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Presentation

W\ The “Questionnaires” function for internships aims to support, inform, monitor and evaluate
the student during their internship via a single centralized and secure interface. These
“guestionnaires” take the form of evaluation, assessment, information, visit, etc.

W\ The “Questionnaires” are accessible via the AREXIS application. This dematerialized tool
allows access to information by the different actors:
J Pupil
Jd Professional tutors
J Referent teachers
Jd Scolarity

W\ This operating mode aims to support the professional tutor in accessing and completing
guestionnaires (ISP interface).
J View the questionnaires
J Complete and (counter)sign the questionnaires
J Understand how automatic alerts work
J Access and/or submit documents related to the internship (internship report, etc.)
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Access: 4 Interfaces

W\ All participants of the internships can access the AREXIS application via
dedicated interfaces.

¢ %

AreXis,, AreXis,,

Scolarity (IAS) Pupil (IED)

Internship

Referent teachers (ITP) Professional tutors (ISP)
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Step 1 : Connection

W\ To access your interface, 2 possibilities:

4 By the following URL:

« Click on Professional tutor access: https://stages.bordeaux-inp.fr/ Accés Tuteur Professiomel, Sructre Parenaie | Accés Eléve, Alternant

Connexion par identifiant Bordeaux-INP

Conmeion per coure!

Accés Enseignant Permanent / Vacataire ]~ Accés Administration

Connexion par identifient Bordeaux-INP Connexion par identifiant Bordeaux-INP

J By the following URL:
« https://stages.bordeaux-inp.fr/arexis isp/index.jsp
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Déja partenaire de I'école,

Connectez vous A la plate-forme

When you first log in, you must enter your email
address provided in the agreement and click on “Mot
de passe oublié". You will receive an email with the link
to create your password.
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https://stages.bordeaux-inp.fr/
https://stages.bordeaux-inp.fr/arexis_isp/index.jsp

Step 2: Change profile

W\ If you have already hosted one or more interns from our establishment, you may have several profiles in
the “AREXIS” application. This is particularly the case when you work for several companies or
laboratories.

\ If, when you log in, you cannot find the student you are looking for, we advise you to login to a
previously created profile. This is done via the “Changer de profil” link, at the top right of the
application.

Stage en cours

wcun stagiaire

Changer de profil

Profil Structure

I — Profil

[ ] actuel
M Utiliser ce
| FML

/
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Step 3 : Home Page

W\ In the “Accueil” tab is the list of actions that are waiting for you to complete: filling out and signing a
qguestionnaire for example.

J By clicking on it, you will arrive directly on the questionnaire to complete or countersign.

4 BORDEAUX
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Accueil Infos Personnelles Stages LEA. Déconnexion

Vous retrouvez ici |a liste des actions que vous devez effectuer sur la plate-forme.

Actions en attente de réalisation

Remplissage et signature de la fiche d'évaluation intitulée : test 1 A eflectuer avant e 31/1012023

»
- Accéder a Ia fiche]

W\ You can also navigate to the other tabs used for internships:

4 BORDEAUX
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Accueil

Stages
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Step 4 : Internship

W\ Inthe “Stages” tab you can find

Jd your current tutored internships.
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Stucture Dathut de Crme ef de Biokoge 0es Meneranes
o G Nano-objets (CBUN UUR £248)
Ensegnant Reterent Mme Test test

Siructure - ettt de Chme el de Biioge des Wentranes.
o Gos Nan-ctyets (COUN UUR 52481
Mme Test test

stage e
moftage 8 produt. appeé LU, su cours de 0
Do 2092074 a0 1571172024

J By clicking on one of the current internships, you can find, at the bottom of the page, the “Questionnaires” tab with the different
questionnaires to complete or countersign during the internship (periods, statuses, countersignatories).

