (Ctrl+E) = @8 - 0 X

@ Create New Quiz Cancel Done
et J

C] iy Foms Unbenanites Quiz - Gespeichert © Vorschau @) Formatvorlage  +++
et

Q |

Activty

Tesms.

Catendar

Fragen

Unbenanntes Quiz

Neu hinzufiigen

Then you start to type in the title of the quiz and add your questions. There are different types of
answer possibilities like choice, text, assessment or date:

Unbenanntes Quiz - Gespeichert -

Fragen

Unbenanntes Quiz

@ Auswahl I @ Text I ¢y Bewertung I Datum IV|

Questions in such a Forms quiz look like this:

Forms IW Quiz 7. Mai 2021 - Gespeichert

D F g B B n sammeln

4. Documentary business/payment is an important tool in international trade. Explain why it is called "documentary” payment.

Ihre Antwort eingeben

5. Tick the right answers:
In the case of documentary collection ...

D . the banks check the documents carefully

D . the risk of non-payment is higher than with an L/C
[[] . the exporter has to do the first step

[] .. the importer has to do the first step

D .. at least one bank promises payment

[[] .. the importer and exporter trust each other

[:] . the collecting bank can also be the confirming bank

When students have handed in a quiz, teachers can see all results and answers and the quiz can also
be marked directly in forms. Forms can also give an overview of the answers. When the task was to
tick an answer from a choice or to assess something, Forms summarizes the answers also in graphs.
On the next page you can find an example how a summary of the answers and results of a quiz could
look like:
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4. Documentary business/payment is an important tool in international trade, Explain why it is called "documen..,

Net 18 AnTwWorten
10 “cause documents are required to be able to take out the trade action for .. ~
“because payment is only taking place when the banks exchange the requi..

Anhanden “because the documents are required to be able to take out the trade actio..”

& Befragten (60%) antworteten require fiir diese Frage.

L. documents are important transport documents
shipping documents example for payment exporter abld
requireexchange . .eeweun

payment from the importer

R e trade action payment or acceptance
5. Tick the right answers: In the case of documentary collection ... {0 Punki] Wiiters informationen

@ _ the banks check the dociments carefully 2 =——]

_ the rizk of non-payment is higher than with an b
. 4

e
@ _ thie exgaortes fis to do the fist step W0 E--
® _ the importerhas to do the first step 0
# _ atleast one bank promizes payment 3 =
® _ the importer and exporter trust each othar T
@ — thecoliecting bank can aiso be the confifming )

bank

1.2.5 Using the class notebook

Some teachers at the BHAK Korneuburg use the class notebook to share working material and their
notes with their class. A class notebook can be created in each team that you have with a class.

[T
[9 < All teams

Chat

&
Assignments. 21

ety 2024 3CK BW

Home page
Teams
Class Notebook
Classwork
Calendar

Assignments

% Grades

Calls

Reflect
Dn(e?me Insights
* Main Channels
General
Apps

~

Q. Search (Ctrl+E)

m Class Notebook

File Home Insert Draw View Help Class Notebook @  Tell me what you

v [[]v  Calibrilight v~ 20 v B I U &£v Av ¢ By o

Welcome to Class Notebook

Thursday, June 9,2022 1:24 PM

Your OneNote Class Notebook is a digital
notebook for the whole class to store text, images,
handwritten notes, attachments, links, voice, video,
and more.

Each notebook is organized into three parts:

1. Student Notebooks — A private space shared between the
teacher and each individual student. Teachers can access
every student notebook, while students can only see their
own.

2. Content Library — A read-only space where teachers can
share handouts with students.

3. Collaboration Space — A space where everyone in your
class can share, organize, and collaborate.

If teachers would like to save all their notes during the lesson, they can also do this in the class
notebook. Then teachers don’t write on the blackboard but in the library in the notebook on and use
the projector to share their notes with the class. On the one hand this is a big advantage especially for
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students who were absent. They don’t have to copy the material from classmates, but they find all the
material in the class notebook. On the other hand it is also an advantage for teachers because they
can easily refer to notes that they have taken in the lessons before and that are saved in the class
notebook. Or they can reuse their notes in the following school years.

