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[bookmark: _Toc528133948][bookmark: _Toc528265397][bookmark: _Toc8129866][bookmark: _Toc21591718]IW1 Internet Browser - Window elements
worksheet	
[bookmark: _Toc528265398]Brief description
Internet Browser is a computer program used to view web pages. There are a lot of web browsers.
The most used browsers in The Czech Republic include:
· Internet Explorer
· Mozilla Firefox
· Google Chrome
· Safari
While there are different web browsers, it can be said that all browsers have the same basic elements of a window that a user uses to search for information on the Internet.

[bookmark: _Toc528265399]Picture
Browser Mozilla Firefox
new card (panel)
address field
card (panel)
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[bookmark: _Toc528265400]Task
Check out the Google Chrome browser window. Mark the following window elements in the figure:(1) an address field; (2) a bookmark bar; (3) a card (panel); (4) a search field; (5) a new card (field).
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[bookmark: _Toc528133949][bookmark: _Toc528265401][bookmark: _Toc8129867][bookmark: _Toc21591719]IW2 Elements of the website
individual work
[bookmark: _Toc528265402]Brief description
Using a web browser we can display different websites. Even though web site owners are different entities or private individuals, the pages usually have the same parts.
A classic website layout (look) includes the following elements:
· page header –top, contains logo, a site name
· menu – horizontal or vertical, it serves as a navigation element; you can use it to switch to the various information that is stored on a site
· content – this is the main part of the website in which we seek information; these are displayed in the form of texts, pictures, videos, etc.
· patio – below, it contains additional information (author of the site, copyright, etc.)

Graphically, the main elements of a web page look can be represented as follows:
page header
navigation
content
patio















[bookmark: _Toc528265403]Task
Open the simulated environment (SE) and find answers to the following questions:

	Ministry of Employment
	How many images are in the content of the site?
4 pictures

	Ministry of Education
	What kind of navigation is on the site (horizontal or vertical)?
horizontal

	Region Vrchovina
	In which year were the pages created?
2018

	Region Polabi
	How many columns is the page content divided?
3 columns

	Village Labsko
	What is the first word in the page header?
Labsko

	Village Sazavan
	What is the last button in the navigation?
Contacts


[bookmark: _Toc528133950][bookmark: _Toc528265404][bookmark: _Toc8129868][bookmark: _Toc21591720]IW3 Opening a website with a link
individual work
[bookmark: _Toc528265405]Brief description
If we want to open a website of a government or self-government entity, we need to know the Internet address of this site. The URL is usually composed of three parts:
· www.mmr.cz 
· www	an abbreviation for the World Wide Web; this part of the address no longer needs to be written
· mmr	so-called a domain that is unique; it is not possible for different organizations to have the same web address
· cz		a country name (cz = The Czech Republic; de - Germany, etc.)


We can remember web addresses or we can search for them using the search engine that is a part of every internet browser. We learned a search boxes in the worsksheet 1.
Recall that different web browsers may have search boxes at different locations.

[bookmark: _Toc528265406]Task
1. Use Mozilla's Firefox Internet Browser to find the URLs of the organizations listed in the table:

	organization
	web address

	Ministry of Labour and Social Affairs
	www.mpsv.cz 

	The Ministry of Education, Youth and Sports
	www.msmt.cz 

	the region you live in
	www.kr-vysocina.cz 



2. Use the Google Chrome Web Browser to find the URLs of the organizations listed in the table:

	organization
	web address

	Czech Statistical Office
	www.czso.cz 

	the city (city) you live in
	www.zdarns.cz 

	National System of Occupation
	www.nsp.cz 





[bookmark: _Toc528133951][bookmark: _Toc528265407][bookmark: _Toc8129869][bookmark: _Toc21591721]IW4 Opening web pages using addresses
worksheet
The previous worksheet contents a description of different ways for opening web pages. We practice these options on this sheet.

