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Education is supported through the following functions

@ Issuing of enrolled student directories eeessccccccsccccccsssccccssscccccsss P.3
@ Checking of notices and messages from the University seeceeccsscccccccccs P 3

@ Sending of information on class cancellations and other related eescceccce P, 5
messages (to all enrolled students)

@ Sending messages to students, other teachers and staff ecececcscccccccces P 7
members (personal messages)

@ Sending of notices from faculties eeececccccccccccccccccccccccccccccccccces P, §

@ Sharing of documents within faculties and groups sssccccccccscccccccccsss P10
(committees/projects)

@ Use of the system by committees or for projects eeeececccccccccoccccccccs P12
@ Preparation of examinations sesssecsssscccscsscccsssscccssssccsssscccccsse P13
@ Attendance Management SyStEM sesseccsccccsccccccccscccsccscscccsccssses P14
@ Grade ENtry SYStem eesccsccccccscccccsscccsssscccssssccssssscccssscccccss P20
@ Requests for printing of supplementary materials seeseecccccccsccscccccccs P23
@ Selection of subjects for class evaluation questionnairge ececceccssccccccccss P26
@ Adding of questions to class evaluation questionnairg seeececccccsccccccccss P 209
@ Checking of responses to class evaluation questionnaire eeeesssccccccccss P33
@ Comparison of average class evaluation questionnaire SCores eeessecccsscs P36
@ Viewing of overall results of class evaluation questionnaire eeesscccccccccs P, 36
@ Inputting/Editing of SyllabuSEs ssecsssssccccsscccscsscccsssscccscssccccsse P37
@ Searching for SyllabuSes seecsssscccccsscccsssscccscsscccssssccsssscccccss P39
@ USING KU-LMS secsscccssccssccssccssscsssccssscssscssscsssscssscsssccssccs PAQO
@ Creation of Class Materials eessssecsscssccssssscccssssccsssssccsssscccccss P42
@ Creation of report-type assignmEeNtS sesseccscsscccccssccsccscccccsscccccss P43
@ Creation Of QUIZZES seessssecsscssccssssscccssssccsssscccssssccsccssccscsse P44
@ Marking Of repOrtSeseesssssccsscscccscsscccsssscccssssccsssscccsssscccccsse P45
@ Grade evaluation sseecsssscccccssccsscssccccsscccsssscccssssccsscssccsccse P.46
@ CoNtacting StUdENTS essecssscscsccccccccsccssccccsccasccssccsasccasccanse P47

@ Transfer of attendance information from the attendance eecsssccccccccsss P .49
management system to KU-LMS

@ Use of the system via smartphongs seeeccesccccccsccccccsscccccsssccccssss P.51
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1.Information System

The Information System refers to the following systems collectively.

1 Top Page
This page is for sharing information between teachers and students. It is used for checking
messages from the University, and for sending students messages about class cancellations and
other information related to classes.

2 Document Library
Each research group and committee can share documents among its members.

3 Printing Request System
You can request printing of supplementary materials via the website anytime and anywhere.
(Deadline: two days in advance)

4 Attendance Management System
Card readers can be used to manage student attendance in the system.

5 Grade Entry System
Student grades can be managed via the website.

6 Class Evaluation Questionnaire System
The class evaluation guestionnaires are managed on the website to facilitate data comparison and
analysis. Teachers can add guestions to questionnaires.

7 Syllabus System
Syllabuses can be input and checked on the website.

@ University services
Various services are available, such as the library, research support, academic information, and
Medical Center.

2.Instructions for Use

[Operating Environment] Windows Macintosh
0S Windows 7.8.1.10 Mac 0S X 10.6 Snow Leopard or later versions

Use the latest version of the browser. Windows Edge is not
compatible. (Not scheduled)

Browser | The system operation has been confirmed with the latest version
as of December 2016. Compatibility with future upgraded versions
will be confirmed in due course.

3.Login
Access the website of Kansai University.

- http://www.kansai-u.ac.jp

Input your user ID and password. If you have
forgotten your password, register your password on
the 4th floor of the IT center again.
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4 .KU-LMS

KU-LMS is an integrated e-learning system that has the two functions of class support
and individual support. It includes instructions on preparation and review study,
submission of assigned reports, tests, and questions and answers with regard to the
classes. See P.40 for how to use the system.




5.Top Page

KANSAI University Information System

0 Class Information: P,5

Register class information (messages
to students, class cancellations, etc.).

@) ceas/sakai

See the CEAS/Sakai online
manual for details.

Personal Messages
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University services

Linked to various services for students.

Check the information occasionally.

Library service

In My Library, you can search for and
reserve books.

Audiovisual materials

You can search for audiovisual
materials.

KICSS (career support system)
Information related to students’ job
hunting is provided.

Research Administration
Information on research support is
provided.

Research Fund Referral System
Research budgets and finalized
amounts can be viewed.
Academic Information System
Research results can be input and
viewed.

Medical Center

You can view information on the
medical checkup and fill out the
interview sheet before your checkup.

0 Logout

Be sure to click [Logout] when
you finish using the information

system.

— \l 0 Personal Messages

Check your personal messages.

0 Calendar

The school year calendar and
class schedule for the week, and
events and deadlines in your
personal messages are displayed.

Registration of
Class Information

gray.

Classes you are not in
charge of are shown in

' 0 Notices
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If you register your e-mail address,
you can receive personal messages

and urgent messages by e-mail.
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Check the information for
teachers and faculties with
regard to events and procedures.




KANSAI University Information System

6.Viewing/Registering Class Information

You can check messages to all of
your students, information on class
cancellations and makeup classes,
and schedule changes.

If you need to give makeup classes
or change classrooms, contact the
Class Support Station or relevant
campus office to reserve
classrooms.

Click a subject to L

view the information
or register.

Search results are
shown below. Click
the date or message
to see detailed
information.

[

0 Click [Registration] to
register class
cancellations or
messages. If you refer
to previously
registered information,
check the information
and click [Copy].
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. Click [Class Information
Registration/Search].
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Same-day Class
Cancellations
A class cancellation cannot

be registered on the day of

the class.
Phone the office listed on

the back page.

JEXE EIT

s —

Fill out the required
items for class
cancellation, and click
[OK].

Fill out the required items
for sending messages,
and click [OK].




KANSAI University Information System

7 .Viewing/Registering Personal Messages O —
Fill out each item. Items Rt N
You can send personal messages Click [Personal with red marks are required. TR S
. I~
to students, other teachers and Messages] to display | | Ny arives)
the window. inforr%ation is displayed Select one or multiple e [AEETE

staff members. @& m] KT on the top page recipients. W Messages are not

. . wa 7 - sEh available to pecple other
Itis possible to send messages e LA 4 [User Selection] Select recipients from ;Zaerért%cgi?;s}};ifou

neey we % - s
to multiple recipients users (students/teachers/staff) and : .
P P organizations (faculties/departments / message with the staff,

simultaneously. If you often send school years, etc.) select [Share with Staff].

