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Step-by-step manual for annual assessment

The following text is designed to help you prepare the annual assessment for the academic 
year 2023/2024. Please note that the graphic form may slightly differ as the system is 
updated. 

From July 1st, 2024, the students are preparing their annual assessment in SIS. The deadline 
for submission is August 31st, 2024. The supervisor revises the AA and forwards it to the 
Subject Area Board until September 30, 2024.

AA is subjected to the following timeline
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GUIDELINES FOR THE ASSESSMENT

The following text describes the steps of the assessment process and includes pictures to make the 
instructions clearer. However, some SIS is still undergoing minor changes at this point, and the 
system can therefore look slightly different compared to the pictures provided in here.  
1. Logging in to SIS
You log in to SIS at https://is.cuni.cz/studium using your login.

In SIS, click on  Individual study plan for PhD students which opens up the information about 
your studies (picture 1). When you click on the icons on the left side, you can see the original approved 
plan of studies (PDF with the original plan  and a detail which includes changes made after the last 
year’s annual assessment ). On the right side, you can find the same icons concerning the previous 
annual assessment (for students who are in the second or higher year of their studies).  

Picture 1: Basic information about your studies 

To make the information clearer, there are headings for all the study plans and annual assessments 
and the information is divided into different subgroups. To display detailed information about each 
of the subgroups, click on the plus sign (picture 2) which then expands the heading. 

Picture 2: Expanded heading of a study plan (with details included) 

https://is.cuni.cz/studium
https://web.natur.cuni.cz/system/util/pwchange.php
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2. Creating a new Annual assessment (AA) 2023/24

The fastest way to create a new AA is to click on the detail (icon    in the column State of the 
assessment, see picture 1) – this brings you to the page of the Annual assessment of the individual 
study plan. The option to create a new AA is at the very bottom of the page (picture 3).  

Picture 3: Creating a new annual assessment 

Students who are creating their first annual assessment must do so through the “Detail of the 
plan” (icon  in the column State of the assessment, see picture 1) where the button for the 
assessment appears at the bottom of the screen (picture 2). After clicking on the button, the page of 
the annual assessment appears. There, at the bottom of the page, it is possible to create a new AA (see 
picture 3).  
The outline of the annual assessment is similar to the one of the study plan. The details of each 
subsection become displayed after expanding the heading by clicking on the plus sign (see picture 2). 
Picture 4 shows an overview of previous assessments and changes of supervisors and consultants.  

Picture 4: Outline of the current annual assessment with previous AA displayed, also including changes of 
supervisors and consultants 

3. Editing the information for evaluation and modification of the study plan
Students must complete the following in order to submit their annual assessment:
- description of the progress in their dissertation work
- summary of the ISP requirements they completed in the academic year 2023/24
In picture 5, the comments that are obligatory are marked by a star. The option to enter these 
comments is located in the evaluation section at the very bottom of the page. 
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Picture 5: Possibility of comments 

Out of the following steps, do those that are necessary for your annual assessment: 
- match requirements in the ISP with the completed courses in SIS (this is done automatically if the
code is the same)
- add more courses from Charles University in the study plan (these courses are found in SIS)
- add a course from other universities or those guaranteed by the Academy of Science or by other
institution (marked as “course description”)
- match publications in ISP with the record imported from the OBD system
- match an internship in the ISP with its record in SIS (inserted in SIS or imported from the internship
database)
- upload relevant files (published articles, posters or abstracts from conferences)
- match grants with the records
- add other types of requirements related to the doctoral exam or preparations for the dissertation
- fill in a request for a removal of a course (or a “course description”, see below) from the plan
- add comments to the different groups of requirements (see picture 5)

The requirements are handled differently according to their type. If you have a requirement in a wrong 
category, you have to request its elimination and you have to insert a new requirement in the correct 
category. For instance, work with laboratory animals that is awarded with a certificate (not an exam 
or course credits) is considered a special training, not a course.  

Course (within Charles University) and course description (outside of Charles University) are 
concluded with some kind of a progress check, such as an exam, course credits, etc. They are matched 
in the registered courses category, and they are included in a diploma supplement. Courses from 
different universities are inserted by the Department of Student Affairs after all the relevant 
documents are provided. After completing these courses, these need to be matched with the records 
in SIS (see below).  