You can use two Web browser elements shown in the image to search for a web address. It is about:
· address field
· search box
[bookmark: _Toc528265408]Picture
[bookmark: _Toc528265409]search box
address field
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[bookmark: _Toc528265410]Task
1. Open the Google.com web browser.
1. Open the Local Development Ministry pages by entering the address www.mmr.com in the address field.
1. Imagine you want to open the pages of the Ministry of Health, but do not know the web site address. But you have it written in a text document. Open the Health.docx text file that you have on your hard disk. Transfer the address of the ministry to the browser via the mailbox and open the Ministry of Health website.
1. You can open the web site directly by clicking on the address of this site that is in a document (eg a text document, a mail message, etc.). Open the National Qualification System page link. The link is in Healthcare.docx.
1. Write all web addresses in the box below.

	Ministry of Local Development

Ministry of Local Development:	www.mmr.cz 

Ministry of Health

Ministry of Health:		www.mzce.cz

National Qualifications System

National Qualifications System:		www.narodnikvalifikace.cz





[bookmark: _Toc528133952][bookmark: _Toc528265411][bookmark: _Toc8129870][bookmark: _Toc21591722]IW5 Viewing pages in a simulation environment
individual work
All information provided by individual website owners does not fit on one page. That's why almost all websites have more subpages.
Web pages use a so-called hyperlink to move to next a subpages or to next webpage.

Hyperlink is a parameter that is associated with a Web page element. If you click on an element that has a hyperlink set, it jumps to a different site location, to another site or to launch an action (for example a video will start).

Hyperlink is most commonly assigned to text (text with a hyperlink is usually shown in red underline), a button, a mail address, or an image. When you move a mouse pointed to hyperlink it has a shape of hand.
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[bookmark: _Toc528265412]Task
Open a simulated environment.
Use hyperlinks to browse pages in a simulated environment.
Write to the spreadsheet a path to pages and subpages you can find individual hyperlinks.

	type hyperlink
	sites

	button
	region Vrchovina / currently / find out more

	button
	village Labsko / Home / Read more
similar links are on the site more

	picture
	village Labsko / Home / picture „Člověče nezlob se“
similar links are on the site more

	text
	Ministry of Employment / Register / people register
similar links are on the site more

	email address
	village Sázavan / Contacts / doprava@mestosazavan.cz 
similar links are on the site more





[bookmark: _Toc528133953][bookmark: _Toc528265413][bookmark: _Toc8129871][bookmark: _Toc21591723]IW6 Open subpages of web pages
worksheet and individual work
If we want to open some websites, we need to activate a web address: We have this basic routes available:
· open pages using a link (hyperlink, icon, etc.)
· type the address into the address bar in the browser
· find the address of the site using the searching box in the browser and then run the site
· enter the address using the clipboard into the address bar of the browser and open the page

[bookmark: _Toc528265414][image: ]Picture









[bookmark: _Toc528265415]Task
1.  Open the Websites of two ministries, two counties and two municipalities in a simulated environment. Use mouse clicks to open individual pages when the hand icon is displayed.
6. Open the Ministry of Employment page in a simulated environment. Press the CTRL key and click on the link to open the Left Label. Now release the CTRL key. Describe the difference between the results of Tasks 1 and 2.
7. Open the Ministry of Health website (see WS4) and verify that the use of the hyperlink without the CTRL key behaves the same way as in the simulated environment.

[bookmark: _Toc528265416]Solution
	result of task 1

After selecting a new website, clicking on the hyperlink will replace the last viewed websites with the new pages we chose.




result of task 2

After selecting a new website, clicking the hyperlink when the CTRL key is pressed will open the new page in the new panel. The original pages are still open on the original panel.


¨

[bookmark: _Toc528133954][bookmark: _Toc528265417][bookmark: _Toc8129872][bookmark: _Toc21591724]IW7 Finding contact details for employees
worksheet
The citizen very often needs to find out who a worker can discuss with his / her problem or who can be contacted by phone or e-mail.
The citizen can use the contact information that can be found on the websites of the state administration and self-government entities.