1%
| 2ctaf] Socla[id W a5 He®  cus el CuA BIO BEC

[Recipient Groups] Select recipients from
the groups created in User Management.

[School Register Number] Select
recipients using school register
numbers.

a message to the same
recipients, you can create
recipient groups. (See P.12)
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Also, it is recommended that you
create recipient groups to send

messages from committees or !
projects, and to share documents ot

EnLT e

and schedules. (See P.10.) e |inee oA
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Do not send E-mails unless
there is an emergency or the
message is important.

If you register the date, it
will be displayed in the

calendar. Register the title
for the calendar as well. /

Check the box to request
a reply.

OB RS
B - KNS

Use the Notices function when
sending messages from a faculty
or a department.

Confidential Comments
are not sent to recipients.

RETE0 Swi 0 R0 We EAW D S
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8.Viewing/Registering Notices
Events and the start/end of
procedures are displayed in the
calendar on the day.

T
ATV

Messages from faculties and OBELY 2" i s i
departments are sent as Notices.

Click [Notices] to display |
the window.

When you send messages from
committees or projects, create
recipient groups (See P.12.)
Documents and schedules can be
shared within the groups. (See P.10.)

<4<

Events and the start/end of
procedures are displayed in
the calendar on the day.
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Use Personal Messages (See P.7.)
when you send messages to
students, teachers or other staff
members.

9 View

Select [Received] or [Sent], and
click the title to read a message
sent to you or view the sending

history.

i
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i e Register
I

Click [Register Personal Messages] to
register messages.

displayed on the top page.

[ Newly arrived information is




Select [Received] or [Sent],
and click the title to read the
messages sent to you, or to
view the sending history.

Click [Register Notices] to
register notices.

Click [University Bulletin
Board] to send messages to
students, and click [Staff
Bulletin Board] to send
messages to faculty members.

<4<

Fill out each item. Items
with red marks are required.

Select one or multiple
recipients.
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If you register the date, it
will be displayed in the
calendar. Register the title
for the calendar as well.
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Confidential Comments are
not sent to recipients.
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KANSAI University Information System

9.Using the Document Library
The Document Library can be used to @ BE A e e e e
share documents with the members of —_— e

a faculty or group (committee/project).

[T i
L L]
e

Click [Document Library] to
display the window.

—

<4<

Share documents with the
members of a committee

or project. Select a group,
and click [GO] to read the

documents.

First, upload the
documents to the personal
folder.

L]

Click [Open] to
disclose the updated
data.

Folders and files to be disclosed
can be managed
(added/deleted) only by the user
who uploaded them. Other users
can only view the documents.

E TR

[

0 Select the range of
disclosure (people for whom

the data is intended).

10



KANSAI University Information System

Documents are shared by the
members of the group. Shared
folders and files can be
managed (added/deleted) by
any member.

@ Web a5
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The list of data folders is
displayed. Click a folder to

display the list of files
stored in the folder.
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10.Registering Groups

Create groups to share documents

and schedules with the members of
committees or projects. (See P.10.)

Group representatives should be
faculty members.

Click [Group Management]
on the top page.

The list of groups you
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belong to and opened
groups is displayed.

Al

Set the name of the group, I
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Click [Create
Work Group].
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Attendance Management System KANSAI University Information System

. . . PN PR HEHE-%
11 .Preparing Examinations | ™" _ - 12.How to Use the Card Reader
CRVERER (ML)
Detailed instructions will be given K, RS Student attendance can be registered using the portable card reader and student identification
when your grade evaluation T o R T e cards, and checked from the information system’s [Attendance Management]. (See P.17~P.19.)
methods are checked. Yana e o S 3.‘;, ::. 5’.‘.';‘ ": : e a5 13 The procedures are described below. T %
1111 T B K
_ - &EE@DZ—?L\ 12/03 09:22 @
. ) T — Zaoa D e e e 12 l — 17:39
Confirming Grade Evaluation (R R e Clls!( " . 12/01 iT
Methods HESREERRERS e — ——— ———— ] ow to Start = = b —
S e [T AT o o o [ Jod o] — LEAEE. ABHA—F "é
onfirm the grade e e I e Place your faculty member .
l evaluation methods J/”.n.:mm h;w;m" - m.-m:ﬂ:,m_” - o I i identification card or access fJ\ g L 'C ( T.'_' é L\
BRI > card on the card reader Bk AR kE 00
2 v *Confirm that the date of 20%X / 12, EFDE'DE'DE'DE'DE'DE'DE‘DE'DE'DE'DE'DE'DE'DE'DE‘DE‘“““““““““”“”“““““““““@
lI lI 1 0 When the grade evaluation receiving data is the same day. ﬁ E
. . method is “Achievement Level ; ; B g
Inputting Conditions for Checks” or “Written Examinations”, If @ previous day is shown, i i
“Achievement Level Checks” input the conditions of reference enrolled students may be i i
w . K ) . and available materials as well as indicated as [Not Enrolled]. f i
and “Written Examinations supplementary examination i 5FR 6FR 7iR ;
booooooooooooooooooooooooooooooEooooooooooooooooooooond

methods.
y/4 Select the period of the
' class. FEZERLT{EEL Frotb
gn{:g_v _ tom IRI'!.Pﬂ:nal').-l.ftﬁtL-E v
e E
S 208 SIRERESBSEARLT ORIV |
= i e Select the class.
: *If the class has anew name and T[T
an old name, only the new name is
hicot i displayed.
11-1-3 |
. . . 4 ( - )
Inputting Thesis Titles BoEse g Input the thesis After selecting the class, |, 3
i Ay title. press the [Start] button. BELLBIRLTLESO

Finishing
Registration

11-2

Checking Examination Schedules :_ : l 2-2
B, mEA HSEEEEER e I ———— g Attendance Registration
20 HLW BEs  Rr -8 o = = \

‘M‘l 0 Place a student FPEIENTLTILESL
EETEIG. €A <1 BlOSRTLET. identification card on the T TR &) B8 P A
BN H n:n 08 TR 11730-12530 0- D RTEa ] |§ ulc " m: card reader when this - LfUS 1A Tdal %ﬁ?ﬁ_"é‘
e 2 nann message is displayed.

| Finishing § g o

Registration (a2 fawaae |

13 14
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Attendance Management System

12-4

How to Finish

How to Register without a Student
Identification Card

oo  HESEYRTA

B8 7 A A P DRI

15

Place your faculty
member identification ?EEEIE 5‘ 7:1‘ g L T ( ff é Ly
card or access card
on the card reader.

20XX/12/03(K) 13:56 BT Eh Lo

FF 3 Y
[FEhE—F  CfiEaFrvE—F [

Press the [No
Card] button.