Jd You can click directly on a questionnaire to access it

Questicnaires

Actions carried out
Stagiaire .
Nom fiche Période Statut Signataires or to be ca rr|ed Out
Choix du stagisire de 3 compétences supplémentaires - Etape 22 5;’,3;’;;5“24 = Mon disponible - by the different
H Tuteur Professionnel
Clickona p—— e S R actors
q u EStio n n a i re \’lFinﬁe Suivi version Tuteur Professionnel- Etape 1/2 / Professional Tutor Version Follow-up Sheet | Du 07/06/2024 au Complétée et 07.'08!’20M2Te e Tutews Frofessionnel
. . - Step 1/2 27/06/2024 signée Mme Test test Enseignant Reférent =.
to edit or view ar2ie
::t::adh;ail::g:" ;e': ;;h' par le tuteur y' A partir du 22/07/2024 A venic =
Questionnaire availability Questionnaire status (objective = “Completed and signed”)
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When the questionnaire is
incomplete, the status indicates :

Step 5 : QueStionnaireS « Voir les oublis ».

v

1ére visite - Entretien des 2 mois
Aprés avoir correctement complété la fiche, il faut la signer en cliquant sur

W\  Complete a questionnaire rirezccessie aosonois av 101

Visite réalisée le [0a/10/2013
'} Signature indisponible

4 Example of operation: Description
Le but de cette fiche est de suivre l'intégration de 'apprenti en structure Voir les oublis
Suivi des compéten: L +

As long as the questionnaire is
Compétences Insuffisant Moyen Satisfaisant Excelient nOt Signed, |t is nOt ViSI ble tO
Capacrté d‘mtégrauon dans l'environnement professionnel .

other interlocutors.

Aptitudes & apprendre sur le terrain

Respect des convaifies E : Once signed, it can no longer be
Checkboxes —————— P [[lt modified.
Organisation du travail

Autonomie *

Esprit d'initiative

Aprés avoir correctement complété Ia fiche, il faut la signer en cliguant sur
le bouton ci-dessous

Les obligations de I'entreprise :
The data is saved automatically
if you do not wish to sign a ¢
. . . . Obligations Pas du tout Pas suffisamment En partie Totalement
queStlonnalre ImmedlatEIy' *Les missions comespondent 4 la formation When Signing’ you can add a

L'apprenti est encadré

comment.

Principales qua

Commantaires (facultash)

v

Free Text

Principaux mang I:2
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Step 6 : Alerts

W\  How automatic email alerts for questionnaires work:

J An email is sent to the main recipient on the first day of the period to inform them that a questionnaire needs to be
completed.

J Areminder is sent 5 days before the end date or 1 day if the duration of the questionnaire is 10 days or less

J Once the questionnaire is completed and signed by the main recipient, an email to the counter-signatories is
automatically sent to invite them to view and countersign.

J A reminder email can be sent manually to recipients/signatories in the event of a delay

4 BORDEAUX
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Step /7 : Documents

W\  From the “Gestion électronique des documents » (GED) space of the course you can:
Jd  View documents filed by another actor

Jd  Submit documents (according to a predefined category)

3.Click on the “Save file”
button and choose the file

to import
Gestion électronique des documents
= Documents Actipns  Validations
Convention de stage 21 :[;[ ::sl-“:ﬁdd;:'l;:nde g
Rapport de stage cu mémaire 21 :}5} : g
[ w v _*j
A
Avenant confidentialité
Avenant(s) & la convention de stage
Contrat d'alternance
Contrat de travai (CDD, CDI, ...) 4.When the document
comenen d:‘z’ge () requires validation of the 5.Click on this
apport de g € OU memoire . H
\ 5 school's education: an symbol to view
hourglass appears the document
1.Entera
document 2.Click on the green cross
category 4 BORDEAUX
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Assistance

W\ For more information, please contact the internship manager within your component.

Bordeaux INP



EN
MINISTERE

DE LENSEIGNEMENT
SUPERIEUR,

DE LA RECHERCHE
ET DE L'INNOVATION
Liberté
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Merci pour votre attention
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