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PRACTICAL TRAINING MODULE: USER MANUAL
(for third-party supervisors)
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CONFIRMING YOUR CREDENTIALS AS A THIRD-PARTY SUPERVISOR
An ITMO University staff member (a practical training supervisor or curator) will send you an email
containing a link. Follow this link to the credentials confirmation page. You can use your web browser’s

built-in translation plugin (or a similar add-on) to navigate the website.

NoaTEEpKASHUE CESASHWIA PYKOEOAVTENSA OT NpodUNEHOK opraHMzalumn.

* Email

KoHTakTHbIA TenedoH

F—

DUO Crenene  3sanHwme Mecto paothbi AomxHocTb

Cornacue Ha 06paboTKy NepcoHanbHbIX AaHHBIX

COrNACWE CYBBEKTA HA OBPABOTKY NEPCOHANBHBIX JAHHbIX

B Coraacu HCIOOTBIVEOTCA HEHEYKASAHHEIE TEPMHHEL
«PYKOBOOHTEAb MOpPaKTHEH 0T _ npodHabHoil _0OpraHH3auMH» -  JIHI
opfaHHIVIOmMEe padodgee MecTo o0VHAKMerocd B VHHEepcHTeTe HTMO Jm
OpOXOEASHHT TPaKTHEH B OpoduiesEeH OpraHHMsanMH, EKOMIETEHTHOE B
COOTBETCTEYIOMEH 001acTH npodEeccHOHATRHOH JeqTelsHOCTH, KOTOpOe VIacTRYeT
E pazpa0oTke HHAMEHIVATEHOTO 33JaHHA 00VHAKMErocs HA NpPAKTHEY, OLEeHHEIeT
Pe3yIETATE NpOoXCAIeHHA NPAKTHEH H OpeJocTABIZel OTIEE Ha 0O0yVHAMErocd,
r[ om;u{E.u:[ero TIPAKTHEY 0T 70 PYKOBOACTEOM.

VYo - wwdiomrammorsas cEcTema  vinarmenws  Yewrencwteta  FTAMO

PIC. 1. Credentials confirmation page for third-party supervisors

Use this form to enter the following data:

e Email — state your email address. It will be used to send notifications related to the student’s
progress in their practical training (for example, whenever they submit a report).

e Koumaxmmuwiti meneghon (Contact number) — provide a phone number that can be used to verify
your account. In order to verify your account, input your number and then click on
Ioomsepoums (Confirm). You will be presented with a phone number that you should call.
Once you’ve called that number, click 5 nozeonun (Call made). If all has been done correctly,

a notice will appear confirming your verification.
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Bepudukauma Homepa TenedoHa

Ans EepUdUEALIMN NOSE0OHWTE C HOMEPE Ha HOMEP

H nozsoHMN

Pic. 2. Phone number verification

Under the verification form you will find a list of your personal information. To edit or add new info,

click on the edit button *~ . An edit form will appear. Mandatory fields will be marked with an asterisk (*).

PepakTuposaHue WHbopMaLnm

* Damunua

* Wima

OTtuyecTBO

Crenexs

3eaHue

* MecTo paBoThbi

* NonmHocTs

Pic. 3. Editing your information

Below this you will find a consent form for the processing of your personal data. Once you have
reviewed its conditions, tick the box next to the form. Once all information has been put in and checked, click

the save button and a list of students’ individual assignments will appear.

You will only need to confirm your information once, even if there are several students under your
supervision. Notifications about new assigned students will be sent to your stated email address. After first
clicking the link in the initial email, on subsequent uses the link will take you to a list of all individual

assignments.
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APPROVING INDIVIDUAL ASSIGNMENTS

Once you have confirmed your credentials, a list of students will become available.

CNWMCcoK NPpaKkKTHUMKaHTOB

CryaenT

Tema

TeCT

LY.

IagaHue

c Cornacoeate/
TaTye

OTKnoHMTL
Ha cornacceaHMK y EHEWHErD b4

pPyRoso41TEeNnA

Pic. 4. List of students

This page will display the following information:

e Full names of all students to whom you are assigned as a third-party supervisor (the column

Cmyoenm).

e The topics of their individual assignments (the column Tema).

e Individual assignments: clicking on the corresponding symbol will display the full text of each

student’s individual assignment (the column /no. 3a0anue).

MHavBMayanbHoe 3a34aHMe

CraTye

Ha cornacoBaHui y SEHELLIHEND DYKOSOANTENR

Tema MHagnsMayansHoOro saaaHna

TECT

PaBounii nnaH-rpadurk NpaKTMKA

MNopagkoesiid HawmeHoBaHme
Nz sTana 3Tana

1 HMrcrpyrran:
ofydsoWEerccs

37an 2

8]

3 37an 3

MpogonxUTENLHOCTE
ITana B AHAX

1

wun

on

Mepurog
3aTana s
Aarax

01.12.2020

06.12.2020

SapaHune aTana

WHcTpyrram obyHaroLerocs No 0SHaKoMASH UMD ©
TpeDoBaHWAMI OXPaHbl TRYAS, TEXHWKKM De30MacHoCTI,
noxapHoi BE30NaCHOCTI, 3 TAKNKE MPasHnani
EHYTPEHHEro TRYA0EOro Pacrnopagxa