Contact details are particularly important:
· the name and surname of an employee of the Office
· the title
· phone number
· e-mail address
· job position

Viewing contact details for office staff can be arranged in a variety of ways. You can see one of the many possible views of the contact information in the picture.

[image: ]
[bookmark: _Toc528265418]Task
1. Open the simulated environment and find the required contact information for the employees of each office.
	sites
	known fact
	search fact
	answer

	Ministry of Education
	Mgr. Ivona Jánská
	funktion
	Head of Department

	region Vrchovina
	financial department
	head of department - name
	Radek Meloun

	region Polabí
	Irena Koutná
	phone
	123 154 988

	village Labsko
	Ing Jan Hajný
	e-mail address
	jan.hajny@labsko.cz 

	village Sázavan
	Igor Hnízdil
	department
	Department of the Environment



9. Find a contact of a social worker on city website where you live.
	name
	phone
	e-mail address
	department

	Ing. Petr Krábek
	566 688 320
	petr.krabek@zdarns.cz 
	Head of the Department



[bookmark: _Toc528133955][bookmark: _Toc528265419][bookmark: _Toc8129873][bookmark: _Toc21591725]IW8 Divisions and a scope of their activities
worksheet and individual work
Individual offices are divided into more divisions. These divisions are usually called a department. Each department is in charge of one area of life for citizens. At the same time, the ministry has divisions dealing with problems across the state, regional authorities have divisions that deal with problems at the regional level, and divisions in municipal authorities address the problems of their citizens.
In the municipalities we meet very often with the following departments:
· financial
· social
· education
· territorial development
· property rights
· communal services
· the environment

It is appropriate for citizens to know what areas the trade unions are dealing with. This will help them find quicker help if they solve a problem (such as a new ID card, social support, etc.).

[bookmark: _Toc528265420]Task
1. Open the simulated environment. In the table, write down the names of all the departments listed on the websites listed below.

	sites
	unions

	Ministry of Employment
	labor market department
department of administrative activities
uninsured social benefits unit
department of social services

	Region Vrchovina
	department of transport
department of health
financial department
department of accounts
department of culture



11. In the simulated environment, find the pages of Sázavan village, which are dealt with by the unions listed in the table.
	department
	activity

	of transport
	register of motor vehicles, registr of drivers, transport activity

	of social
	social work and consultancy, care service, parcing cards



12. Find a department on site of your town and indicate what the department is doing.

	department
	activity

	kr-vysocina.cz
Property Department
	It provides property management of the real estate of the region


[bookmark: _Toc528133956][bookmark: _Toc528265421][bookmark: _Toc8129874][bookmark: _Toc21591726]IW9 Finding an address and opening hours of an office
worksheet and individual work
If a citizen needs to deal with matters in the office, he can use an electronic communication in some cases, but in most cases he has to go directly to the office.

He needs to know four things:
· the name of the official
· department
· office address
· office opening hours
Finding the department and finding the names of the officials was showen in the previous worksheets.

The office address and opening hours are often located on the contacts or home page. Sometimes you can find an address of an office in the headers of the site. However, there are authorities with contact details located elsewhere on their site.
Therefore it is necessary to train a search of contact details on different websites of ministries, regions and municipalities.
[image: ]Adresa úřadu
Otevírací doba

[bookmark: _Toc528265422]Task
1. Open the simulated environment. Write the address and Monday office opening hours in the table.
	sites
	unions

	Region Vrchovina
	Komenského 121, 111 99 Vrchoviště
Monday: 8:00 – 17:00

	Village Sázavan
	Horni 245/12, 123 12 Sázavan

Monday: 7:00 – 17:00 hodin


14. Find the address of the office and the opening hours on the pages of your municipality and other municipalities (according to the lecturer).
	sites
	address, opening hours

