2030202t YHUBEPCUTET UTMO

PRACTICAL TRAINING MODULE: USER MANUAL

(for students)
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ASSIGNING PRACTICAL TRAINING VENUES, SUPERVISORS, AND INDIVIDUAL
ASSIGNMENTS

Before the start of practical training, the curator (head of the educational program or another employee)
compiles personal files of all students whose practical training they are tasked with overseeing. The personal file
includes the venue (location) of the student’s practical training, the name of their ITMO-affiliated supervisor, the start
and end dates of their training, and the position that the student will fill at the aforementioned venue.

The supervisor, in turn, provides a description of the individual assignments of those students whose practical
training they will be overseeing, and provides information about the student’s supervisor at the third-party
organization (if practical training will take place outside of ITMO University).
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FEATURES AVAILABLE TO STUDENTS IN THE PRACTICAL TRAINING MODULE

The practical training module can be found on your Russian-language personal page (/luyHbili kabuHem) in I1SU
in the section O6bpaszosaHue u Hayka (Education and Science) -> lpakmuka (Practice). You can use your web browser’s
built-in translation plugin (or a similar add-on) to navigate the website.
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Pic. 1-2. Location of the practical training module

Upon entering the module, you'll see a list of all the practical training you’ve been assigned. The graph will
include a general description, the name of your supervisor at ITMO, the type of training, the status of your individual

. . . - , . &
assignment, and the start and end date of your training. In order to open this training course’s page, click on (4
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Pic. 3. General description and button leading to course info

The page will include the following sections:

OcHosHasa uHpopmayua (Key information) — this section includes information about the student
(O6yuarowulicsa) and their supervisor (Pykosodumens) at ITMO, the venue of training (Mecmo
npakmuku), the student’s position (JosmwHocme) at the venue of training (the default title is

lpakmukaHmM i

.e. trainee), the start (Jama c) and end (Jama no) dates of training, and type of training

(Bud npakmuku) according to curriculum.
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Pic. 4. Key information

npaKkmuku om eHewHeli opeaHusayuu (komnaHuu) (Third-party supervisor) — the

personal information of the student’s supervisor at a third-party organization where the training will be

conducted.

MHOusudyansvHoe 3ad0aHue (Individual assignment) — the status of the student’s individual assignment,
its topic, and the completion timeline (including stages).
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Pic. 5. Individual assignment

ACCEPTING YOUR INDIVIDUAL ASSIGNMENT

In order to accept an individual assignment, click the button lMpuxame k ucnonHeHutro (Accept assignment). After
this, it will no longer be possible to edit the assignment. Before the assignment has been accepted, the supervisor has
the right to modify it. If you have familiarized yourself with the assignment and wish to edit it, contact your supervisor
at ITMO to discuss the necessary changes.
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Pic. 6. Accepting your assighment

Once you have accepted the individual assignment, you will be able to upload relevant documents to the system.
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FILLING OUT YOUR ASSIGNMENT DRAFT

Alternatively, students can also fill out a draft copy of their individual assignment. To do this, click the button
Mepelimu k uHOusudyanbHomy 3a0aHuto (Go to individual assignment). A pop-up form will appear.
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Pic. 7. Creating an assignment draft

Next, click on Co30ame uHdusudyansHoe 3adaHue (Create individual assighment) and use the pop-up form to
enter the topic of your assignment (must be approved by the supervisor in advance). Then, click the button Cozdame
(Create).
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Pic. 8. Adding the topic of your individual assignment
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Pic. 9. Confirming the choice of topic

Once you have added the topic, you will be able to edit it.
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Pic. 10. Editing the topic of your individual assignment
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Pic. 11. Editing the topic of your individual assignment

You will also become able to add stages to the practical training timeline. The first stage will already be
included in the list — this is the orientation you will receive at the training venue. If needed, this stage can also be
edited or deleted.
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Pic. 12. Adding stages to the practical training timeline
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Pic. 13. Editing and deleting stages from the practical training timeline
In order to add another stage to the timeline, click on Job6agume aman (Add stage) and fill in the pop-up form.

In the field HaumeHosaHue smana (Title of stage), write the name of the stage. In the field
MpodonxcumensHocme amana e 0Hax (Length of stage in days), add the number of days out of the total length of
training that will be dedicated to this stage. In the field 3a0aHue smana (Stage objective(s)), describe the tasks you
will need to accomplish, in which format you will need to present the results, and so on. To save this information, click
on CoxpaHums (Save).
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Pic. 14. Filling out information about a training stage

The individual assignment is saved whenever you add/edit the topic or a training stage. Once an individual
assignment has been created, it can be viewed and edited by the practical training supervisor. The supervisor or the
curator are able to make edits and/or approve the assignment. After that, the status of the assignment will change
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and it will no longer be editable. Once a draft of the individual assignment has been approved by the supervisor (or
curator), the student will need to accept the assignment (see page 5).

