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                                                  ANNOUNCEMENT
of the Vice-Rector Student Affairs at TUL
15 December 2023.
on the manner of preparing letters addressed to students and doctoral candidates
With effect from 1.01.2024, I am introducing a new way of preparing letters and decisions of the university authorities in student affairs delivered to students and doctoral candidates of Lodz University of Technology using the EZD system. This is one of the stages of the university's preparation for the introduction of the student e-file.
The procedures formulated below apply in particular to the preparation and signing of documents arising in the course of studies by authorised employees of the University, including those processed in accordance with the provisions of the Code of Civil Procedure, etc.: decisions, notifications, decisions, summonses, certificates, letters, etc. (contractually referred to as decisions).
For students served by the EKS system, the way decisions are created and signed remains the same. This process is carried out according to the rules in force before 1.01.2024. The provisions arising from Ordinance No. 65/2022 of the Rector of Lodz University of Technology also apply to these cases.
1. Depending on how the decision is prepared, we distinguish between two modes of handling and transferring the decision to the EZD system:
Mode A - Decision prepared according to a programmed template and generated in the SID system (Deans Office, Finance);
Mode B - Decision prepared and issued outside the SID system.
Regardless of the mode of preparation of the decision, common general rules of procedure apply:
a. The decision file is registered in the EZD system.
b. Signing of decisions by an authorised person takes place exclusively in the EZD system using a qualified signature. 
c. In the body of the decision, "at the bottom of the decision", the details of the signatory (corresponding to the existing stamps) must be included strictly according to the following model:
By the authority of the Rector of TUL 
First name and surname
position
/ - signed with a qualified digital signature/ 
Procedure mode A - Decision prepared and generated in the SID system.
1) When issuing a decision, we first decide in what form it will be served: 
a) printout in the old form with handwritten signature (Paper correspondence) - this refers to the issuing of certificates to students at the university e.g. upon their request; such a certificate is stamped with a name stamp and signed by hand; a document sleeve (koszulka) is not generated in the EZD system;
b) sending with electronic signature (EZD Correspondence) - this concerns the issuing of decisions, which are then sent outside the University, (Fig.1).
Fig.1 (screenshot from SID system)
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2) Be sure to verify the correctness of the decision issued. For decisions generated from the SID system, this can be done by previewing the decision in advance before it is finally generated with the decision number.
3) When generating a decision in the SID system, in the mode described in point. 1.b., a special window appears for the selection of the signatory's data, (Fig. 2), which will cause the signature to appear on the decision according to the model specified above.
Fig. 2 (screenshot from the SID system)
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4) The file of the decision generated from the SID system is automatically sent to the EZD system (when the EZD correspondence is created) and a document sleeve (koszuka) is automatically created with the name e.g.:
 "WM Jan Kowalski 121212 skreślenie 1_10_2023 SID" 
"WM Jan Kowalski 121212 odwołanie od skreślenia 1_10_2023 SID".
according to the rule: "unit symbol student's name student's register number type of decision date of decision symbol of the system from which the decision is taken" (without dots).
File names (decisions) are created according to the same principle above.

Procedure B - Decision prepared and issued outside the SID system.
1) A decision prepared and issued outside the SID system, e.g. in MSWord, can be created and transferred to the EZD system in 3 ways:
a) decision in the form of MSWord document file is saved in pdf. and such a file is attached by the user to a document sleeve (koszulka) created manually by them in the EZD system;
b) The decision, in the form of a MSWord document file, is attached by the user to a document sleeve (koszulka) created manually by them in the EZD system. When the document is signed in the EZD system, the decision file format is automatically changed to pdf.
The name of the file and the document sleeve should be created according to the rule:
 "unit symbol student's name student's register number type of decision date of decision symbol of the system from which the decision was taken" (without dots)
ex.:
"WM Jan Kowalski 121212 skreślenie 1_10_2023 SID" 
"WM Jan Kowalski 121212 odwołanie od skreślenia 1_10_2023 SID".

c) Recommended way (since the introduction of this functionality in the SID system): the decision, in the form of a MSWord document file, is saved in pdf format. The decision file created in this way can be routed to the EZD system via the SID system. As a result of this process, a document sleeve (koszulka) will automatically be created in the EZD system. The implementation of this scenario requires the following steps:
I. In the SID Deans Office System, in the new personal data window, after selecting the student, use the option 'EZD correspondence to student' (Figure 3);
Fig.3 (screenshot from SID system)
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II. selecting this option will open a window for selecting a document. Once the file has been loaded, 2 fields will appear, one with a suggested document sleeve (koszulka) name and the other with a suggested file name, which must be filled in appropriately according to the nomenclature described in point b above, (the name of the file (decision) and the document sleeve are the same);
III. After accepting the names and setting the sending mode, the decision will be sent to EZD, and this correspondence will be registered in the SID system (Documents window -> EZD tab).