When searching with
school register numbers

nnnnnnnnnnnnnnn

Input the last four
digits of the school
register number.

nnnnnnnnnnnnnnnnnnn

Cooooooooo

nnnnnnnnnnnnnnnnnnnnnnn

nnnnnnnnnnnn

nnnnnnnnnnn

#EERRLCTEID |

h— FEhHiE

708-910

Place your faculty
member identification
card or access card on
the card reader.

Press [Finish] and then
press [Enter], and the
confirmation dialog is
displayed. Select [Yes].

How to Send the Data

FHAEMTLTESWL

20)‘%]2/03 (k) 13:56 ER

o BREAY

EMEETLIT.
LELLTTR T

H JData revision
complete

HEEEEREYATA

Connect the card
reader with the
network cable, and

press [Data Revision].

*Attendance cannot be
displayed on the attendance
check screen if the data is
not sent.

*Wait about 20 seconds after
connecting the card reader.
*If the data has been revised,

Press [Attending] or [Arriving Late]. F AP B [Data Transmitted] is
The registration result screen is FAR R displayed.
displayed and attendance data can BA TEE

be registered. KANDAI HANAKO

If the data revision has failed, press
[Data Revision] again.

*Wait about 20 seconds after
connecting the card reader.

#LEEEE, ABHH— F'”é

MELTLEEN

20XX/12/03 (k) 13:56 xEh

HEBSEBEYATA

rT-‘:"EﬁJ KA
FHHAT S .
HHutM R EWMLTLZEL,

20X/12/03 (k) 16:31 EEERp

16
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Using the Attendance Management System 12-7

& HEx T = S R — I
(S mmems 27 4

[ o Click the date.

T L = 77 L FRTRA

If you have requested attendance checks from the class support station, you can check and Manual Data
modify student attendance, and download the data from the attendance management system. Resgistration/Revision

Attendance data on

- —_—— T e e Goaran |
12 6 @ mEAELE ; e ; attendance sheets, etc.
N — R, 1! )
Checking Attendance | wmems =TT can be input manually.
SERN WAZR O
gpazszr-bay || gien  n = f A=A 0 AE
-:;rf': L L (4 B 1 AaE o
* e ®\\When revising the
R data by specifying pr—
e | 5y T I AT | uner- sua: crun: wom et the date LS wmwms 274
gl : R B A S SN BMES: SR RE KYTRN Revise the data, using]\
&80k A A et &) ndEy [P TE S w00Ey EATNC A

B =—rnn 250 sromEmnor the pulldown menu. s
-ﬂ?;?rﬂw ok N il

L2 b 7-riavs § =zl

sy
| r¥ecoo IFHANK 3?3
IFNEI0 2

s ezl | : |
2T HEON J’ };.l“ FI& :'msn
SERARE LT "
| x - i nl |k
’ﬂ‘i-]“ - = !2 vy “
AT RN L
\ 1 : "
V-
v
BAFEKE complete
HEEHSRAT L
Click [Class / .. ey
Attendance List]. B ®When revising the ok s 7 T
| B - HEtsR—E 9 Click data by specifying HEEE AT
R HEE @k AR
CI|ck e P [~ the student '5*’*??5?
i THEE ERmOIniR: Click the student's
e Select a class to check | | Eem— |<=un faiis oo | [ [POEE Sela RIS T
attentance! = 2 H B0 110808 \ AER) number or name. R e e [P =

- Y

| ° -
lick

*See the legend for the meanings

v of the symbols.

The attendance data is [—_S“ ;ﬁx:m “ BRARRER) § ag o =
i 3, A F . ™
displayed on the Class / o A A [ 0 Logout ﬁ g He_‘":et;he dﬁ'(';a' cE

. usin e pulldown e P
Attendance List screen. Be sure to click [Logout] when menu. -

you finish using the attendance

: | management system.

dEANOARNREOOARH

TRV a0 AR Microsoft Internet Explorer
Ay L
OO TOTOTS T TTo T [e]
[«3 KoM KN KN E«N N E*N Ke] [] | ¥
SIETOTE =lm o oo s [HEN EI j BE
TR PR T el “ e
N LS Y, Leu®) L iy

Click [Close], and the
display returns to the
class selection screen.

complete
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13.Grade Entry

12'8 o Click ]
Downloading the Data

The class list is displayed to input grades.

S BExE

Attendance data can T wmems 274

be downloaded in the
Excel format from the
Class / Attendance List
screen.

T T R ——— I

button for 60 minutes. Save the data frequently.

[ You will log out automatically if you do not click the [Save] or [Finish]

Moo bt vk

3 Breuz Nt Iz
[N K] o‘v “‘( = [ KN K]

(=] ) =

S < -

A/

CIiCk ) 4 B mEEe EmaHE—R e

Downloaded Entering Grades -
The list of classes that - Lo s . =
require grade entry is : = CEEEE ” —
See P.49 for how to transfer data from the attendance management system to KU-LMS. displayed during the . .
Ask the class support station if you have any guestions. grade entry period (to : . :
be announced). - 5 » IR R
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KANSAI University Information System

13-2

Entering Grades

@ FAE R0l

The grade entry file can be downloaded for
grading in the Excel format and uploaded
after entering grades. Also, the grade list can
be output for confirmation.

&mﬁx!? R O 42 [RA% KR

R

0ot X —m
HR00H0000 B> =i¢
oot A mas
TR0 Bl HEE
FRO-X000 fo

oo Bk AT

ME AW

Failure to Attend
Examination
Check the students who failed
to attend an examination when
the grade evaluation method is
“Achievement Level Checks”,

check the full-year
class students.

IMPORTANT!!

Once the grade evaluation is
complete, it cannot be
modified online for security

“Written Examinations” or
“Theses”. ((**] will be input.) This
is not displayed when the grade
evaluation method is “Everyday

reasons. Apply for grade Scores”.

modification at the Center
for Academic Affairs, or at
the office of the relevant
campus.

For students who are on a leave of
absence or who have left school,
[School Register Cancelled] is displayed
and grade entry is not possible.

21

13-3
Grade Data File

Grades can be input in the
grade entry file in the Excel
format. (Use the specified
file to enter grades.)

*For classes evaluated
using “Everyday Scores”,
the input data of “Failure
to Attend Examination”
cannot be uploaded.

*Input [***] in the section
of [Grade] for students
for whom school
registration has been
cancelled (students who
are on a leave of absence
or who have left school).

Revision of the Grade
Entry List
Saved grades can be

revised. Click [Finish] to
complete grade entry.

B, mExe RRF—477i0 o
Download the grade entry file,
and input the final grade.

{aa? "'

Click.

Upload the grade
entry file for reference.

Bt e L e

@ BiET — SR RIRRE]

The data is saved in the simple format.