1.2.6 Using the calendar in teams

BHAK Korneuburg used the calendar in teams during homeschooling to have an overview of the
different online meetings. If you use it in combination with the calendar of outlook you can also see

other appointments in the overview.

i
e

Chat

S

Assignments

Q

Activity
200
()]

Teams

Calendar

&

Calls

(e

OneDrive

Calendar

@ Today <

15

Monday

BP
Gaunerstorfer Eva

BW
Gaunerstorfer Eva

16

Tuesday

Here is a screenshot of a calendar week of the year 2021:

Q  Search (Ctrl+E) R = o X

B Workweek v

Wednesday Thursday Friday
€anceted-UfAHome | Cancelec:-BFA W Gau
Office Homeoffice Gaunerstorfer Eva
Polster Christine Polster Christine
5]
UNCO CRW 2K Gruppe KEI
Keindl Michael
G e
BW
Gaunerstorfer Eva
i Do

UFA Gruppe Gau Polster Christine
Gaunerstorfer Eva Be

.
YUNCO 2AK
{ Keind! Michael

g

24



2 TYPE WRITING - ZAV

Touch typing is taught individually in the ZAV school program, with students working at their own pace
and under the supervision of a teacher. Each student follows numbered assignments, whether they
work at school or at home.

Teaching is not stereotypical thanks to the variety of tasks that help students improve their skills. The
four-phase training focuses on the transformation of reading text into finger movement, keyboard
technique, accuracy and coordination. In this way, students gradually improve and increase their ability
to write quickly and accurately.

The ZAV brand is based on the surname of Jaroslav Zaviaci¢, the author of this method. Jaroslav
Zaviacic¢ was the vice-champion of the world in typing in the 1960s and the coach of the Austrian and
other teams in the 1970s. Later he became the founder of the Interinfo CR association and since the
1990s he has coached representatives of the Czech Republic in text processing competitions. Since
1990, the ZAV method has been further developed in cooperation with the nine-time world champion
Ing. Helena Zaviacicova (formerly Matouskova), who took over the management of the ZAV Internet
School in 2009.

ZAV teaching differs from traditional teaching programs. Instead of the usual procedure of teaching in
a group and starting by learning the "F" key, ZAV is organized as a group individual lesson from one
workplace.

The content of the ZAV course focuses primarily on mastering typing on the keyboard blindly. In
addition to this main goal, there are sets of exercises that provide additional training, classification,
and opportunities to compete. Teachers have access to these additional reports through the Teacher
Portal, which students can use either in a group at school or individually at home.

The basic educational set ZAV-EN/CZ/SK/DE brings gradual and systematic typing exercises. Students
start from the first exercise and continue at their own pace, improving their mastery of new letters
and their practice. If the students are successful, they move on, otherwise they repeat the exercises or
are returned to the previous level.

Unlike traditional methods of learning typing, ZAV training does not begin by learning the combination
"F" — "J". Rather, letters on the keyboard are taught according to the frequency of occurrence in a
given language (including CZ, SK, GE, PL and EN) so that learners can start typing whole words as soon
as possible and use blind typing effectively in practice. Every year, approximately 50,000 students
attend ZAV classes in several language versions.

A wide range of exercises keeps teaching ZAV interesting and varied. Success in teaching is not limited
to talented students; The key is work and determination. The "3x and you're out" system prevents
students from getting stuck on one exercise, which supports their progress.

Numbering exercises makes it easy to track progress and creates a competitive atmosphere in the
classroom.

The ZAV method includes four-phase training, which divides the teaching into four separate parts.
Transformation, technique, accuracy, and coordination are key elements of this method, which focuses
on improving typing accuracy and speed. Students gradually improve and achieve better results thanks
to systematic training and quality teacher guidance.
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2.1 Loginto ZAV

You can log in to the teacher and student interfaces via any internet browser. (The creators of the
program recommend the Edge or Chrome browser.)

e The teacher registers at the address: https://manag.zav.cz
e Students register at the address: https://student.zav.cz

2.2 ZavManag teacher’s portal

The ZavManag teacher’s portal is a key tool for conducting ZAV teaching. In this interface, the teacher
can:

e create new students
e monitor the progress of students
e nominate students for grading or competition tasks

To log in to the ZavManag teacher interface, all you have to do is use any internet browser and visit
the address https://manag.zav.cz.

v & ZawManag» Log In x [ = o X

€ > C @ 2 managzav.cz/en/login G o3 o0& :

ZavManag
Teacher's portal
Username Fill your login and password you have received. After login, you

can manage ZAV e-learning at your school.