The person who prepares the decision outside the SID system is responsible for applying the requirements given above and for including the details of the signatory at the bottom of the document according to the template given above.
2. Preparation of decisions in the EZD system.
a. A decision file prepared and transmitted to the EZD system in one of the modes described above constitutes the content of a specific EZD document sleeve (koszulka).
b. Please note that, in accordance with the Rector's Ordinance, each document sleeve (koszulka) initiating a case initiated by a student or the University must be assigned a case number.
Numbers from the JRWA should be assigned according to the type of case (e.g. student personnel file 450, certificates in student personal matters 453, material aid 4424, etc.).
Subsequent document sleeves (koszulki) created in a case that has already been opened, with further documents relating to that case, are linked to that case document sleeve (koszulka) (e.g. documents created as a result of appeals/review requests are subject to the original case number of the appeal/review request) and no new case number is assigned.
Case numbers should only be assigned in the EZD system.
The above rules were introduced from 1.01.2023. By Ordinance No. 65/2022 of the Rector of Lodz University of Technology dated 12.12.2022 on the introduction of the Registry Instruction, the Uniform Material File List and the Instruction on the organisation and scope of operations of the Archives at Lodz University of Technology (as amended).
c. The case number is assigned after the decision has been sent to the EZD system - once the document sleeve (koszulka) for the case has been created. Therefore, the case number is NOT entered into the body of the decision when it is generated (unless we know it, as it is, for example, an appeal decision created in MSWord). The case number is handwritten (according to the office instructions) on decisions printed for the file from the EZD system.
It is suggested that the case number is assigned before the decision is signed, so that it appears in the document confirming the conformity of the printout with the electronic document, (Figure 4), which is part of the printed decision.
Fig. 4 (screenshot from EZD system)
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In the case of document sleeves (koszulek) which are a continuation of a case, e.g. concerning appeals, in order for the case number to appear on the aforementioned confirmation, it must be entered in the metadata of the decision, before the decision is signed, under the heading 'Mark of the letter' (Figure 5).
Fig. 5 (screenshot from EZD system)
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d. If it becomes apparent that the decision needs to be corrected - typo, error, etc., a new decision/correction must be generated in the SID system (if proceeding under mode A) or outside the system (if proceeding under mode B) in Word and attached to the original tee. The previous file must be removed from the document sleeve.
In the above situation (mode A), no further EZD correspondence is created in the SID system (Figure 6) and the pdf file downloaded from the SID system has to be added manually to the original document sleeche (koszulka) in the EZD system. 
Fig. 6 (screenshot from the SID system)
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e. 
The decision/final decision is accepted in the EZD system by the preparer and forwarded to an authorised person (Vice-Dean, Vice-Rector, another person) to be signed with a qualified electronic signature.
f. 
Once the decision/final decision has been signed, the document sleeve is returned by the signatory to the staff member preparing the decision.
g. 
The signed decision is printed from the EZD system in its entirety together with the signature confirmation, (Figure 7), in two copies of which one copy is enveloped and sent according to the circulation of correspondence in TUL, and the other copy goes to the student's file.
Fig. 7 (screenshot from EZD system)
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h. The document sleeve (case) is closed with a note in the 'Notes': OZ (final completion) (Figure 8).
Fig.8 (screenshot from EZD system)
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i. The document sleeve (case) can be reopened at any time if, for example, an appeal is received against a previously issued decision.
3. Personal receipt of the decision by the student.
a. It is permissible to deliver a decision registered in the EZD system to a student in person by an employee of the university (personal receipt of the decision by the student).
b. In this case, the decision, once signed with a qualified digital signature, is printed from the EZD system in its entirety, together with a confirmation of the signature, (Figure 7), in duplicate and handed to the student, who acknowledges receipt on the copy kept in the student's file folder at the university.
c. Once the decision has been received, it should be written in the 'Note' in the EZD document sleeve that the decision has been received in person (Figure 9). 
d. The document sleeve (case) is closed with a note in the 'Notes': OZ (final completion) (Figure 8).
e. The document sleeve (case) can be reopened at any time if, for example, an appeal is received against a previously issued decision.
f. A copy of the decision with the student's signature goes into the student's file.
Fig. 9 (screenshot from EZD system)
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Associate Professor Witold Pawłowski Ph.D., D.Sc.
Vice-Rector for Student Affairs at Lodz University of Technology 
/ - signed with a qualified digital signature / 
PAGE  