B, nagE ks %

O Bl e

ARE | | T Ok

[ e

(e = o

K% j\og
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14.Printing Requests

14-3

Printing of supplementary materials can be requested from your home or research Click IEEEZIN on the entry

office via the website. screen, confirm the input content [

[Deadline for Printing Requests] on the preview screen and click S s A s
Receiving place Deadline e

Two days before the class (Excluding Sundays and Holidays) . I ST - 4 12 ame

Senriyama Campus (Ex.: Thursday class—Tuesday 24:00)

Takatsuki / Takatsuki Muse / Three days before the class (Excluding Sundays and Holidays)
Sakai Campuses (Ex.: Thursday class—Monday 24:00)

14-1

ENRBIERE S 2 T Ly zovsn

SHRRE

= T A i i > i

& RERRT S

& HBE AT S (TBISHAEAD )

L L

mens, e =

Printing history
is displayed.

v i : GIETES D YN,
] (] ” .
fofe | EEEE CI|Ck }lb stenber & EBIE ST B (AR T)

SEEL RS 101218003201

Attach the manuscript to be printed (file),
and input printing format, number of

copies, class date, receiving place and
contact number.

Faculty are requested to carry the
printed materials from the receiving place S (PO

L33

to the classroom. If it is difficult to do so, B |ESE cl. IL"
. -
ask the Class Support Station or relevant |C
campus office.
=== v
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15.Class Evaluation Questionnaire System 15-1.Selecting Classes for the Midterm Questionnaires

The results of the final class evaluation questionnaires conducted by hard copy can be viewed, Select classes to implement the midterm questionnaires.
and the midterm evaluation questionnaires can be conducted online.

The results are managed collectively, which facilitates comparison and analysis of the data and
helps to improve the quality of classes. In the midterm evaluation questionnaires, teachers can
confirm the collected data in real time and add questions.

1 5- 1 - 1 H%ESF{ETyb'_ "917__.& BIFEASE A VT A X—Y3VYRT L 7w T
Midterm Questionnaires Final Questionnaires Time . FrvTR
—— Selecting the Classes
) ) *7UT—E®
Class selection period (15-1) Response confirmation period (15-3) Click the title of a TS
Period for adding questions (15-2) Respanse confirmation period (15-3) S q questionnaire whose G,I > kjﬂ:ﬁﬁk? EEFEF T
Overall result Overall result confirmation period (15-4) status is [Student |§ o e
. . : = il T
collection period Students’ overall result confirmation period (15-4) Response Period]. | umemmessmesRedero EEED 4
Notices are displayed on the Student response period 200EER T BBEAT ERFH7T
top page. Students’ class result viewing period HEHEIEEE I BEAY BERED.
Do AT A BT B ERER T =
| Teachers who have selected | The result for each class can
the implementation of be made available to students i L -
questionnaires on the website before the collection of overall Copyight () 20072011 by Kansai University. Z0—SIATHIEARE] DR TEREN TES, s
are informed when the results is complete.
response period has started.
v
v

Class evaluation questionnaires are implemented in accordance with the university schedule.
The start of the class selection / additional question period, student response period, and the Click [Select Classes for 1SREHE P 25— b UAT L movr e aea

completion of overall result collection are announced as new information on the top page. Questionnaire] in the top
right-hand corner of the

class list. S HE B

> For—b—% > BE-K

[Types of Questionnaires]

Ugeesln il ey Functions Style Composition ; ;
Questionnaires BN 0000 ool 1 ik /08718 D001 [l_iﬂ I \ Ft2
" - - - CHLI 02| | ESATRMATE | WER gty =
[Supplemental function for the final questionnaires] xa’ﬁéﬁvﬂlzrft?*“ i e
Midterm - Questionnaires for improving the quality of classes Common to 1. Eight common questions A=A 0e00] (el 1] Unselected classes are not
questionnaire | during the term o1l Classes | . (either-or questions) P b e P L] displayed in the class list. First, click
(online) —Questions regarding only eight topics, which help to 2. Open gquestions [Select Classes for Questionnaire]
improve the quality of classes, are asked. " to add the class to the list.
[Main class evaluation questionnaires] Five-point scale ; go questions (ielective) >
. i i i i i : . One open question - - -
Final %uestlop?alres f(érIITDFOVIng the quality of classes of evaluation (selec?ive)q Copyright () 2007 by Kanes Unieersily S00-4 =210 MR S0 T BERATLE T,
guestionnaire 8 next term and later
(hard copy) —For th.e f|ve.-pomt scale computer-scored . ) Open
guestionnaires, feedback sheets that contain detailed el 1. Open questions
tion v
results are returned. questions v
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v
v v
All | v
your classes are T — e .
displayed. Select whether IR E LT & mmcare s Gheok the detals of the T Ty TSN, T TN, LED
or not to implement the questionnaire. > FLrebge > BEK > 7y -t
uestionnaire, and =
question _ * EIREHHER ¢ ; * 7T ATHR ¢
register it. [(Es | oo wEsE | B E SR — — — =

However, the selection
has already been done for
some classes by the

F ASAH B AT )

Select [Yes]

university. Tl = DR LR RRIR S MU TU or [No].
\ / o i .
A e B ERITF2 00000 (o000) i
CELL A0 | B4N | ECTARRIALS T Mk )
BRHEEELE 00000 (00400) - ® T P s pmmmn —emons
CH1| a0l | #9800 smate T ae Mk ) LT \
=Bk o0l (el 1) o & :
Ckal S8 | B9EM | XATRATE) A ZAFeaRdhiy,
ﬂl' k R
Clicl e
CEET e p—————— — L
/ ' ) ones Q) LF7=r=
) I —_ O% .
Copynghl (€ 007 by Kanss Universily Z00-¢ =220 M0 207 100 @ HT EERNTVE T, / L Add topics. gfsaawam- Add an explanation for
= = = P Q@Eaﬁ,m. students and set the
»To P 29 response period.
s ° ERFREITT, bAMPTCT AT RNGENTLEL]
elect whether or not to S > 2
implement the guestionnaire for a’;! O #5m3 TO Po3
; ; M O LeSLLEANL
each class, and click [Register]. P im:;:;
O 2CEHBHEL
5 - 7= WM KED 2 | Bt
l 5 -2 BRI 7 o — P AT s mavr romrsevannzzn — I
. i > ekl > BE-K k BT B8 B RIS NEIAL T, M SROERSENONE
Web Questionnaire e sl
— 1
It is possible to add = *HE-N®
guestions and set options LE= ) _ | !
for the selected classes. CE= E
However, guestions ——. ——. — — —_—
common to all classes Coppmght () 001 by Kman Unsversty. =004~ 13 BT FID RETARENTLET,

cannot be modified or
delsted. The web A cdmmares | w | oo (o] g
guestionnaire can be / TR ) :

implemented even if adding

of questions and option
setting are not conducted.