Password If you don't use ZAV at your school, contact us at skola@zav.cz

odahwdahodahu\d
£F1Tr cr £t cr £t c r £t C

After logging in, there is a main menu on the left, which contains links to individual learning sets, e.g.
School Writing Lessons (ZAV-EN), Training, Minutes, competitions, and also contains other options,
such as Filters, Home Coursed, School courses activation, School, Students, Academy portal (CZ and SK
only).

In the top bar, there is a side menu that adapts to the selected link from the main menu, as well as the
option to select the language environment and information about the logged-in user.
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Side menu Language Environment Logged-in user

School ZAV 9 Winners = Nominations "D History & Message [# Edit W Delete
Chaose filter
Main menu
Prel
R - 5 5 35
B ZAV-EN ank Surname Name Course Class Next exercise Daily progress Mark Personal variable Inactivity
1 Paterova Nikola ZAV-CZ 4. A 2407 0 417.0
Training
2 Brodova Tereza ZAV-CZ 4.C 2255 0 1500
Winites 3 Palicky Ondrej  ZAV-CZ 4.C 2196 0 77
INTERSTENO 2024 4 Zak Patrik ZAV-CZ 4.C 2151 0 2743
B ZAV-100 (2023) 5 Gregovskd  Anna ZAV-CZ 4.A 2138 0 2452
6 Rabelova Martina ZAV-CZ 3.C 2052 0 2627
Filters 7 Prochazkovd Simona ZAV-CZ *\" 1977 0 2435
o= umoem == 8 Darebnitek Toméas ZAV-CZ 4. Q45 0 2410
Home courses overview \
9  Vazanska Tereza ZAVLT - s
Students . -
10 Klimova  zuzana  zav-  Overview of students' education
Interschool Contest 11 Kralkova v, o ZAV ,
Academy portal 12 Markova Nikol ZAV-CZ 4.A 1775 0 2063
(i} 13 Petfikova Kristyna ZAV-CZ 4.C 1762 0 227.3 5

2.2.1 ZavManag / Students

Each student who undergoes ZAV classes has their student access set up in the system, which they use
to log in to the lesson on the https://student.zav.cz page. An overview of all students who are
registered at the school can be found under the link Students, which is in the main menu.

School ZAV B Import 4 Newstudent [# Edit = Nominations & Message @ ~ & Marie Hédervari ~

Students ? @ B Y
Prerov, OA
e Surname Name School Year School Class Group
ZAV-EN
Adamsky Viktor 10 Pferov, OA 1.B
Training
Anderla Tomas 1 Pierov, OA 2.B
Minutes Antlova Tereza 12 Prerov, OA 3.C
INTERSTENO 2024 Badura David 12 Prerov, CA 3.B
ZAV-100 (2 Bahounkova  Eliska 10 Prerov, OA 1. A
Balkova Adéla 13 Prerov, OA 4.C
Filters Bartlova Daniela 13 Prerov, OA 4.B
Ho e 3 Bartonova Claudia 13 Prerov, OA 4.C
OIMe Courses overview
Bartova Vendula 13 Pferov, OA 4.B
Students
Bazalkova Jana 1 Prerov, OA 2.C
ool Contest Bednafova Anna 11 Pferov, OA 2.C
Academy portal Béna Ondrej 13 Prerov, OA 4.B
Home Bezslezina Vaojtech 12 Prerov, OA 3.C

We can freely search (filter) the list of students using the

~
funnel icon, or we can export this overview to Excel and then ? w! x] L oL
save or print it.

