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Class Support Station (Hall 1)

Contact

B Senriyama Campus

Inquiries about course enrollment and grades
»»» Center for Academic Affairs

Inquiries about procedures for using the system and classes
»»» Class Support Station

H Takatsuki Campus/ Takatsuki Muse Campus/ Sakai Campus
Inquiries about course enrollment, classes and all other things
»»» Office of the Faculty of Informatics (Takatsuki)
Muse Office (Takatsuki Muse)
Sakai Campus Office (Sakai)
M Inquiries by e-mail
Information System, etc. »»» web_support@ml.kandai.jp
KU-LMS »»» kulms@ml.kandai.jp

System service hours are as follows

@ Syllabus System: 9:00am~12:00am ®Research Fund Referral: 12:05am~11:00pm
o Grade Entry System: 1:00am~12:00am
*As a rule, other system services are available 24 hours/day.

L

*The names of the companies, systems, programs, products and services are trademarks or registered trademarks
of the respective development companies.
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@ Downloading enrolled student directories seeecccccccccccsccscsccsccccccccs P,

()

@ Checking notices and messages from the University seecececcccccsccccccccss P,

(2]

@ Sending information on class cancellations and other related sssscccceccccs P, §
messages (to all enrolled students)

@ Sending messages to students, other instructors and staff esscccccccccce P, 7
members (personal messages)

@ Sending notices from faculties sseesssessscsssccssscssscsssccsssccssccssces P, §
@ Sharing documents within faculties and groups (committees/projects)«-<- P,10
@ Registering for committees or projectSseessscccssccccssscccsscccssccccscsse P12
@ Preparation of examinations eececececcccccccccccccccccccccccccccccccccccces P13
@ Attendance Management SyStem eeccccccccccccccccccccccccccccccccccccces P 14
@ Grade Entry SyStem eecccscccssscccccccssscsssscccccccssssssssccccccsscccss P20
@ Requests for printing of supplementary materials esceseccccccccccccccccccs P23
@ Checking responses to course evaluation questionnaire secececcccccccccce P25
@ Comparison of average course evaluation guestionnaire SCOres sesessescss P28
@ Viewing overall results of course evaluation questionnaire seecseccsccsccccs P28
@ Inputting/Editing syllabusSes eceseccssccccssscccsscccsscccssssccssscccsscces P 20O
@ Searching for syllabuses eessecsscessccssscsssccssscsssccssccsssccssccssces P, 3]
@ USINE KU-LMS ceecseccccsscccscssccscssccssssscccssssccsssscccsssscccccsce P .39
@ Creating Teaching Materials eesscecscccsscccscccsccccccccssccscccscccccces P35
@ Creating Essay ASSISNMENTS eescescescesccscccsccsccsccsccsscsscsscescess P37
@ Creating Test Materials sssessssccccccssscsssscccccccssssssssccccccsscccsss P39
@ Grading ceecsecccccscccccsscccccssccscsssccscsscccsssscccssssccsssscccccsse P.41J
@ Grades seeecsseccccssccsssssccsssscccscssccssssscccssssccsssssccsssscccscss P42
@ CoNtacting StUJENtS eessseccccsscccccscccscsscccsssscccsssscccscssccsccse P.44

1.Information System

The Information System refers to the following systems collectively.

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

2 Document Library
Each faculty and group (committee, project) etc. can share documents among its members.

3 Printing Request System
You can request printing of supplementary materials via the System.

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

5 Grade Entry System
Students' grades can be managed via the System.

6 Course Evaluation Questionnaire System
The course evaluation guestionnaires are managed on the System to facilitate data comparison
and analysis. Instructors can add questions to questionnaires.

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

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

2.Instructions for Use

[Operating Environment] Windows Mac

0S Windows 8.1.10 Mac 0S X 10.6 Snow Leopard or later versions

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

Browser | The system operation has been confirmed with the latest version
as of December 2019. Compatibility with future upgraded versions
will be confirmed in due course.

