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Leave applications 
 
Note: this is a new functionality of eDziekanat. Do report any bug or unexpected behavior to 
smolec@camk.edu.pl 
 
Each academic year, your student can use up to 8 weeks (40 working days) for a leave. The 
leave application must be accepted by both supervisor and school coordinator (institute’s 
administration). A short justification is needed in between October and June, when lectures 
are conducted. As soon as your student submits the application and the administration of 
your institute verifies the application is correct you will receive an email asking you to log 
into eDziekanat and accept (or reject) the student's application. Follow these steps: 
 
 

1.​ login to eDziekanat​
 https://geoplanetschool.edziekanat24.pl 

2.​ In the menu on the left choose "Lista wniosków urlopowych”/"List of Leave 
applications" under the "Menu promotora i wykładowcy"/”Supervisor’s and Lecturer’s 
menu” tab. 

3.​ You should see a list of leave applications submitted by your students with from-to 
and number of days (encircled in green below) and their statuses (“Oczekuje” - 
pending, “Odrzucony” - rejected, “Przyjęty” - “accepted”; encircled in red below).​

​
  

4.​ Click on the row of interest, likely the one with “oczekuje”/“pending” status to see 
more details on the application and to accept (or reject) it. You will see a screen like 
the one below. In the grey shaded area you can find an overview: how many days 
are available in total (40 days), how many were already used (14 days in the 
example below) and how many can still be used (26 days in the example). At the 
bottom (encircled in blue) you can find details about present application, including 
from-to dates, number of days and justification (if the application covers October - 
June period)​

mailto:smolec@camk.edu.pl
https://geoplanetschool.edziekanat24.pl


​

​
 

5.​ To accept the application click the “Przyjmij” (accept) button (encircled in green). To 
reject, click the “Odrzuć” (reject) button (encircled in red). In case of rejection, the 
system does not allow you to leave feedback. While the student will see his 
application was rejected, it is recommended to contact the student to give feedback. ​
 

 



Mid-term evaluation in eDziekanat - instruction for supervisors 
 
To submit your opinion on the implementation of the Individual Research Plan (IRP) of your 
PhD student for mid-term evaluation please: 
 

6.​ login to eDziekanat​
 https://geoplanetschool.edziekanat24.pl​
(in case you forgot your credentials, ask administration of your institute to reset your 
password) 

7.​ In the menu on the left choose "Moi doktoranci"/"My PhD students" under the "Menu 
promotora i wykładowcy"/”Supervisor’s and Lecturer’s menu” tab (note: do not 
choose "My students" - it refers to a different category. Eg., when you lecture, you will 
see students attending your lecture there) 

8.​ You should see your PhD students now. Look for the one for which mid-term 
evaluation is in progress. Select "IPB" next to a floppy disc icon on the right - see 
image below:​

​
​
Now, you should see a small table with the "Indywidualny Plan Badawczy - Ocena 
śródokresowa" row. Click on the small icon under "Dokumenty" on the right.​

​
 

9.​ You should see a table with documents. In the top row you should see the Individual 
Research Plan of your PhD student already uploaded. In the middle row you should 
see a report on the implementation of IRP prepared by your student (provided they 
uploaded it already). In the last row ("Sprawozdanie promotora") you should submit 
your report. Select a pdf file on your disc and click the  "Wczytaj plik" ("Upload file") 
button, see image below. You may delete your report and upload a new one before 
the deadline set by the administration of your institute. Once the document is verified 
by the administration (after the deadline), no modification of the uploaded file will be 
possible.​
​

https://geoplanetschool.edziekanat24.pl


​

​
​
Note for supervisors (main and assistant or joint supervisors) jointly supervising a 
student: one report is expected, if possible signed by both/all supervisors. You may 
also prepare two/more reports and merge them into a single pdf. Any of the 
supervisors should be able to upload the report in the system. 

