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1. Characteristics of simulated environment

1.1 Basic definition of environment

The Simulated Environment (SE) is a training environment in which lecturers can model situations
encountered by citizens seeking e-government services.

The simulated environment is free of charge for all those who want to use it for training in e-
government services.

1.2 Practical use of SE

The trainer can use the SE in the following ways:
* The lecturer can show basic elements of the website to the course participants.

* Workshop Workshop participants will use SE to perform some of the tasks listed in the
worksheets.

* The trainer can creatively prepare other sets of tasks that use information in the SE.
The advantage of SE is that the content of the pages does not change in the environment. The
lecturer can use the prepared tasks in the workshops for a long time.

1.3 Language versions of SE

During the project in which SE was developed, five language versions were inserted into the
environment. These are versions in the languages of the partners (ie Czech, German, Polish and
Finnish versions - Swedish is used here). Below is the English version.

The content of each page is not the same. Each partner created the content of its language mutation
environment to include country-specific information.

1.4 Possibility to extend language versions

Instructors and organizations from other EU countries who want to use the simulated environment
can ask the SE administrator (ABS WYDA, s.r.o .; Czech Republic; sluzby@wyda.cz) to extend the
language version of the environment.

The SE administrator shall send to interested parties instructions on how to create the documents
for the new SE language version. Upon delivery of these assets, the developer inserts the assets
into the environment. However, this work is subject to a fee. The fee is intended to cover work on
inserting a new language version into the SE.
1.5 SE operation modes
The SE operates in three modes:

Lektor — in this mode, the trainer can create a virtual list of workshop participants.

2. Participant without login — This mode is intended for browsing pages without a link to the
lecturer.

3. Participant with login — vramci tohoto rezimu lektor mize sledovat nékteré aktivity
ucastnikd workshopd.
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2. Basic elements of SE

2.1 Open the environment
1. Open SE by entering the address hitp://egov-sim.eu.

Then the input screen opens.

Choose your nationality please:

v ® g "F

CESKA
REPUBLIKA

DEUTSCHLAND POLSKA FINLAND UNITED

KINGDOM

PARTMERS OF TMIS PROJECT

Note: Other national versions may be added to the SE according to the procedure described in Article 1.4.

2.2 Opening the national version

2. Open the national version by clicking on the corresponding flag. The initial screen of the
selected SE language version opens.

enter without logqging in

User
PIN

enter nto the group

entrance for teacher

< €< <<<

3. Select the next step by clicking the appropriate hyperlink:

top left image return to the input screen

link ,entry without login®

link ,entry into the group®
link ,entry for a lecturer*
button under the instructor input

EGOV - methodological material for lecturers

entry into the environment without connection
to the lecturer

login to the environment with a link to the lecturer
lecturer login to SE
return to the previous screen
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3. Lecturer environment and tools

3.1 Lecturer's entry to the course management section

1. Onthe Welcome screen, click on the "entry for a lecturer" link. The start screen of the course
management section is displayed.

° EGOV - WS1 - Search for contact information
° EGOV - WS2 - Download forms and work with them

Teacher
Password

enter

Reagister send a forgotten password

< << <<<

2. Select the next step by clicking the appropriate hyperlink:

Download learning materials top right buttons
Lecturer registration button ,Registration”
Generate a new password button ,Password forgotten®

Entrance to the lecturer environment button ,Entry“ after entering the username
and password

the other buttons are the same as on the home screen of the national version.

3.2 Registration of a new lecturer

A new lecturer can register for the system.

The registration form is opened after selecting the “Registration” button on the introductory screen
of the lecturer section (see article 3.1).

Teacher

Email

< << <<<

1. To register, enter your name and e-mail address in the form.
2. After pressing the “Register” button, the SE sends a password to the lecturer.

After registration, the trainer can log in to the SE in the role of trainer using his / her name and
password.
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3.3 Generate new password

If the trainer forgets the password, he / she can ask the SE to generate a new password.

1. In the introductory screen of the lecturer management section, press the “Password
forgotten” button. The form screen appears.

Teacher
send a forgotten password

< << <<<

2. The lecturer writes his / her name. The system will send a new password to the course
management section to his / her email address.

3.4 Download learning materials

The lecturer can download the prepared learning materials in the opening screen of the course
management section.

A set of six materials is prepared for each workshop. Three materials are for participants and three
for lecturers. Some set includes a presentation that the lecturer can use to lead the workshop.