3.Login

Access the website of Kansai University.
e  Www.kansai-u.ac.jp

Input your user ID and password. If you have
forgotten your password, register new password on
the 4th floor of the IT center.
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4 .KU-LMS(Learning Management System)

To Top Page
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KU-LMS is an integrated e-learning system that has the two functions of class support
and individual support. It includes instructions for preparation and review, submission of
essay assignments, tests, and question and answers with regard to the courses. See
p.32 for how to use the system.
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5.Top Page

KANSAI University Information System

0 Course Information: P.5

* Registering Course information
» Sending messagess to students
* Cancelling classes

University services

Linked to various services for students.

Check the information occasionally.

Library service

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

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

Research Administration
Information on research support is
provided.

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.

Personal Messages

Notices

Document Library

Enrolled Student
Directories

Download the Enrolled Student
Directories.

Marking

@ Logout

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

\[ 0 Personal Messages

Check your personal messages.

Course Evaluation
Questionnaires

Attendance
Management

See the CEAS online manual for
details.

0 Password change

Set a password that is difficult to
guess.

0 E-mail Address Setting

If you register your e-mail address,
you can receive personal messages
and urgent messages by e-mail.
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KANSAI University Information System

6.Viewing/Registering Course Information

You can check messages to your

& RPBEAE

: [TEere

students, class cancellations
notices 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.

sans
— Click [Course Information
Registration/Search].
B o
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Class
Cancellations
A class cancellation cannot

be registered on the day of

the class.
Contact the office listed on

the back of this manual .

Click a subject to ]_

view the information
or edit the contents.

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

cancellations or
messages. If you refer
to previously
registered information,
check the information
and click [Copy].

0 Click [Registration] to
register class C

BERW aRan R, SR (4 RMELET, ARCSUTIE. Ar T ANLET,

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

M e GBS E R T LS el

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




KANSAI University Information System

7 Viewing/Registering Personal Messages

You can send personal messages
to students, other instructors and
staff members.

It is possible to send messages
to multiple recipients
simultaneously. If you often send
a message to the same
recipients, you can create
recipient groups. (See P.12.)

Also, it is recommended that you
create recipient groups to send
messages from committees or
projects, and to share documents
and schedules. (See P.10.)

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

Click [Personal

Messages] to display
the window.

Newly arrived

information is displayed

on the top page.

4
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a Events and the start/end of
procedures are displayed in the
calendar on the day.
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9 View

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

history.

v
v

i 9 Register
I

Click [Register Personal Messages] to

register messages.

I —
pr—
ALEREE
. asn e
Fill out each item. ltems “rm s
with ¢marks are required. SRR AR LA e
Select one or multiple ppe—— T
recipients. Py Messages are not
S LR Txx .
sEh available to people other

[User Selection] Select recipients from
users (students/instructors/staff) and
organizations (faculties/departments /
school years, etc.).

[Recipient Groups] Select recipients from

the groups created in Group Management.

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

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

Check the box to be able
to recieve a reply.

8.Viewing/Registering Notices

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

than recipients. If you
need to share your
message with the staff,

select [Share with Staff].

et

Do not send E-mails unless
there is an emergency or the
message is important.

e |

J/ L

Confidential Comments
are not sent to recipients.

Messages from faculties and
departments are sent as Notices.

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.)

Use Personal Messages (See P.7.)
when you send messages to
students, instructors or other staff
members.
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N EEE

Click [Notices] to display
the window.

Newly arrived information is
displayed on the top page.

: 0 Events and the start/end of
procedures are displayed in
the calendar on the day.
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KANSAI University Information System

v 9.Using the Document Library
Select [Received] or [Sent], ]\ &% The Document Library can be used to omExE | AW 0 GeT
. e F. =
share documents with the members of P T
messages sent to you, or to Raam wiszo