Publications are imported from OBD of the Faculty (not from a training workplace outside of 
faculty). If a publication is not yet listed in the OBD of the faculty, we recommend inserting it 
there first (if the publication is affiliated to a faculty’s department). In order to import a record to 
SIS, its status needs to be marked as Saved. The students then match their ISP records with those 
imported from OBD. They can upload files with publications if the board requires it (these 
materials will not be available to the public and can only be accessed by the board). 

Conferences – it is possible to upload files with abstracts or posters from conferences if the board 
requires it (these materials are not made public). The faculty conference (DS002) is paired as a 
course. Any other conference is only inserted in SIS but not paired.

Internships – The ERASMUS internships are imported from the agenda of the Rectorate of the 
University. New internships of different types are inserted in the Evidence of Internships module in 
SIS by the study officers based on the documents provided by the international office. 
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Please check and complete the information about your internship in SIS, especially the 
internships that are longer than 30 days, as these are taken into account when evaluating PhD 
students, study programmes as well as the faculty as a whole.  

The internship can be entered in SIS via the Evidence of Internships module. Only then can the 
internship be confirmed by the study department, which makes it available for matching in the ISP.  

Grants are also imported from the central database. After matching with an existing record, the 
information is filled in automatically (the same way as with publications).  

Pedagogical activity (which used to be usually included in the Other category): The matching is 
done with SIS records about courses and bachelor theses (both supervising and reviewing). The ISP 
shall include only pedagogical activity related to the preparation for the doctoral state exam 
or dissertation.  
Course and Others can only be found in the ISP. Students write if they have completed these 
requirements or not and after the annual approval of the subject-area board, a requirement 
is considered to completed (and therefore the requirements listed as “completed” in the 
previous academic year cannot be further edited in the ISP). The ISP shall only include activities 
which are related to the doctoral exam or dissertation. 

Picture 6: Overview of different requirements, matching with subjects and request for elimination of a subject 
from a study plan 

The following text provides a detailed description of matching the requirements and of the graphic 
icons in picture 6 for each requirement.  

You will mostly use this icon:  In the following text, it is called editing icon. It is used for matching 
courses, publications, internships, uploading files (publications and conference proceedings) and 
adding comments for all types of study requirements.  
If the completed courses have the same code as courses in your ISP, they are matched automatically 
after an AA is created. The courses taken outside of Charles University (known as “course 
description”) need to be matched by clicking on  which opens a list of courses, from which you 
can then choose which one you want to match with which study requirement. 
The courses registered with codes and matched in the previous years cannot be edited any more (see 
picture 6, subject NGEO082). The PDF of the annual assessment shows the exact day when the 
courses were completed. Do not forget to provide your study officer at the Department of Student 



Guidelines for annual assessment of the individual study plan for the academic year 2023/2024  Guidelines for students 

6 

Affairs with all the documents necessary for the courses taken outside of Charles University so you 
can match them to the relevant requirements in your evaluation.  
It is also possible to match the publications that are included in the faculty’s OBD database in a 
similar manner (the publications need to be affiliated to the Second Faculty of Medicine).  
When matching publications already included in the ISP, it is possible to directly add a record from 
OBD (picture 7). If a publication is not yet in OBD (there are different procedures at 
different departments) or if it is listed, for instance, at the Academy of Science, the student needs to 
complete the type of publication and citation manually in both fields, which, in the example in picture 
7, became hidden after choosing an existing publication. After inserting a publication, it is possible 
to click on the editing icon and upload a file.  

Picture  7: Inserting a new publication and matching it with OBD 

As the procedure to insert publications used to be very diverse (there were no clear guidelines and no 
access to OBD), records from previous years can look different.  

The internships are matched in the same way. All internships (study and research stays) in SIS are 
displayed in the module Internships as well as in the module Personal Data (tab Information about 
studies and internships – Fellowships) – see picture 8. If your internship is not yet in SIS, you have 
to add it in the module Internships and make sure your supervisor approves it (the supervisors have 
guidelines on how to do so). After that, the Department of Student Affairs can include your internship 
in your studies, so it can be listed as “accepted by the Department of Student Affairs”. A proposal of 
an internship send-off is not sufficient! When entering the internship into SIS, you only need to fill 
in the information in the required sections. “Institute” means department. You don’t need to fill in the 
“motivational letter” and “internship priority” sections. 