Students can be taken from another school (Pfevzeni), imported in bulk (Import), added individually
(New student), edited (Edit), nominated for other teaching, grading or competition patterns
(Nominations) and we can also send them a message (Message).

< Prevzeti 4§ Import 4 Newstudent [# Edit = Nominations Message

When creating a new student or editing the data of an already registered student, a page will open
with all the necessary information about the student.
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Student School Contact Parameters Chybovnik Messages

Name

Student

Surname

CczZ0o1

Language

EN

School Year

11

Username

student.cz01

Password

I School I Contact I

School Email

Smart IT Solutions in Voce v

Class Phone
v cz v
Group Teacher
w» CZ Teacher w

Is activated
ik I Parameters I

studentCZ01+ Personal variable

150.0

Exercises per day

3

Reaction time

0

Hide results

The learner's page is divided into several tabs:

e Student — name and surname of the student, language, year of study, login and password
e School —assigning a student to a school, setting up a class and assigning them to a group

e Contact
rarely

— the possibility of saving the student's email or phone, in practice it is used very

e Parameters

O
@)

Personal variable — the student's current speed (default speed is 150)

Exercises per day — the daily number of exercises for a student to achieve a
continuous grade of 1,000

Reaction time — setting of relief for handicapped students (e.g. dysgraphic or
dyslexic), 0 = no relief (Note: The adjustment is made exclusively by the
methodological workplace of the ZAV after prior consultation with the teacher.)

e  Chybovnik (Error list) — an overview of phrases in which the student made a mistake in
teaching

e Messages — an archive of messages that the teacher sent to the student using the teacher's
interface

2.2.2 School teaching (ZAV-EN/CZ/SK/DE)

Basic school keyboard instruction is carried out within the ZAV-EN (CZ, SK, DE) set.
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School ZAV ® Winners I Graph £ - & Marie Hedervari ~

Prerov, OA

B ZAV-EN Course | ZAV-(Z v~  Surname Year Class | 1.C W Only progress Club

B Rank Surname Name Course Class Next exercise Daily progress Mark Personal variable Inactivity
W ZAV-100 (2023) 1 Hradil Jakub ZAV-CZ 1.C 1239 15 1.000 196.0
2 Grée Daniel ZnVvCZ 1.C 1195 10 1.000 189.7
Y Filters 3 Jandova Rozilie ~ ZAV-CZ 1.C 1147 18 1.000 1715
& Hoins 4  Ovéacikova Eliska ZAVCZ 1.C 1114 2 1.000 1618
5 Zedek Thao My ZAV-CZ 1.C 1083 9 1.000 157.0
& Valf Matyas  ZAV-CZ 1.C 1050 18 1.000 1788
7 Stanclova Natilie INV-CZ 1.C 1022 16 1.000 1500
8  Petrushenkova Marharita ZAV-CZ 1.C 1019 9 1.000 150.0
9  Novékova Simona ZAVCZ 1.C 1014 4 1.000 1500
10 Matuskovicova Veronika ZAV-CZ 1.C 1002 1 1.000 1500 53
11 Zatloukalova Kristyna  ZAV-CZ 1.C 1001 25 1.000 196.4 45

Here you can see an overview of all students who work with the set and their results. The table is
sorted according to the highest achieved exercise and contains the following data:

e Next exercise — the exercise that the student is currently on, or that he/she will write the
next time he/she logs in

o Daily progress — the number of exercises the student has completed during the current day.

o Mark - orientation for classification (it is calculated according to the achieved exercise and
the set value Number of exercises per day)

e Personal variable — achieved speed in writing

e Inactivity — the number of minutes elapsed since the previous workout was completed.

In this overview of teaching, we can again freely search (filter) students or entire classes, we can
export the selected overview to Excel and we can also nominate students for other teaching,
training or competition sets after marking them. When the refresh button is activated, the entire
table is updated at regular intervals during the lesson.

After double-clicking on the selected student, we can view the history of the progress, including a
preview of their work.

