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[bookmark: _Toc21697125]1. Working with calculator
Calculators can be found on the website of the authorities or state entities to calculate the citizen's important values to be solved by the citizen in various life situations.
The procedure for working with the calculator is similar regardless of the office that offers it. We will show you how to use the calculator at www.mesec.cz. In our case, we will calculate the basis of assessment for the monthly leave of Mrs. Malá, who has the basis of assessment of CZK 28 600 and intends to take maternity leave for 6 months, ie 180 days..

1. [image: ]Open the portal www.mesec.cz.
1. In the right part of the menu, expand the next menu (three lines below each other) and select Calculators.





1. In the list of calculators, find and open the Maternity option.





1. Fill in the form with the data and confirm the Calculate button.
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1. The calculator displays the result.






A similar procedure is when using calculators on other sites of the authorities.

[bookmark: _Toc21697126]2. Reservation of medical examination time
Health facilities gradually allow citizens to reserve time for medical examinations. This is advantageous for patients who have to commute to a healthcare facility and are thus bound to a bus or train connection.
Some medical facilities require that citizens wishing to book an examination date must be registered with the system.
In the procedure we will show you the reservation of a check-up to a doctor who does not require registration in the reservation system. The procedure will be shown on the portal www.navstevalekare.cz. We will want to make a reservation to an ophthalmologist outside of Prague.

1. Open the portal www.navstevalekare.cz.
1. On the introductory screen we select the doctor's specialization. Ophthalmologist - Ophthalmology. A list of doctors we can call for is displayed.
1. [image: ] We will select a doctor from the list whose surgery is within easy distance from our home. Click on the Order button.




1. We choose the date and time that suits us.
[image: ]





1. [image: ] Fill in the reservation form.

In addition, there may be several situations:
(1) The system may request payment in advance. This happens in the case of a picture order. This is an appointment with a private doctor.
(2) The system may want the code we receive to the email address we provided on the form. After completion, the order is closed and the term is reserved.



[bookmark: _Toc21697127]3. Booking meeting at office
At present, a citizen can reserve time for meetings at the office. This is useful for saving time on waiting and planning personal time.
The procedure for reserving time for meetings is similar at all offices. We will show you the procedure on the website of Uherské Hradiště, which has the address www.mesto-uh.cz. We will want to order a new ID card.
[bookmark: _GoBack][image: ]
1. Open the office page
www.mesto-uh.cz.
1. Open subpage I want to order. On this subpage we open the Reservation system
1. We will select the area of services where ID cards are processed.




1. We will choose Identity Cards. We choose the nearest day, where there are free dates. We can tell by the highlighted date. Free meeting hours are displayed.
[image: ]
1. Select the appropriate time and click on it.



1. Fill in personal data and confirm.
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1. The system will then request confirmation by e-mail, to which we will receive a message. Only after you send the confirmation e-mail, the reservation is completed.
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[bookmark: _Toc21697128]4. Working in a discussion forum
Some municipalities create discussion forums on their websites that enable citizens to make comments, requests and opinions about what is happening in the municipality.
Discussion forums are processed in different ways in municipalities, but work in the forum has similar steps.
We will show you how to go to the Citice community discussion forum.
1. Open www.citice.cz. On the home page, we find the Discussion Forum button and activate it. There will be posts in the discussion forum that we can read. Or we can add another topic for discussion - see next steps.
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1. If you want to create a new post by clicking the Add comment button.
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1. Fill in the form with your personal information and send it. Very often, the discussion system requires you to enter the code that the citizen receives on e-mail. This step is used to prevent abuse of the discussion system.
[image: ]




















We follow the discussion. Other citizens can add their opinions to the discussion. Often a representative is involved in the discussion, who should express the opinion of the Office in the discussion on the problem addressed in the discussion.
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