a faculty or group (committee/project). | R = ey

and click the title to read the S
view the sending history. J_-

Click [Register Notices] to ]/

register notices. l ! :
— Click [Document Library] to E
display the window.
v
v
e e BT, /—| University Bulletin Board | Staff Bulletin Board |
Board] to send messages to /. Share documents with the
students, and click [Staff | V' | members of a committee
Bulletin Board] to send R WV | or project. Select a group,
messages to faculty members. EATER~ ik [ )
i i AR RN Y - and click [GO] to read the
MLAT. o ToBmeRALL Y | = documents.
CEREC I g
Fill out each item. Items = ?.w.:::;“:.
with ¢ marks are required. - rmoeeecn | [FEESE—) ) rrme
WACEE- |
W .
Y, E>TI8MB0 1
Be: 3ASE 108G = e
a1 Tere AR el e A 2 =
| tm: g T, JREOME il _i -
+ neay O ww O wzn @ wws O B p= - First, upload the
o s 200 % (02 %[00 wlm o = documents to the personal
i » mETE | 20K M e 08 ¥ n 06 Mg o o = folder.
Select one or e 2 }>;. Wi R T W] T e T G
recipients. ,L PP : " e
« RARATHA O mis @ ms ) - —
L] O L & ra
If you register the date, it - mom eu O ; v
will be displayed in the 8 i S Om Click [Open] to v
calendar. Register the title N IE 0 sel-_Mis|- #al- 8o | disclose the updated
for the calendar as well. I Hgopleit sl Bl Sl e | data. |_|ODer1
AL - AR
oo o - an D Folders and files to be disclosed
onfidential Comments are Tkt H
not sent to recipients. e [CeE ][ wezanr | - can be managed
[ . (added/deleted) only by the user
ST IET e A
T | T | | who uploaded them. Other users T Reee T omenee
can only view the documents. /

disclosure (people for whom
the data is intended).

/ ; -Cl A 7 s L3 -.
[0 Select the range of




KANSAI University Information System

10.Registering Groups

Documents are shared by the
Create groups to share documents
members of the group. Shared [ werzans _
folders and files can be 55 4 nAvE- L OOOWRS » 0 Tvasmeran v and schedules with the members of
Foaomr: | a1 . [ba] m . .
managed (added/deleted) by E@E committees or projects. (See P.1 O)
any member. = — = Group representatives should be
PO 224 e e s M col uen e I PAS
e faculty members or staff members. == e B I BRI
00 oy i
Tl el il | e
The list of data folders is T E,:w_;- o L
displayed. Click a folder to jasran %5,
display the list of files 0
stored in the folder. =i
"
o
m EE)
— i = i i
Ly irtad
:‘ MO T T P D T ——
v e Binm o e g s o
MAMLE SWNTE HETWR l‘"ﬂ""
—— - AT ENE LR W RRE  faReB
e — e e ———, 1] .7 LI ¥ L : =t sian
Click [Group Management] : St e
.in WebZxIlL¥ on the top page. [ —on -4 AR s AR
O 2 AAE -1 - CGOORTSR > 26 3 LT _ vRTMELAR w65
e— o e 8 (M
[mEmmwews)] [Foowwwan] 7oy | (Maoiee]| W s |
-3 g =8 as
000 0 T ol 8 gn—-TEe
i - TL—4-0
The list of groups you | | [ e e
belong to and opened T tooommmmi-rte P
groups is displayed. I Ll Click [Create
Work Group].
/\// —— v
V.

[unerove/cw

-5 —THREE |
o= — TR

| Name of the Group |—— \ |

QOOWES |

[
OOOICET LHRESTHRLET.
Set the name of the group, |
whether to open the group,
and information-sharing IR ElamTs
functions. DO - THERE

FE Al [l teaid =

HET 27— [testd

| Cancel I
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Attendance Management System KANSAI University Information System