DA ool oo 1) . 2Mese /UGB 00:00 «= —
(k1] SY3| BEW | RATAALE) wEB | wen |(CN) R

Click a class name for

which [Web] is displayed apyright () 2007 by Kanew Universily =004 — 120 IS A0 & H7 BRRATLE T,
v
v
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15-2-1 ® PUT L ABHR ¢
Adding Topics = 7

Questions can be added to
the existing questionnaire.
Both selective questions
and open question can be
added. In both cases, it is
necessary to create a

15-2-2.Adding Selective Questions to the Midterm Questionnaire

topic.
B AT TR AR )
iB s
[@ Click [Add Topics]. |/, IEE 7
v
v
Create a topic. BRIV 7 T — DURT L mmey omissoiari e
= T == > BE-N > T AT > ME R
[ — ¢ HEHEH ¢ I |
CE=]) 2R
AEOABEIISUT
WES
LE=2) I i )
07 by Kanew U | ‘ﬂ‘llmnmr.
1
v
v
The topic is added at the !
bottom of the screen.
5 [ ERons T Al

]7ﬂ ER-pmen Y =
@ Add a selective question.

[ \‘@ Add an open question. |2

MTO P.30 J > To P.31]

29

Add selective guestions T : ; L
( ingle-choi Em?./‘? hJ?\TL\ M o T A~ 3 W UAT
single-choice, > T —bE > AN > P T - MAFEER > BRI
multiple-choice). )
Creoty o @ FERAZECE ¢
eck to make the T
() 8
question required.
A EFEe LA - Fio DT, THLS L EERLTCEd L, Delete
Check if multiple ‘ Qe
choices can be
selected.
i
Set the scales i
-1 definitely think so. ﬁ Add
-| think so. T i a choice.
-Yes and no = ~
EE Input if you add [Other] to
+| do not think so. l:":] the choices for
-| do not 'Fhink so at all. R describing comments.
-Not applicable
v
- \ 4
The question is added at [
the bottom of the screen. | =
3 [ mrowmnonT ) E

ARBERSLAE IS T. BT ESLDEMMAL TS,

O {REARieLati— 13, W BTl o,

O {RirR Lot — ORO T, Fol L TH,

O bR oL R —t QR AL, KBTI,
N C1 R HARRILY, JEmp| TSR R AR 75 AT ST T P

0] #0f
|
|
EDER
BRBEEN EARRRER
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15-2-3.Adding Open Questions to the Midterm Questionnaire 15-2-4.Midterm Questionnaire Option Settings

Explanation for students and response period details can be set.

Add an open guestion. PBEESHI T T — P URAT LS w1 iz Click [Set Options].
> TN > BEHCE > T ATEERE > [EARIRE ® 70— ABHES &
& CANEEEE €
Check to make the = — ——
) . . 2 Lxa)
question required. ]\ o
J\\ FROBETR ESTRLUT—VIEI0T, BEIRTLTRAL, el S Pl = = BT T e
pIEEE Y, g | e
{2a
Copyright (c) 207 by Kanani University S0+t =131 WEAFIORET NN TUET, EmAt S AR L)
[ EEEM )]
PBREHET 7 — PURT L ms «oessaiarn BN
v Input explanation and set > Tl > MEE > Py —hREE
A 4 the response period.

The question is added at \ [
the bottom of the screen. .

STV LATHR @

BERO—OHCINT [EEH A CEs )
SRR LAR IS0 T, T EAODBRRL TS, Pl | il i el
O R eL At~ 12, B EEbI BT, f Input explanation for students.
O 18RI Lt DB ST E T, A1I80L T DElzite 2 T ; | (Optional)
. [ RSB —F DR TE e, FhelE B The guestions included in
) O TRHERERR, BRI T RBIREO R AR the topic are also deleted. RBERSZ 00000 (o000 ) e
Change the order ]\ i CBLL 4021 G | OABR AL TR AL
of questions. T | SEABLIBE RS W FTORENET,
= T £ E | [ & — = = == s ()
‘.—" FROEENBI_ETTLIA. EHLERSSMIGECERLL |
Change the order L—q"" ] EL BBLTHLLAPABRECOUTE, na<CABNYIRT
8 L S O TR b TR T SO0 T, B ISR TR, =
of questions. ( ] ] w7 aH
3 l Delete the question. Moo 05 [ 5aTules lonTol 2
&:7A)
‘ @ Add the response
time.

Bz L lu 8
( ErmEn ) 2AdEmEn o Aol anng: & ! Check the period
bl FULL 0 Wﬂ' Tl i to delete, and click
LR 1 [Delete].
W T BIEEI0HOHS. MBOMIRL TRbNAT. ]
Be sure to click the [Finish] button. RYTTTTCIT .
Copymght (¢} 2000 by Kamen Uraf e
0 Be sure to click [Register].

v
v
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WHHERF2 00000 (ox00 ) S 7
CRL| ADY | 9PN | EOTARRMT ST RS AL )
i SR WRAWC AT A, REG SRR,
?I'he. explanation LN, WL TIZUL SPEREH M OUITIE, B3~ R ERE
is displayed here. [ RRLTUSEL :
[ #E#m | TR |

CENEATRT AT TR NS
! . SRR

Setting the Response Period

Set the response period within the questionnaire period common to all departments. (Ex.: only the

class period, etc.)

Click the [List] button on the class list screen to

confirm the response period. & CIZHAR— B ¢

Y2,

CEeO T a P ES T A Cllck
T =|

JRateg=le #T B8F
2050/06/18 00:00 ~  20::¢/06/19 24:00

o 0510 0000 = ¥ g
Shen TEV19 24 0 ;J_: *EE

» 20506422 00:00 ~  20xx/06/23 24:00

AE

20x/06/25 00:00 ~ 20xx/06/26 24:00

A
/I

@ Click [list].

'|5-3.Confirming the Responses

Students’ responses can be confirmed from the start of the response period.
Also, comments can be input, and the guestionnaire results can be downloaded.

mﬁ?‘/ﬁf— "‘917_'2.! [ s B et e
> Zor—b-N >HE-K

15-3-1

WM kEn

Confirming Responses / SHE-—H e

Setting the Disclosure of Results /
Comment Entry

Click the class name.

[ J
C I IC k RS e el
L
TR RAE )

;
|
g

Ao MOEAT M 00

M 20618 mm_n e @ EE

e E/ET 24.00

wEB b= S8 00.00 ~ @ BEET

= R EEEFIOERTERRNTUIT.
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Response status is displayed.

o Allowing Other Teachers
to View the Results

Click [Allow Other Teachers to View],

and the display goes to the screen
to specify the classes for which
other teachers are allowed to view
the results.

9 Comment Entry

Register your comments on the
results or attached files.
Registered comments and files are
available to students.

9 Displaying Responses

Students’ responses to open
guestions and comments are listed.

- —— | Es
BRFE7 2 — AT L smim cvrrisasan, o
> Fer=hoi > BE-N > S ONE

* ERAREE &

LE EWESoRT | ® T

BT 00000 (xoda) MREE
OB Mg | %) R BB R T)
[ Sap it EEn [0 @

[ ErERETE=F [ uﬁ'ﬁ'{"’"‘: =F

[Fi=Frare—1aing | [Fa=Fnaze=r3=n=F]

[1_temmrmz. MERIR. ERNEN TELIUDIGE MF T )

|

‘(»0';|;ﬂ_§l

|

Be sure to click [Finish] after
inputting your comments.