Training materials for participants
* (1) and (2) Worksheets and Individual work
* (3) Textbook
* (4) Procedures

Materials for the lecturer
* (5) and (6) Curriculum and Minute scenario
* (7) Worksheet solutions and individual work
* (8) Notes for the lecturer

Presentation
* (10) Presentation

Q EGOV - WS1 - Search for contact information ‘
° EGOV - WS2 - Download forms and work with them /|

Teacher

Password
enter

Register send a forgotten password

< << <<<
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3.5 Use of teaching materials
The main role of the set of learning materials is inspirational.
The lecturer can use the materials as follows:
* (a) Workshop leads exactly according to teaching materials.

* (b) He will use the teaching materials to lead the workshop and, according to his experience,
he will complete other tasks related to the workshop focus. Other tasks should include the
specifics of the country in which the participants live.

* (c) The lecturer will elaborate their own syllabus and course content. From the teaching
materials he selects only the topics and materials that suit his conception of the topic. In this
case, the teaching materials only inspire the trainer.

The teacher can modify the learning materials downloaded from SE according to his / her needs.

3.6 Entry to the course management section

The lecturer can enter the course management section.

1. Inthe introductory screen of the lecturer management section, fill in the login data, ie. lecturer
name and password.

° EGOV - WST - Search for contact information
° EGOV - WS2 - Download forms and work with them

Teacher adagez

Password eeeee

Register send a forgotten password

< << <<<

2. Confirm with the button Entry.

3. The course management trainer opens.

PIN ¢ 53742 || new PN | names | delete messages | logous

students (0 active):

< €< <<<
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3.7 Work in the course management section
In the course management section, the lecturer can perform the following activities.
* generate a new PIN for the workshop
* create a list of workshop participants
* monitor and evaluate reports on the fulfillment of selected tasks by workshop participants
* delete the displayed patrticipant work reports for the selected workshop tasks
* log off the system

3.7.1 Create a list of attendee names

The trainer can compile a list of the names of the workshop participants that the participants will use
to enter the SE.

1. Enter the course management section in SE (see 3.6).

2. Press the button ,names®. A list of names opens.

3. Fillin the required number of names in the list.

4. Confirm with the “save” button at the bottom of the list. This saves the list for all other
workshops the lecturer will carry out.

Notes on the Participant List

* |t is advisable to set the universal first names, which are typical of the country where the
workshop takes place, to the list. SE allows you to enter 30 names. We recommend entering
15 female names and 15 male names.

* Prior to the workshop, the lecturer will give each participant one virtual name (from the list)
and under that name the participant will work in the workshop.

* The trainer can change the participant list at any time.
e _For each lecturer, a“ own "list is created in the SE.

* If the lecturer uses virtual names for workshop participants, it is advisable to give each
participant a hame tag with a virtual name on the computer so that the lecturer can quickly
identify who did the task and where not.
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3.7.2 PIN generation for workshop

The lecturer generates a new PIN for each workshop, which is used to register participants to the
SE.

Log in to the course management section at SE (see 3.6).

2. Press the button ,new PIN“ A new PIN will appear on the left side of the row with the buttons
valid for the current workshop.

3. The PIN is written on the board so that the workshop participants can use it to register.

 (pw.53742

students (0 active):

< €< €<<

3.7.3 Display of registered workshop participants

The lecturer will inform the participants of their working names (according to the list they have created
- see Atrticle 3.5.1) and the PIN of the workshop they generated (see Article 3.5.2). Participants will
register for the workshop (see Article 4.1).

The lecturer can check the participants' registration.
1. Participants register for the workshop as instructed by the lecturer.

2. The lecturer can see the list of registered participants on the lecturer's screen.

PIN « 61067 || sovyi

studenti (2 aktivni): Pavel, Alena,

[3Y) stﬂ&!

3.7.4 Monitoring the work of the workshop participants

The lecturer can follow on the lecturer's screen whether the pupils have fulfilled the task. If
participants are required to demonstrate the use of a hyperlink, the trainer can see on the screen
that the participants have already completed the task.

The lecturer enters a task in which participants must use a hyperlink.
The participants shall carry out the task.

The trainer can see on the screen that the participants have already completed the task. The
lecturer must see the code assigned to the hyperlink that the participants should use when
completing the task.

EGOV - methodological material for lecturers 7



PIN « 61067 || novi.pin | iména | smazat zprévy | odhlasi

studenti (2 aktivni): Pavel, Alena,

4. The lecturer can answer by selecting the “Answer” button. In this case, he can write his own
message to the subscriber.

5. If the lecturer responds, the participant can see on his / her monitor the answer that he / she
can cancel by pressing the “OK” button. In this case, the participant receives a predefined
teacher response.