History

Jakub Hradil 2 Academy portal || B Bxport

Personal variable: 196.0

Record

4/3/2024 12:13 PM

4/3/2024 12:07 PM
4/3/2024 12:06 PM
4/3/2024 12:05 PM

4/3/2024 12:03 PM
4/3/2024 12:01 PM
4/3/2024 11:58 AM
4/3/2024 11:55 AM

«.2 3 4 5 6
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ZAV

Report chyb

text Chyby
Ekologicky hospodafici podniky obhospodatuji v Ceské republice vice ne pét procent vedkeré
zemé&délské pldy, co? je dokonce nad primérem zemi Evropské unie. Podnikatelke pritom stale X
diskutuji o tom, zda je ekologické zemé&d&listvi jen médnim trendem nebo zda jde skute¢né o

budoucnost celého oboru. V Ceské republice se jiZ stalo ekologické zemédélstvi stabilni soutasti
statni zemédélské politiky. Ekologicky hospodafici podniky ziskavaji od statu finanéni podporu,
ktera je odiivodnéna ekonomickymii odlisnostmi hospodareni ekologického od zemédélstvi standardniho. X

Ekologicti zemédélci pouzivaji méné chemickych

Jakub Hradil

Pocet chyb:2

Pocet hrubych (ihoz(i:626

Podet Cistych (ihoz(i:606

Procento chyb:0,32

Cisté Uhozy za minutu:202,0

Cviceni: 1237

Chrome 123.0.0.0 on Windows 10 64-bit
IP: 77.242.94.26

Vygenerovano: 3. 4. 2024 12:16:51

2.3 Preparation before the first lesson

Preparation, including the establishment of students in the ZAV system, is a basic step carried out by
the school administrator. The administrator must activate the school IP address in the ZAV system
and prepare classes (groups) of students.

The administrator then passes on the students' access data to the teacher, which is written in an Excel
spreadsheet. It is advisable to print and cut up this chart so that the teacher can distribute their access
data to the students in the first lesson.

Note: The School courses activation and School menu can only be accessed by a user with administrator
rights (usually a school administrator).

School ZAV + New IP S - & TeacherCZ ~

Choose filter

School courses activation 2 Y
Smart IT l

3 School Description

ZAV-EN 77.242.90.155 Smart IT Solutions in Vocational Educaton Prerov (home)

Teaining 772429426 Smart IT Solutions in Vocational Educaton  Prerov (OA)

[}
-]
s 100 z8znamd na strén
B3 INTERSTENO 2024
-

ZAV-100 (2023)

&% School courses activation

W School
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School ZAV

Choase filter

Smart IT Solutions in Vocational

Educaton

ZAV-EN

Training

INTERSTENO 2024

ZAV-100 (2023)

T Filters

£h Home c

&% School cour:

1 School

=2 Students

¥ Interschool Contest

@ Academy portal

? Academyportal B Save

School - basic information Classes

Title
Smart T Solutions in Vocational Educaton
Type
stredni Skola
Language
EN

Website

Groups:

Teachers

S - 2 TeacherCZ -

Students

Piny nazev

Smart IT Solutions in Vocational Education - Sharing Good Practice

Street

Number

City

Post code

Region

Country

2.4 Conducting introductory lessons

During the introductory lessons, the teacher introduces the students to the possibilities of
programmed teaching and performs the first few exercises together with the students in order to avoid
the most common mistakes. In the following lessons, the teacher supervises the progress of the
students in the lesson, checks that the correct fingering is observed, and that they look only at the
screen (not at their fingers) when walking through the classroom.

The teacher answers the students' questions when there is any ambiguity in the assignment or
evaluation of the exercises. In addition, the teacher can collectively assign the class to perform an
automatically evaluated grade, a quarterly exam, or increase concentration by varying the assignment
(minute notes, two-minute notes, practice copies, etc.).

The teacher from the manag.zav.cz portal monitors the students' progress not only in class, but also
during home schooling.
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2.5 Student’s portal

Students can log in to the ZAV programme from any internet browser under the link:
https://student.zav.cz.

v &% ZAV » Student X  + — (=) X

€ > C M@ 9 studentzav.cz/#!/login G & K b} o&

Fill your login a heslo you have received in the registration form
or at school.