	Your village
	zdarns.cz
address: Žižkova 227/1, 591 31 Žďár nad Sázavou
Mon. and Wed. (7:00 – 17:00); Tues. and Th. (7:00 – 15:00); Fr. (7:00 – 14:30)

	another community
	noveveseli.cz
address: Na Městečku 114, 592 14 Nové Veselí
beginning always 7:30; end of after (16:00); Tues. (15:30); Wed. (17:00); Th. (15:30); Fr. (14:30)


[bookmark: _Toc528133957][bookmark: _Toc528265423][bookmark: _Toc8129875][bookmark: _Toc21591727]IW10 Searching an address of an office seat using an internet browser
individual work
Sometimes the citizen does not know an address of the Office website. To search for an office address or opening hours, you can use the search engine browser.
Let's take a practical example.

Problem
The citizen wants to find the address of Telč. He uses the Mozilla Firefox browser. He does the following:
1. Type text into the search box „city telč address“.
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[image: ]2. We run the search. We find the most appropriate of the links found.

3. After opening the link, we will find the address of the office.
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[bookmark: _Toc528265424]Task
1. Find in any browser addresses of three local authorities in the region where you live by using the search.
	village
	address

	Polnička
polnicka.cz
	Polnička 225, 591 02 Polnička

	Škrdlovice
skrdlovice.cz
	Škrdlovice 48, 591 01 Žďár nad Sázavou

	Sněžné
snezne.cz
	Sněžné 55, 592 03 Sněžné



[bookmark: _Toc528133958][bookmark: _Toc528265425][bookmark: _Toc8129876][bookmark: _Toc21591728]IW11 Searching an office location on the map
worksheet
When a citizen needs to visit an office that he did not visit in the past, he must first find his address.

The second step, however, is to find out how to get to the office. The citizen has to locate the seat. Some offices offer a map view showing where the office is located. However, this is not the case for all offices. The citizen himself must look for the seat of the office.
To do this, you can use the map application. This application has www.mapy.cz.
To search for the Office's seat, proceed as follows:
1. Open the Maps app.
2. On the "Search" tab, enter the address of the office in the searching box.
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3. We run the search and see the map marked with a special mark on the map (red).
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[bookmark: _Toc528265426]Task
1. Open the Maps app. Locate the map on the location of the offices whose addresses you have searched on the previous worksheet.


	obec
	adresa

	Polnička
polnicka.cz
	1 Polnička 225, 591 02 Polnička

	Škrdlovice
skrdlovice.cz
	2 Škrdlovice 48, 591 01 Žďár nad Sázavou

	Sněžné
snezne.cz
	3 Sněžné 55, 592 03 Sněžné
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[bookmark: _Toc528133959][bookmark: _Toc528265427][bookmark: _Toc8129877][bookmark: _Toc21591729]IW12 Final work (for Czech version in SE)
Open the web browser and the EGOV simulated environment (egov-sim.ji1.cz).
1. Visit the Ministry of Employment to find out how many registers are listed on this site.

· 4 registers
· the register of persons
· population registr
· register of rights and obligations
· territorial identification, address, and real estate registry

2. On the site of the Ministry of Employment, send an e-mail from the Home sub-page requesting regular news updates.

the lecturer checks the received message - the message code is 111

3. Which documents can be downloaded from the Ministry of Education?

· (1) First part of the School Act
· (2) Overview of public universities

4. What is the Data Box ID of the Ministry of Education.

· Data Box ID: a12bc34e

5. Which services are offered by the Vrchovina Region website?
The Vrchovina Region offers four services.
· (1) Health portal
· (2) School Portal
· (3) Nonprofit organizations
· (4) Contributive organizations

6. On the Vysočina Region, download information about traveling with children up to 15 years abroad. Save the file to the working disk.

The lecturer checks that the course participant has a downloaded file on the disk:
· informace-cestování.pdf



7. On the Pages of the Elbe, find out who can apply for a student or student transfer to another school.

The participants must go to the "I want to solve" site ". They will find the article "3. Education". Here they find the answer to the question:
· An application may be submitted by the student, pupil or legal guardian of a minor with his / her consent.