MINISTERSTVO ZAMESTNAN( Pavel (oghigsit)
MINISTERSTVO VZDELAVANI —

KRAJ VRCHOVINA

MINISTERSTVO ZAMESTNANI(
vyborné

KRAJ POLAB(
OBEC LABSKO
OBEC SAZAVAN

Note

* Each lecturer can test individual active elements while browsing the environment and their
use will be shown on the lecturer's screen.
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3.7.5 Overview of active elements and their codes

There are hyperlinks and their codes in the SE, which the lecturer can use for assigning practical
tasks. These references and their codes are in the following table. The table is based on the Czech
version of the simulated environment, but the same references are used in other environments.

sites button hypertext link code

Home 1 link 111

Ministry of Labour Download 2 links 141-142
Contacts 2 links 151-152
Home 1 link 211

Ministry of Education | Documents 2 links 241-242
Contacts 11 links 251-259; 2510-2511
Currently 2 links 311-312

Vrchovina Region Download 2 links 341, 341
Contacts 8 links 351-358
Region 1 link 414

Polabi Region Contacts 10 links 451-459, 4510
Documents 3 links 441-443
Home 1 link 513

Labsko City Contacts 6 links 551-556
Forms 2 links 541-542

i . Download 3 links 651-653

Sazavan City _

Contacts 8 links 651-658

The code table can be found in the file ,Kody_ SE*.
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4. Participant environment

4.1 Subscriber login to the environment

If the lecturer requests to see the activity of the workshop participants on the lecturer's screen, the
participants must enroll in the environment.

1. The patrticipant opens the simulated environment (SE). Address http://egov-sim.eu.

2. On the home screen, the participant selects the appropriate language version.

Choose your nationality please:

UNITED
KINGDOM

PARTNEES OF THIS PRONCT

3. On the login screen, the participant enters the login information.

vstoupit bez prihlaseni

UZivatel pavei
PIN 51067
[ vstoupit 6o skupiny |

vstup pro lektora

< << <2<

4. The participant confirms the entered login data. The environment is displayed. Its name
appears at the top left of the screen. This is a sign that the participant is correctly registered.
From this point on, the trainer can follow his work with hyperlinks.

MINISTERSTVO ZAMESTNANI
MINISTERSTVO VZDELAVANI

KRAJ VRCHOVINA

KRAJ POLAB[
OBEC LABSKO
OBEC SAZAVAN
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4.2 Switch between pages

The simulated environment offers six different pages. These are virtual pages that are similar to real
pages. Of these, there are two pages at the national entity (eg ministry) page level, two pages at the
regional level and two pages at the local level.

The subscriber can see a list of these virtual pages at the top of the browser.

INISTERSTVO VZDELAVANI

KRAJ VRCHOVINA
KRAJ POLAB/

4.3 Layout page

Each page has a different layout. Many page elements contain a hyperlink. This is important for
practicing the website. Individual pages also have different names and displays of menu buttons
(basically alternates horizontal and vertical arrangement of buttons).

N
}IMinisterstvo
Vzdélavani

Domd Pavolani Middez Dokumenty Konlakly

KRAJ POLABI

KRAJ SLUZBY

CHCI RESIT DOKUMENTY

KONTAKTY

Note

The simulated environment is immutable. In this way, the trainer can prepare the tasks for the
workshop and do not have to worry about someone changing the content of the site. This is the main
advantage of the simulated environment.
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4.4 Hyperlinks
There are different types of hyperlinks in the simulated environment.

4.4.1 Switch pages MINISTERSTVO ZAMESTNANI
MINISTERSTVO VZDELAVANT
KRAJ VRCHOVINA
KRAJ POLABI
OBEC LABSKO
OBEC SAZAVAN

4.4.2 Menu buttons

Uvod Kultura Chci vyfesit Ke staZeni Kontakty

4.4.3 Downloading documents

Farnam o asohnim pledani dokumsmtu
Ufedni zaznam o ceabnim pfedani dokumentu
shoudi jako pobvrzeni o jeho plevzeti podateinou

4.4.4 Submit the form 4.4.5 Open more information

POSLAT ZPRAVU

Jména
Adresa

7 4

Zpréva

AGENTURA PROVEDLA SROVNANI
Krajské mésto Vrchovisté dle prizkumu
Agentury analytiky Vabank poskytuje nejlepsi

podmin; E podnikani.

4.4.6 Email addresses

Plehlad odbor

Oulbeor dopravy
registr motorovich wozidel, registr fickél, doprawn&-sprawni Snnost

4.4.7 Other links

Additional hyperlinks can be found on individual pages of the simulated environment, but these are
not linked to the lecturer's screen.
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