Picture  8: Overview of the internships in the application Personal Data 

When adding new requirements to the ISP, you can see all the existing records (accepted by the 
Department of Student Affairs). Internships imported from the Erasmus database already include 
information about the specific university abroad (picture 9). Other internships usually include only 
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basic information (period and state). For these kinds of internships, fill in the details by clicking on 
the editing icon.  

Picture 9: Matching internships with records in SIS 

If an internship was already entered into the ISP but it only now got matched, the original name of 
the internship will be automatically rewritten with the new information.  

It is possible to include information about your pedagogical activity. Picture 10 shows different 
available types. We recommend including details in the commentary when editing the record. If the 
activity is not registered in SIS, it is possible to use a text field. The ISP shall include only pedagogical 
activity related to the state doctoral exam or dissertation.  

Picture  10: Matching pedagogical activity 

Other icons in picture 6: 
    On the right side of the “study requirement” row, you can click on this icon to see information 

about matching with a record in SIS (picture 7).  
  It is displayed on the right side of the row when there is a file uploaded for a record of a 

conference or a publication. If there is no file uploaded, the icon is black and white. The files attached 
are not public, they are only visible to the supervisors and members of the subject-area board. If there 
are more files (picture 11), the icon changes. You can upload a file by clicking on the editing icon.  

Deleting a comment to a requirement or deleting an erroneous match. 
Deleting a requirement added to an annual assessment.  
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Picture  11: Files view 

Request for elimination of a course in the study plan is supposed to be filed after a 
consultation with a supervisor. After clicking on this icon, students need to justify their request 
(see the orange text in picture 7). Elimination of a course must be approved by a supervisor. 
Such subject is then written in a different font in the PDF file of the annual assessment. 

  Cancellation of a request for elimination of a subject from the study plan or corrections of 
information or typos.  

  Is displayed in a new column of original planned year of completion in case the period 
originally planned for completing the requirement has changed.  

4. Further details
Publications should only be inserted when they are already published or accepted for print and you 
know all the relevant information. If you are planning a publication for the next year, we recommend 
including it in the student’s final summary of the AA (see below) where you comment on all the 
activities in the academic year 2023/2024 and at the same time, add in the plan for the year 2023/2024. 
If you do not yet have publications available in OBD (either they are affiliated to a different institution 
or they are not yet included in OBD due to a different timeline), specify the type of publication 
(usually a journal paper) and enter the full citation in the field “Specification of the requirement”.  
For citations, you can use the format in pictures 7 and 11. 
5. Conclusion of the fulfilment of ISP for the academic year 2023/2024, forwarding the
assessment to the supervisor
In the conclusion of the assessment, you shall explicitly state if you are fulfilling the ISP (including 
general requirements specific for your study programme that are stated at the end of the ISP). In case 
you have requirements not fulfilled, state the reason for this.  
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Picture 12: Dissertation 

Comments of progress in preparing your dissertation will be displayed in the corresponding part of 
the AA (see picture 12). Students admitted from the academic year 2013/14 onward have the planned 
progress filled in, for others, this field is blank. 
If you write comments for different types of requirements, they will be displayed in the section Other 
comments. The summary is listed in the section Conclusion of Assessment (picture 13). This will be 
later supplemented by a supervisor’s commentary and by a commentary of the subject-area board.  

Picture 13: Conclusion of the assessment (summary, forwarding to a supervisor 

Use the first choice from the list in the picture 13 (“mark the duty as fulfilled according to student if 
it is fulfilled as per SIS”) to automatically add the text “fulfilled” in places where it is relevant and 
where SIS no longer offers this option. 

Do not forget to check everything at the end. You can also view the PDF of the AA (icon ). 
In order to forward the assessment to your supervisor for evaluation and later approval of the subject-
area board, choose the relevant option in picture 13. Supervisors receive an automatic e-mail about 
this update. After this, it is possible for them to return the assessment to the students and request 
further details and adjustments. In such cases, it becomes the student’s responsibility again. They will 
be informed about this via e-mail and the information about the additional requirements of the 
supervisor will be displayed in the bottom part of the AA heading (picture 14). The chair of the 
subject-area board can also return the assessment to the student in a similar manner. Please do not 
wait too long with the corrections as the subject-area board needs sufficient time to evaluate your 
progress in completing the ISP. 
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Picture 14: Supervisor’s requirement for further information 