REDRWTIAR
o Cove s Ao /y/
T T

CEES (L2 W 5

TVET. g E

WA

'PJ')' FORRESR. 4ROEROANSIROTUIELEELE

Wt .Nhﬂﬂ.lﬁ-'!tb\'l EELUTUETHT
SRONRCTE S ENERLTLSELEEUET,

aH LR dl (oE_
RTINS AT TTT.

0 Be sure to click [Finish] after
inputting comments.

S EAABE—N
(B=)

116 > >

1
AR BT BT, R IR Lo T T
FITHERTIN e SR AT AT G oL B R FEL LB T

H EDUN?'TI SENT. FECCDHEICAL R T LT,
o Ll N5

MRS Sdoo L TT . LOINT B S RILL,

DT L BT
FRENCAT IS R T, FESCCETIERTETL A R RML T BT
PRI T E3TLa 30,

<<&@ <m =g R BE>>
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@ Download @ Download

i results. responses. - :

() Downloading of Resuits WETR = reee 15-3-2.Comparison of Class Averages

Questionnaire results are downloaded in the ox TR L

CSV format. IR 1 R When the overall result collection is complete, the average scores for your classes can be
Click [Students’ Comments Download] to ; . # AN\ compared.

download students’ responses to open Download the explanation || Download feedback

Click [Compare Class Averages]. Average graphs for the classes are displayed for comparison.

questions and comments in the CSV format. for viewing feedback sheets., sheets.
Click [Response Data Download] to download
the data for responses up to the previous day.

& HETHILRIST &
L.27]

Click [Feedback Sheet Download] to download
the feedback sheet files created after ® FEEHENY ST & [ Evkaur | nan i ——
collection of results. The feedback sheet files (L) T e CRIET IO —
can be displayed and downloaded when the PR SSM BEXT (FECE SRR 7 — b . —— S
collection of results is complete and the T i by WEE | L BRLMEERT EERREMURAY (PECLSBRIE TVr— b
feedback sheet files have been created. N 2 NI —— — L e
6 Graph of Evaluation Averages e s nama wesn wasn ;
Wﬁ. u-w-.n_- R T (
The average scores are displayed in a line chart. When the """_“""“"_“_“ saanunnmL a0 ‘,
overall result collection is complete, the average scores for bl el stomutsess wern |
the class, department and the overall university are displayed IS RERRONRIRAT
fi ison. ame, Cep u .
or comearison —— 15-4.Confirming the Overall Results
@ Downloading Feedback Sheets wme s comnremL A o
P — When the overall result collection is complete,
The results of the final questionnaires can be checked via the [Pr——— :
information system two to three weeks after the questionnaire A P the overall results can be confirmed.
period. embokas. i lick [Overall Resul
*As for responses to open questions and comments, each : Click [Overall Results].
teacher should save and check the results. )
The feedback sheets can be viewed for the final L2, The over.::lll results_are displayed. W
guestionnaires. (See the figure below.) The feedback sheets [T PR i oo W =]
contain average scores, frequency distribution, correlation . mas=mE \17
analyses with comprehensive indices and comparative analysis Number of responses Comparison between o sany, I. k .,
with teachers’ responses. This data can be used to improve for each question students’ responses C IC
the quality of classes from the next semester onwards. and teachers’ responses 5

TR RTEND WAET T T -F ek

] 104380, ¢ R,
ERGIER B

Description of s e "
the class : = | _ow—ns

Number of respondents

L

i d g AT EBTR BERET 2 — F (RET r—F)
g W EE AN = ATRRAVERN —aNAAR —L¥8 EIVE —WATE aTe
—EEYE ARNATE AEidTE Leas

| YT

Graph of importance levels i o
and satisfaction levels - i i osa - rax :
A B - 5 L "

e i | L
Ed = =

mRnERICHL O
nEACTERRIAT I

" | | | Ry N DIPEEE LRTANTY. = e SRsisy bn R oLk,
- - - & " o ) e T T I < S . (Y -y Y .| mRsEminaTiREnsY
IERm]  sra | men | wPh =A | POt ST
o T T I. T @r. AW EA .
= = re = - 7 I( === -
BISELYay FEALARLDOTE. NHEEN BT EZEAWILVE PO A L L 3 CWETATES
ALEADT. AROAWCTE. BARRMLTOY FERLANSSEITE CERLET, IE C Ic O e e 4
CEPWILVERLARET, EEEecEEr. SAREAEY ISRt e (LRIENY. X
RESTAANT 4355 ORREORE. RERUNERE (01~ & §REScRAma O HE: SRETCRIN. toAROaRERY
CHEERT SIRTLALOEALIT, J EICT-EIRN AR, T, T
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16.Syllabus System

16-1 |

Inputting o e - =
Syllabuses

The list of classes is
displayed to input syllabuses.
Input syllabuses.

(TR T ")

@ JU—Ta—wyh

Select [Free Format]
or [Number of Classes
Format].

\

O e

Click [Next] after entering
the syllabus.

" -| Display the tabs of

# LS (AN

10 ED

s Swms e ww @

—

available font attributes.

(© e

= ITITIITIIT Check the contents
a : lof past syllabuses.

J

37

When the data is saved
temporarily, [Not Entered]
changes to [Entering] on
the class list screen.

16-2
Copying Syllabuses

When you teach multiple
classes, it is possible to
copy created syllabuses.
Click [Syllabus Copy] from
the left-hand menu to
display the list of your
classes.

* After copying, check the
content and complete
registration.

[ = After clicking [Finish],
PP 4 2SI AH (FLE1-) P .
e maodification is not possible.

v

v @ oxz=mm

T2 @R wanis  mesel Contact the Center for Academic
Affairs or Campus Office if
modification is necessary.

] BXiM L]

[

O X

Click [Save] at the bottom of the preview
screen to save the data temporarily.

Complete registration
v before the deadline.

Bx & BYBE—
MRS - LS ARNT I RN EAT A
TH RN EMEE :'.';."L"; B uR BR awE
d =3/AAn —
L] - :4\.‘1.“(["“-“-‘{.‘\\I . L
O L ————im
= . .
Click [Confirm] to A\
confirm syllabuses @ = 5
completed.
Click [Registration] to resume
entry after interruption.
Be sure to complete registration.
[SE ] B @R A
REDZA 1 20 40!

a-FEEERNL I -R O -aniilrdATRELTOSE,

Select an origin file and
destination files (multiple ™ =% tha un
files can be selected). a

m e . W F?ﬁviuiﬁ?ﬁ::u:\ I biondl
|- aeslgﬁ;mJP: & ik =
an & !mﬁﬁ?xuo‘.’m} T AN 2
WA & oes T A

%9101 3{030500)

:'y'

«Click
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16-3 17.Using KU-LMS

Searching for Syllabuses

Click [Syllabus Search] on
the top page. Search for
syllabuses, using curricula,

KU-LMS is the class support system, which includes instructions on preparation and review
study, submission of assigned reports, tests, questions and answers with regard to the
classes. Here, only information for using some simple functions is provided. See the Course

class names, teachers and “ Manager's Manual for detailed information on operation and other functions.
keywords.