Other information about Internet School ZAV you can find here

After logging in to the program, there is a main menu in the left column of the start window, which
contains links to Education, Extras, Training, Contests and Classification.

~ ZAV 5 Student x -

= + a x
€ 2 C M 2 studentzav.cz/#//courses G & ¥ n ) 0o&
School ZAV

73] Courses

Your e-leaming
+ Welcome!
i & oo
Vjuka psani na anglické klavesnici v jazyce anglickém

=

; & Lesson: -

vaining

- 1 Today's progress: 0

T = Current mark -

Contest

= My way
Classification

E Your mistakes »
Words where | make mistakes
Follow us
= y= Book "records" »
2 w—
f first exercise complered 8 == comparison with ather students

It is best to complete the introductory exercise with the whole class and explain in detail what is
included in each exercise. Students must carefully read the instructions as they contain important
information for completing the exercises. Acommon cause of failure is a lack of attention when reading
these instructions.
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3 USING ONLINE TOOLS IN LESSONS

3.1 ZAV - Log in to Student’s portal

On your computer, change the keyboard layout to English — change your default language CES/SK/GER
to ENG on the taskbar (keyboard shortcut: left Alt + Shift).

On the websitehttps://student.zav.cz/ https://student.zav.cz sign in to the ZAV tutorial with your
credentials to learn how to use all ten fingers to learn how to type with all ten fingers and familiarize
yourself with the start screen.

v 7aV » Student x: = 0 X

Q/'/'MOQ/'IT)OQ/'MO,‘
odahed a\'\md ahod ahed

ZAV

Student's portal

Fill youur iagin a hesio you have racsved in the registration forr
v at school,

Other infarmation abaut Internt Schaol ZAY you can find

@kb+@kb+@kb+ekb+ek‘

PO 7. PO - e PR

On the left, go through Education, Extras, Training, contests, Classification. We will first be interested
in the Education link. In the Courses menu, select the ZAV-EN e-learning, where you will find a sample
of typing in English.

~ R 7AV» Student x  + - =) X
€« > C M 23 student.zav.cz/#!/courses s QA # m} K2 | a H
B Courses
Education
Welcome!
s = ZRN-EN v
Vyuka psani na anglické Kavesnici v jazyce anglickém
2
W Lesson: -
Training
1 Today's progress: 0
T & Current mark
Contests
= My way
Classification
E Your mlstakes »
Words where | make mistake:
0 f = i= Book "records" »
first exercise complated B == (Comparison with other studants
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3.2 ZAV - Touch Typing Tutorial

During the lesson, read the assignment carefully and go through as many exercises as possible in 30
minutes. During the writing itself, follow the prescribed fingering, do not look at your fingers, and
observe proper sitting at the computer.

Place your hands on the keyboard so that your thumbs are loosely on the space key (the long key at the bottom) and the little, ring, middle and index fingers of your left hand are ‘ & Student CZ01 ~

on the [A], [S], [D], [F] keys of the keyboard respectively. The keys [G] and [H] remain uncovered between the index fingers of both hands. Place the index, middle, ring and little

finger of your right hand on the [J], [K], [L] and [;] keys. The keys [A], S, [D], [F], )], [K], [L] and [] are known as the 'home keys'. "a" is obtained with the left little finger. The Lesson i
remaining fingers of both hands should be kept on the keyboard not moving, when typing "a" only the left little finger should move! After the letter "a" has been typed five times,

the larger type-face letter “a" will flash on the screen. Type it correctly with your left little finger every time this happens. Today's progress: 0

Current mark

AECOEEEAEEEESE
oooDooOooDoE.
ODE00E0nE S . cE

English keyboard layout and fingering

= ! @ |#
) 1 2 3 4 5 6

Q w E R T Y U | (o] P { }
Tab Enter

A S D F G H J K L 3 " |
Caps Lock ; , \
\' B N

Backspace

«»
ES
>
=
Ro
*
—
-
|
+

z [x |[c M [< [> |2
Shift R N Shift
ctrl | g | Al Spacebar Alt | oo | menu [ Ctrl

NS
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Sitting at the computer correctly

e Upright head

e Relaxed shoulders

e Straight back

e Pelvis slightly raised above the knees

e Feet resting on the floor with their entire surface

3.3 ZAV - Training / ZAV-MINUTES

Go back to the main menu of ZAV and select Training in the left menu. Select MIN-EN from the menu
and write a minimum of 10 minute transcripts. Correct mistakes as you type — 100 keystrokes are
deducted for each uncorrected mistake!