8. On the pages of the Lakes Region, find out to which e-mail address a citizen can send a request for a consultation on the upcoming project.

Participants must find an article titled "Operating Programs" on the home page "Home". It will also unpack the whole article. At the end of the article is the e-mail address to which the citizen can send his / her application.
· konzultace@uradovnik.cz

9. On the Village Labsko site, download a form called Dog Removal.

The participant must select "Forms" in the menu. In addition, you must select the "Dog Removal" document.
The file saves the disk on the computer. The lecturer checks that the participant's disk is a file:
· odhlaska.docx

10. Send a message from the Municipality of Labsko to the office, stating that you can not attend the meetings that you have negotiated.

· The lecturer checks the received message.
· The message has a code 552.
· The report should contain the required information, eg "I can not attend the meeting on October 15, 2018“.

11. On the site of Sázavan you can find information about the events in the municipal gallery Sázavan.

Participants must select the "Culture" button in the menu. They then study the text and find the answer:
· Sázavan Municipal Gallery offers an event "Exhibition of photographs“.

12. On the Site of Sázavan, please find an e-mail to an employee of the Environmental Department and send it by e-mail asking him to laugh at the lawn in the park.

· The participant must go to the sub-menu in the menu: "Contacts“
· Activates the address of the environmental worker zivotni@mestosazavan.cz.
· Sends a message.
· The lecturer sees the message under the code 654.

Other tasks will use the real-world office of the country.

13. Find the address of the Ministry of Labor and Social Affairs.

· Participants must open the site www.mpsv.cz.
· • Find a button called "Contact“.
·  Find an address on the subpage:
· MPSV ČR, Na Poříčním právu 1/376, 128 01 Praha 2

14. Find a contact to the Head of the Unemployment Service at the contact office of the employment office to which you belong.

Participants must take the following steps:
· (1) Open Pages www.mpsv.cz.
· (2) Select the "Integrated portal" button“.
· (3) On the new tab, select the "Contacts" button“
· (4) In the list, select the place of the nearest labor office.
· (5) Find the required information in the list:
· Head of the Unemployment Service: Mgr. Renata Machová

15. Find the address of the contact office of the employment office that you belong to.

The participants proceed as in the previous task, only in step (5) they find the contact address:
· Strojírenská 2210/28, 591 01 Žďár nad Sázavou

16. Find the office hours you have in your employment agency at the employment office you belong to.

Participants proceed in steps (1) to (3) as in the previous task, then proceed with the following steps:
· (4) Click on the "Office Hours" link at the Job Intermediation section“.
· (5) Find the required information:
	Monday
	8:00 - 12:00, 13:00 - 17:00 

	Tuesday
	8:00 - 11:00 

	Wednesday 
	8:00 - 12:00, 13:00 - 17:00 

	Thursday
	8:00 - 11:00 

	Friday
	8:00 - 11:00 (only new job seekers. and invitations) 





17. Open the pages of the town of Žďár nad Sázavou and download the form called Request for change of name.

Participants must take the following steps:
· (1) Open city pages www.zdarns.cz.
· (2) Select link "Forms“.
· (3) Find the placement of the required form: "Population Records, Citizens' IDs, Travel Documents, Registry“.
· (4) Click the "Request to change name" form“.
· (5) In the dialog box, choose "Save File."“
· (6) Save the file to the desired location - the file has a name „f2.doc“.

18. On the pages of Ždár nad Sázavou find out how many crowns make the administrative fee for the issue of a new identity card within 24 hours of the working day

Participants must take the following steps:
· (1) Open city pages www.zdarns.cz.
· (2) In the menu, select "I need to finish“.
· (3) Choose the "Citizen Card" option“.
· (4) In open information, find the required information:
· issue of the OP within 24 hours of the working day - 1.000 Kč


Workshop 1 – Solutions of worksheet
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