@ PR wRAEN WL T w 17- 1 - l

Past syllabuses can be == = . Start: Login ")

- v
searched for, using class S £
names and keywords. v

Click

BXLMS &=

» OF A BEERTTS

16-4

) 00X EOMBERDF — Y —AERRLET,
Syllabus Details

pmmm————
Smmmmmmaat

LD\ TES S AT O A VBRSBTS,

Click on the
button to
login.

MALMSEHIR Y A, 70T OIRS R, BEA R TS DI Y DS AL TR

WAT=F23RE

T N =
.
A " ~ P -
i *TTaTILL, od RCPCRREBmYSH 2 0—FoRETT,
l/ 205 Tr—

({p JEriws-4 SR—

kandas jp
The list of the teacher's smam LT { i} 0 it SWItCh o
| EREE, Japanese version.

past classes is displayed. —_—
F ] b3 ¥
- .I!!:II
Dtniecitns I Select [KU-LMS] from the menu on the left B The [Course Listings] screen is displayed.
PR LY side of the top page of the KU website or in Click on a class to display the menu for the
| the Information System, or access the URL class.
“ shown below. to display the Login screen. A To download the detailed manual, click
https://kulms.tl.kansai-u.ac.jp/ [Manual Download] in the course listings.
[ Click on the button to login. I Click [Course Manager's Manual] for the

teachers’ manual.

E] input your ID and password, and click on the
[Login] button.

The results of related
class evaluation
guestionnaires are
displayed, if any.

Login ID: This ID is the same as the one for logging into the information system.

s | Ex.: k999999
Password: This password is the same as the one for logging into the information system.
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Teaching Materials

17-1-2

3 a-ahzk waLiGe ) | Heiee
Composition of wrore~ | S Teaching materials such as slides and reference materials can be created for preparation,
the Course Menu Sl L — i classes and review.
PATICEREEIIAL L o
|
If you have been oo [
authorized as a user, the st i i
Course Menu will be cam—— " 17-2- lI
displayed. 2
i Creating Teaching Materials
-
-
-
-
D00 SAHOT B L
R | t—3 » TR

FlavFeuER

[Notices from Administrator] Information related to the course is displayed. R — AFvy—K

[Content Management] The links to the teaching material creation/editing/deletion screen, syllabuses and glossary are displayed. T=wt HTRHIER BRI - AFE
[Attendance Management] Students’ attendance can be registered, and the record of attendance can be checked and modified. D=
[Records Management] Grades and questionnaire results can be checked and reports can be marked. ;!.- ! )w T
[Member Management] The list of enrolled students and the use of KU-LMS can be checked. C I ic kﬁ o '_ " ;i-:
[Course Management] Options can be set for the course, and the data of the course can be transferred. ot ol

Ot aie 2 . s
TR RENRE - RTRE

Semmmas 4

[Study Card] Study records of course members can be saved for consolidated management.
[Message] Read past messages you have sent and received and create new messages.
[Content List] A list of materials used in the classes is displayed.
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End: Logout
Click on the [Logout] button B .
in the upper left corner of % @ Click on [Logout]. T |
the Course List screen or — a
Course Menu screen. S ARNER - g
R
|
u Bl Click [Create New] for [Materials] on the Course Menu screen.
- B Input the title of the material (required), and click | &kifrs<— iRk |.
: *Detailed settings other than required items have been entered as default settings.
-

E] click [ #%.. |, select a file to upload, and click | &#& |.

1 The uploaded file is displayed.

7227 ST O-FORRT,
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Creating Essay Assignments

w P I
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@ Click [Create New].

Click [Create New] for [Assessment] on the Course Menu screen.

Input the title (required), and select [Essays] for the type (required).

Click | FAMERLFEEE |.

*Detailed settings other than required items have been entered as default settings.
Input [Scores], [Questions] and [Comments].
Set the maximum file size and file format, if necessary.

Input all the required items, and click .

KANSAI University Information System

17-2-3

Creating Quizzes

oo e
B

m 3= F BN SRR RTIE
CEE A,
[ ez WA «BERTS - RTIEE
YV,

" o irse A NilE L &TIE

¥ AT =

IS~

=2=ATiR¥ OOK

[ @ Click [Create New].

Click [Create New] for [Assessment] on the Course Menu screen.

Input the title (required), and select [Test (or Exercise)] for the type (required).

Click | FAMER BISHEE |.

*Detailed settings other than required items have been entered as default settings.
Input [Scores], [Questions] and [Comments].
Set the maximum file size and file format, if necessary.

Input all the required items, and click .
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Grading Grade Evaluation

17-3

The course manager should grade essays and written assignments.

» MKLMS

[wnsrzonmse |wase

IAHad e

Hwst—Y - TR

K0 FAHOS

s

1] & 2w TP cbick At 2=k CTRIRER S AN BT
iR AiE— 1

T BHSUIBYE A
F 305, bt :I/?/.J"".IE

WIS B »FIEIC L ORI ET | WEA
* WA 4 = S it T
Zo 1= b WAGE RNE » RRE s BAZ LOREET 2RE SREARIRRL o ARMIRE o ATIEE
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v =t » PUT-FRI v "
MBZLoSERT  BEAy o f i HM%MM; v
«mammc T raa=——0ro — s wens s AL e asny . asne
» FrT-HRit P— gcogL“M New o P LEEPPTILR) KB =R 20 1 BN FEEDD

JFFR AR » RERE . » SO0 R
TR e — —_-Fa mv .»1;; Click [Gradebook].
» SCORMEEN ) SHE — 8 Lk T M e TR l
» R - e New oloAt—FERM DR A—FRER 3 ¥ BN TEME 3
» HESHF DA s New wdvFALL NDPY R-FREE 10100007 151599 45N TEEID
'
MOt = FARE D (T T
i =27l
Click [Grading Essays and Written |** ShR PA-AWE
Assignments]. -g A e
I+ TR
20=2TEE OC
= [l Click [Gradebook] in [Records Management] on the Course Menu screen.

ﬂ Click [Edit Grading Contents] to confirm the list of scores for tests in another window.
Click [Grading Essays and Written Assignments] on the Course Menu screen.

ﬂ Click [Output Grade Data] to download the CSV file for the grade entry system.
Select an essay / written assignment from the dropdown menu of [Test Titles].