ZAV-MINUTES English TRAINING: 1 minute transcription, 100 for an uncorrected mistake. If the net strokes don’t exceed the actual result, another try follows on the same result but | & Student cz o1 -
with a new randomly chosen text. If the net strokes do exceed the actual result, is new result increased by the half of the difference between the reached result and the net strokes.

Confirmed result 0.0

Attempts left: 25

This will require politically difficult decisions by European leaders, including bringing the Doha round to

a conclusion. The strategic use of the European Union's varied tool-kit should also allow it to become a more
effective promoter of democracy, the rule of law and human rights. A policy of conditionality that empowers
democratic actors and discourages the abuse of power by authoritarian regimes must be used more wisely. This will
require holding discussions with civil society partners, including associations of women and minorities, and not only
government interlocutors; bottom-up interventions to bolster the rule of law around the world; and a more consistent
approach to election monitoring. In the next two decades, this governance agenda must become multilateral to the

00:00

e

3.4 ZAV - Training / Training exercises EN

Go back to the main menu of ZAV and select Training in the left menu. Select Training exercises EN
from the menu and write the first five-minute copy from the screen with a 10-keystroke penalty for an
uncorrected error.

Training

[Exercise Nr. 1: 5 minutes, penalization 10 &l ]

Exercise Nr. 2: 5 minutes, penalization 10 Q
Exercise Nr. 3: 5 minutes, penalization 10 3

Exercise Nr. 4: 5 minutes, penalization 10 CJ

The inscription begins with the text "The World Health...".
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v &% ZAV > Student X +

€ > C M S studentzav.cz/#!/course/145 G Q % ] A | G

Copy the et fo 5 mite. oreveyuncoecta istae, 0k aresubtrced

The World Health Organization was established in 1948 as the specialized agency of the United Nations responsible for
directing and coordinating authority for international health matters and public health. One of WHO's constitutional
functions is to provide objective and reliable information and advice in the field of human health. It fulfils this
responsibility in part through its publication programmes, seeking to help countries make policies that benefit
public health and address their most pressing public health concerns. The WHO Regional Office for Europe is one of
six regional offices throughout the world, each with its own programme geared to the particular health problems of
the countries it serves. The European Region embraces some 880 million people living in an area stretching from the
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3.5 Canva

Canva is an online graphic design tool. It can be used to create social media posts, presentations,
handouts, posters, videos, logos and more. First you have to register at the website
https://www.canva.com. Some parts of it are free-to-use and some can only be used if you pay for it.
But in order to try out various functions with the students in the lessons, it is enough to make use of
the free design tools.

During this project students tried out Canva at one of our learning activities and worked on the
following tasks in groups:

~

Let’s try out the following tools in groups and then present your results and talk about your experience:

1. Creating a Photo collage about our Erasmus+ Project. Photos of our project can be found in
the Team of the Austrian students — or you can also take photos now.

2. Creating a comic about our Erasmus+ Project. You could also take photos of you and upload
them.

3. Creating a CV. You could also take photos of you and upload them in your CV.

4. Creating a leaflet about our Erasmus+ Project. You can use photos that are available in the
Team of the Austrians or also take photos now and use them in your leaflet.

5. Creating cards with vocabulary of our 3 languages. Upload pictures for the cards and translate

the words in all 3 languages.

- J

Here are some of the results of this group work:

Comic:

ERASMUS+ PROJVECT

ONCE UPON A TIME IN

KORNEUBURG...
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Learning cards:

APFEL ORANGE BIRNE

TABLEO POMARANC e

M P?gﬂﬂnc HRUSKA

BANANE PFIRSICH ERDBEERE

BANAN BROSKYNA TAHODA
( “ BANAN BROSKEV TAHOD
|
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