10.​Once the mid-term evaluation is done by the committee you will be able to see and 
print the evaluation report. Just follow the steps 1-3. At the top of the page that will 
now be displayed, you should see a “Protokół” (“Report”) button - see below. Click to 
download the evaluation report.​

​
​
 

 
 



Uploading annual opinion about your PhD Student 
 
Note: English names of menus and options are from official eDziekanat translation (click on 
the UK flag in the top left) - these may be different if you use Google website translation 
service. 
 

1.​ Login to your eDziekanat account ​
https://geoplanetschool.edziekanat24.pl​
(in case you forgot your credentials, ask the administration of your institute to reset 
your password). 

2.​ In the menu on the left choose "My institute”  under the “Supervisor’s and Lecturer's 
menu” tab (Polish: "Menu promotora i wykładowcy"/"Mój instytut") 

3.​ Click "Send file" near the floppy disc icon on the right (Polish: "Wyślij plik"), see 
image below, circled in red (you may also see all previous files that you have 
uploaded - click on “Files” (circled in green below)​
Make sure you click next to your institute!​
​

​
 

4.​ Fill the form: 
a.​ In the "File type" drop-down list select "Annual report of the supervisor" 
b.​ You may leave "Name displayed , if different from the loaded file" empty 
c.​ In the "Short description (max 150 characters)" field please write "Annual 

report for NAME - X year" with name of your student and X = 1st, 2nd, 
3rd,.... indicating year of education of your Student 

d.​ Browse your disc and select a pdf file with your report to load 
5.​ Click "Load file" and you are done 

https://geoplanetschool.edziekanat24.pl


How to see students registered for lectures 
 
Note: Lectures delivered in different semesters are grouped in different registrations, which 
are titled like: “Registration for lectures - Autumn 2024/2025”. The lecturer only has access 
to the lectures to which they are assigned. The system allows only one lecturer to be 
assigned to a lecture. Therefore, when a lecture is given by more than one person, a 
lecture coordinator should be appointed, who will have access to the system and be able to 
fill in the e-protocol (grades). The school’s coordinators and some administrative staff 
members also have access to the system and have the rights to edit the lecture 
report/protocol. 

To see the list of students registered for your lecture: login to your eDziekanat account. 
Choose “Students registered for lectures” from the “Supervisor’s and Lecturer’s menu” on 
the left. You will see all registrations with all your lectures. Click on the “details” on the right, 
next to the lecture you are interested in,  to see the table with students registered for your 
lecture and their email addresses. 

 



How to fill the lecture report (grades)  
 
Note: Unfortunately, eDziekanat is not yet fully translated into English, so you will find some 
Polish phrases in the description and screenshots below.  
 
Please login to eDziekanat first (if you don't know your credentials, or forgot your password, 
email smolec@camk.edu.pl). Then, from "Supervisor's and Lecturer's menu" on the left, 
choose "E-protokoły edycja listy doktorantów". In the filter page that should appear, see 
screenshot below, make sure that the only non-empty field is academic year, "rok 
akademicki". It should point to the academic year during which the lecture was conducted. In 
the neighboring field, "semestr" (semester), you should choose "Bez przypisanego 
semestru" (no associated semester). All other fields should be empty.  
 

 
 
 
 
 
Once you click the "Filtruj" button, you should see your lecture on the list (if not, contact 
smolec@camk.edu.pl). Click on the "eProtokoly" next to a magnifying glass icon. You should 
see a list of students that registered for your course - see screenshot on the next page. 
 
Note: only GeoPlanet doctoral school students will be listed. If your lecture was attended by 
external students they will not be listed here. 
 
Next to each student, from the drop-down list select the grade or "Zaliczone" (passed), or 
"Nie zaliczone" (didn't pass). In the top section please include the date that will be 
associated with the grade. 
You may save the report ("zapisz") or you may save and publish the report ("zapisz i 
publikuj"). Once the report is published the grades become visible to PhD students. You may 
add some grades later. Just follow these instructions once again. 
 



 