UPLOADING REPORTS AND DOCUMENTS

Once the individual assignment has been accepted, a new button will appear allowing the student to upload
reports and relevant documents. In order to fill out a report, click on the button Mepeiimu k omyemy (Go to report)
on the assignment page.
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Pic. 15. Adding a report

The report form includes several sections that may or may not be mandatory. The list of mandatory documents
is decided on by the supervisor or curator in accordance with the training plan. Students can submit a report by filling
out the form or submitting a full list of documents. Mandatory fields are highlighted with an asterisk (*).

1. AHHOmauuoHHbIlG omyem (Annotated report) — this section consists of a short summary of the main report.
It includes the following parts:

1.1. BsedeHue (Introduction)

1.2. OcHosHasa Yacme o pe3yabmamax npakmuku (Main section on results of practical training)
1.3. 3aknroyeHue (Conclusion)

1.4. Cnucok numepamypei (List of literature)
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Pic. 16 Annotated review

2. OmyemHocmb npedcmassneHa 8 sude (Format of report) — in this section, you will need to choose the types
of documents that will be uploaded into the system as part of your report(s). To do that, press the button
Pedakmuposams (Edit) next to the corresponding field. A registry page will appear on which you can choose
multiple formats of documents. Once you have ticked off the right options, click on CoxpaHums (Save).

* OrueTHOCTL NpeACTARACH B DAL

0 Pesacrvposats

Pic. 17. Choosing the format(s) of your report(s)
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Pic. 18. Choosing the format(s) of your report(s)

3. Inthe next section, you can upload the report files in question. There are limits on the size of files and their
number: you can upload only one file up to 30 Mb in size, in any format. If you need to upload several files,
please package them into a single archive. When uploading a file, it is suggested that you name it using the
type of practice and your surname and initials. For example: Industrial practice Smith J.docx
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Pic. 19. Uploading a report file
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Pic. 20. Upload window

Once you have uploaded a file/archive, you can download it or replace it. In order to replace the file, click the
button Pedakmuposams (Save) next to the Omuem (Report) field. An upload window will appear. Once the new file
has been added, the old one will be deleted.
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Pic. 21. Once a file has been added, download/edit buttons will appear on the right

4. Omsbie 0 mecme npakmuku (Review of practical training venue) — here, you can rate your practical training
venue on a scale of 1-5, where 1 is the lowest and 5 is the highest grade.

OTiLin & MECTE MPAKTHKA

Pic. 22. Rating your training venue
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5. Kommenmapuli (Comment)— here, you can leave a comment about your training venue, the practical training
process, or the report.

Pic. 23. Comment field

Once all the necessary fields have been filled in, click the CoxpaHume (Save) button in the upper right corner of
the report form.
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Pic. 24. The report form and the save button

Once the report has been saved, the corresponding information will appear on the practical training page. All
participants of the process (student, supervisor, curator) will be able to see the added report.
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Pic. 25. A filled-out report as it appears on the practical training page

Once a report has been added, you can send it to your supervisor. To do that, click the button Omnpasume
pykosodumento (Submit to supervisor) on the practical training page. A preview of the report will appear. Review it
and, when you are sure that it doesn’t need to be edited, send it to your supervisor using the confirmation button.
Your supervisor will receive an email notification. If you are undergoing your practical training at a third-party
organization, clicking the button will simultaneously send copies of the report to your supervisor at ITMO and your
supervisor at the host organization.
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Pic. 26. Sharing your report
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Pic. 27. Report preview and confirmation

On the practical training page, go to the Omyem (Report) section to see feedback from your supervisor(s). In
their review, they will assess the degree to which each stage of the individual assignment has been completed and, if
necessary, provide notes. You will receive an email notification when a supervisor has reviewed your report.

If the supervisor has any critiques of the report, they can add them to the review or communicate them directly
to you. If it is necessary to edit the report, return to the report form, modify the necessary fields, and upload a new

set of documents. After this, you’ll need to share the report with your supervisor(s) again.

The interim exam that corresponds to your practical training will be held according to the regulations that are

in place at your faculty/institute/cluster.
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