ﬂ Open the Grade Entry System screen, select a class, and click [Grade Data File].
Click | BIEZF=T=

B The Grade Data File screen is displayed. Select the data outputted from KU-LMS, and click

Click a report file, check the content, and click | & |. [Grade Data Registration (simple CSV)].

Input [Comments] and [Scores], and click .
*Corrected files can be attached.



KANSAI University Information System

Other Functions

17-5-1

Contacting Students

Use [Message] for sending a message to individual students and [Notice] for sending a

message to all of the students.

Sending Messages

Bl click [Management] on the
Course Menu screen.

ﬂ Click [Create Messages].

47

= MALMS

wiE ORIt | HldeT
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IFry=-R

_[ @ Click [Management]. |

s

s =2 EE

- e
il @ Click [Create Messages].

K click [Select from the
User List], and the list of
enrolled students is
displayed. Click the check
box for a student (or
students) to send the
message.

3 Input [Title] and
[Message].

E Messages can be sent to
registered E-mail
addresses; however it is
impossible to send a
return E-mail. If you need a
reply, you should include
your address, etc. in your
message.

I click [Send].

*Files can be attached to
the E-mail.

Sending Notices

Il Click [Management] on
the Course Menu screen.

B3 Click [Post New].

E] select the [Title],
[Recipients] and
[Important Mark], and
input [Open Period] and
[Content].

3 cClick [Open].

*Users who have not read
the notice can be
confirmed.

A=V [ CSVIRA L T—TEE()

UselDE AR AN TG (s

i \ |

8.

Click [Select from User List],
and select recipients from the list.
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@ Click [Post New]. I
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'I 7_5 _2 ﬂ Open a new window in your browser—Access the KU website—Select a class from [Attendance
Management System] of the information system—0Open the page of the class / attendance list
Transferring Attendance Data from the Attendance Management System to KU-LMS —Select [Week to Register in LMS] —Click [Output CSV to KU-LMS] —Download the file to the
i desired folder.
I Log into KU-LMS, and select a class I I " . ] ] -
from the course list. ) |:S\L‘ E?:mxﬂ. @ Select [Week to Register in LMS].

i

mjiu-_u‘y_‘] rEne: kaEAT 6

meClick T
;sarmise-:ﬁ /i L '?;:E%gﬁ; SHitBA TR, @ Click [Output CSV to KU-LMS].
] Select [Attendance Management] from @ Click [Setting / Access Log].] o 2 ,ﬁ_ﬁ?_’-;‘“"’“'””*’.’“

4 )
the menu shown on the left of the e

screen, and click [Setting / Access Log]. | (enes| s ool
CEr—— o

E

5

E Set [No. of Classes] on the Setting / Access Log screen. (usually 15 classes)

& ;
/‘ @ Click [V] to set the number of classes. ] 4 | 1 o

]

ala]a]e ofofaao]of ]

L e O
00| o| olo|e 0| of ofolo 0| 5 B

ool ofoiololo|ofslalo o8

ojo

Return to the Attendance List screen (9
above), click [Reference], select the CSV file
downloaded as explained above, and click
[Read CSV Files].

0
&0
0
a

ﬂThe attendance data will be revised, and the list is updated if reading has been completed
successfully.

B Select [Attendance Management] from the menu shown on the left of the screen
and then [Edit Attendance Log], and the Attendance List screen is displayed. Select
a week to register from [Select], and click [Select This Week].

@ Click [V] to select a week to register. e
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Use of the system via

Smartphones
Bl Click [Switch to zezomeons W I
=R AR RS ),

Smartphone View] in the P
KU-LMS course menu. L = @ Click [Switch to Smartphone View]

-

E ]

]

B Click at the bottom of

the course menu screen. SRERNEEN

K] The Material Creation S R St R i

screen for smartphones is
displayed.

0 Download of the Quick Operation Guide / Q&A

Download from the website of the Educational
Development Support Center.

Click http://www.kansai-u.ac.jp/ctl/teacher/tool.ntml.

MELY RAMRE LT~
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FAQ

Class Cancellations and Make-up Classes

Q. Registering a class cancellation on the day of the class

A . Teachers cannot register a class cancellation on the day of the class. Contact the Class Support Station
or Campus Office.

Q. Registering Make-up Classes

A, Teachers cannot register make-up classes, since it is necessary to reserve classrooms. Contact the Class
Support Station or Campus Office.

Grade Entry System

Q. Modifying input grade mistakes after registration

A . Contact the Center for Academic Affairs or Campus Office.

Q. Entering grades for full-year classes

A. Usually full-year classes should be graded in the fall term.
However, for classes that are taught by different teachers due to the integration of new and former

curricula, and some classes in the liberal arts that should be graded in the spring and fall terms separately,

enter temporary grades in the spring term, and enter the final grades in the fall term, taking the

temporary grades into consideration. (See P.20.)

(1) Enter temporary grades for the students of the former curriculum, which are displayed as [Students
of Full-year Classes] at the time of spring-term grading of the new curriculum.

(2) Enter temporary grades in the same manner at the time of fall-term grading of the new curriculum.

(3) When the above two grades have been entered, the classes of the former curriculum can be graded.

(4) Enter the final grades for the students of the former curriculum, based on the temporary grades.

Printing Request System

Q. Requesting printing of materials for the next day

A . T'hedeadline of the Printing Request System is two days before the class (excluding Sundays and
holidays). However, when you receive materials at Takatsuki, Takatsuki Muse or Sakai Campus, the
deadline is three days before (excluding Sundays and holidays).

Please use the printer in the lecturers’ room and print the material yourself when you cannot make your
request by the deadline.

Class Evaluation Questionnaire System

Q. Implementing questionnaires without registering during the mid-term
questionnaire registration period

A . Contact the Class Support Station.
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Syllabus System

Q. Modifying syllabuses after registration

A , Contact the Center for Academic Affairs or Campus Office.

Q. Using syllabuses of the previous year

A Use the function of checking past syllabuses. Click [History] in the top right-hand corner of the Syllabus
Entry screen.

Q. Copying entered syllabuses to other classes

A » Use the syllabus copy function. (See P.38.)

Q. “Input number of characters over” error is displayed.

A. Be aware that a line feed is dealt with as two characters.

Q. Printing syllabuses

A o Click [Print] at the bottom of the syllabus details screen displayed from [Syllabus Search], and the dialog
box for printing is displayed.

Q. Searching for syllabuses of previous years

A. Past syllabuses can be searched for, using class names and keywords.
Select a year from the combo box at the top of the Syllabus Search screen. (See P.39.)

KU-LMS

Q. Viewing students’ opinions

A » Click [Login as a Student] at the top of the screen, and the display changes to the student mode for
viewing students’ pages.

Q.. Viewing classes of previous years

A o Switch the year at the top of the class schedule of the Course List screen displayed after login.

Q). Confirming instruction manuals

A o Access the website of the Educational Development Support Center (See P.51), or click [Manual
Download] in the bottom left-hand corner of the screen after login to see the Quick Operation Guide /
Q&A.
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