Tectl

TecTZ

Pic. 5. Viewing a student’s individual assignment

e The current status of each individual assignment (the column Cmamyc).

e The buttons Cozeracosams (Confirm) and omxronums (Reject) — click the green tick mark to

have the individual assignment sent to the student, who will be asked to accept it. If you believe

the assignment needs to be modified further, click the red cross mark. In the text field that

appears, add your comment. Then, the assignment will be returned to the student and their

supervisor at ITMO for further editing.
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RECEIVING AND SUBMITTING REPORTS
Once a student has completed their practical training, they submit a report using their personal page

and send it to their supervisor(s). As a third-party supervisor, you will receive an email notification.

MCY UTMO - MNpaKTuka Bxeanume x & @

ITMO University =no-reply@isu ifmo.ru ur, 1
KOMY: A ~

7 nex., 18:51 (5 aweii Hasan)  Yr -

OTYeT Mo NPaKTUKe
Bam nocTynuna oTYETHOCTL NO NPaKTUKE OT obyyarowerocs Bonocwd Bnagucnas Bacunbesny

Tema MHAWBMAYANbHOMO 3a4aHNA: TECTOBAA TeMa
[ata oTnpaBnenna otyeTa: 17.12.2020

O3HAKOMUTLCA C AETANAMU MOKHO B JTA4HOM KaGHHETE:
Oepeiitn

Pic. 6. Notification about a new report

Follow the link in the email to open the report. Each report has a unique URL that leads to a page

containing the report itself as well as the corresponding individual assignment.

& OTuéT

@ MHAVIBMAYaNLHOE 334aHWe CTYASHTA

Pic. 7. A practical training report

A student’s report will consist of the following parts:

o Aunomayuonnwvii omuem (Annotated report) —a short summary of the main report. This part is
not mandatory.

o Omuemnsvie ooxymenmsr (Report documents) — this section describes the type of documents
provided as part of the report, as well as the files in question. The files can be downloaded.

e Omswie o npaxmuxe (Practical training review) — here, the student can leave an assessment of
their training venue.

e Kommenmapuu (Comment) — here, the student can leave a message/note.

Below this is a section for the third-party supervisor’s review, followed by the report of the supervisor
at ITMO.

To leave a report, click on /Jobasumuv/pedaxmuposams omswvie (Add/edit review). A form will become

available, consisting of the following:

e Oyenxa smana (Stage assessment) — here, you will need to evaluate the completion of various
stages of practical training. You can choose from three options: esinoineno (Completed),

yacmuuno svinoanero (Partially completed), we svinonneno (Not completed).

6
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® nousuoyanvroe zaoanue (Individual assignment) — this section shows the training timeline.
e Oms3uvie no npakmuxke (Practical training review) — as a third-party supervisor, you may type

your report into the text box or attach a file.

OueHka 3Tana

* PesynbTar

~
Home MpoaormKMTEeNnbHOCTL

P Havimernosanune A Saparnwvie Pesynosrtar
>Tana B AHAX
1 WnictpykTank 1 VHcTpyKTaox 06y YaroLIerocs no OSHEKOMASHMIO C

oByuarouerocs TPeGOoBEaHMSMIA OXPaHbl TPYAS, TeEXHNKMN
BesonacHoOCTK, MoXapHoil 6e3onacHoOCTK, a Takke
MpasnnamMm BHYTDEHHErO TPYACEOro pacnopsaka

© HaveuayansHoOe zagaHvie

Craryc
Yr1eepxasHo
Tema nnamsmnayanbHoOro sagaHnsa

test

PaGoumniia nnaH-rpadpmkK NnpakTmukm

= Mepuo,
MNMopsaxkossiia H Mp DKMTE. T P 2
stanas Sapanwvie stana
Ne sTtana sTana sTana B gHAX
aarax
1 WscTpykras 1 = NscTpykTask o6y H4aroLUIEerccs No OSHaKOMASHWMIo ©
oByuarowierccs TPeGoBaHMAMIW OXDaHbl TPYAS, TEXHIKN

Se30MacHOCTX, NoXXapHCi 6&e30MacHOCTK, a Taxe
MpasvuiamMmu BHYTPEHHEro TPYAOBOro pacnopsaxka

OTsbiB No NpakTMKe
Beor rroxceme ocmaeume CmM=2ele € MeKCrnoeoM NoAe UAu NnpuKkpenume @oina (e ceob8o8Hol poprme unu no wabnaory, npedocmaenersony MTMO),
esifepume NoBxoBALUT SOPUOHM HUNCe:

TexcTa

= Daana

Daiin c oTsbiSOM

| BoiSepute ®ain | ®aiin re sei6pan

Pic. 8. The training report form
Once all fields have been filled in, you will need to save the report. Following this, the student will

receive a notification stating that a report has been filed and is available for review.

Please send your feedback, questions, and suggestions regarding the practical training module to

support.practice@itmo.ru
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