. . . A, mmExy HEHE % .
11 .Preparing Examinations | ™" _ e 12.Using the Attendance Management System
R )
Detailed instructions will be given i, s B If you have requested attendance checks from the class support station, you can check and
when your grading methods are mmt@mlu'mmammum - modify student attendance, and download the data from the attendance management system.
Checked. LEST AR 2] Ll :;!‘ : . AR T WOV m< %
:::‘l : GULE I LA E] ml g}_ l 2- l
l l -1 -l = = q @“E*¥ : m e .
- ho h@ __ -
. . v;mvnmmmma rd B3 i
Confirming Grading Methods CE Cth Checking Attendance  [fueme —j[=ame T
?::;:,—hy ;';':" ': AT =t m :;::
ALE TSRS s o =T T 4 TR 1 Mg
mmmmmmnmm: o nd 18 s
Confirm the grading e sk f
methods_ im::;::: U‘u:‘"-l:nl:’ m Ill‘lI- (T SIH RTETEE WIE HIEUMC WiE R III'II 1980 10s50 :n";;;‘:‘*ﬂ
! i nLYF=
Ms‘n—& FaAs v | 2moctEa MA 04 ea 0t Ma00 CRpE ONE OME EEO SAC
v 4rB0AY AR A LUl LV IF A A0iEr SR
Fall STREERET
l l = 1 -2 When the grading method is e :r:?-;sw po-men  § marurAmp gEEER T
. . EL R “Achievement Level Checks” or avmacx | iwmcex LT S e S L
Inputting Conditions for “Written Examinations', input the T ey *{;“'“ ‘
“Achievement Level Checks” conditions of reference and pan ol
w . K ) . available materials as well as ; %
and “Written Examinations supplementary examination » 2 gazen
methods. i " [ aveax
: v [‘-’"‘;
| Attendance Management System | v =
XS
HEEHES AT LA
o Click [Class /
Attendance List].
| - hEE—E Click
. #AE B A (Display)
2 C I IC k HEHES [v
lI lI 'II '3 | THES VAEEwEI(OAOT1007 |
i is Ti v ( Input the thesis Select a course to FrEgl : Eégg;%;?ﬁiéégmz . POk
Inputting Thesis Titles T SEABBIEAL _ check attendance = EEOKD 08§ CEE AR
e EEW tltle. b o —L_______ESSESSSSiEitsSSRSSESERM N LB —
'Cl
ick
I *See the legend for the meanings
- of the symbols.
11-2 ; , Y
Checking Examination Schedules. :_ : The attendance data is MELE R az Aok}
T T TR : . = HEERES 27 4
S, BIEk HBERTE - s ! displayed on the Class / [@ Logout
F0niElr  HTM B& (=73 -as. = N Attendance LISt screen. Eed T | xru:a_nz: 5 Be sure to click [Logout] when
=] S you finish using the attendance

EETEIE. M KBl OrSETLET.
(PR 1R 1030811300 3R N1G30-03100 B 03:M-R030 AR 1ST0S-16H G 1E:E)
1 gl i

l management system

A ATILAT
s YR

AT 4TS L x!(ﬂ S0A
P (1 LELL]
e lamnmam Close
Lok -3 LEL] B K
T i o
[ )
A

Finishing %
Registration Click [Close], and the display returns

to the course selection screen.
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Attendance Management System KANSAI University Information System

12-2 — = 12-3 Click
@‘ Sp T . (Output Excel Data)
Manual Data R 27 L Downloading the Data /
Registration/Revision o Click the date. pee e LT v p—
T2 g i Attendance data can @ HEEE 25 L

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

Attendance data on
attendance sheets, etc. e
can be input manually. F‘.«‘W T

i screen.
@ \When revising the
data by specifying P ]
the date @‘ RGBS 2T L . "; V
Revise the data, using]\ CIle v
the pulldown menu. N -
-.. Click Downloaded

(Confirm)

[FWEE | FEE 090
-k [0 BMIO w0 W@
H 3

Microsoft Internet Explorer k- N W vl gy
oex - xx [ Wi vl

3 EdLE A [

D TN

(T, ) T 1)

P, < 4

Registration
complete

«Click”

® \When revising the @\ mEAS anron
data by specifying HiR R 2T L
the student |m S
Click on the
student’s number
or name.
Student number | Student name | | ?,]'1—0 B i o
| 1o [o s - . I ! 5
Revise the data, L' [ 1ons (O] 5 ~ IN=E
5 A0/t g - LE
using the pulldown EEE N - = s
menu. | Iy P =
1A8 (Ol w1 .
R - moh) ecnck -
[zme Joley lelw (Confirm)
| 12709 [l >| 1 - T
| teiie [Oled efoq| el s~ (| faelsa] lael s
| veree [ikiw wlial el el el
o Jole] wlnl s~ [ lx[n]|_ el
LW CLEE Wi
S SR 75l
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Attendance Management System KANSAI University Information System

How to Use the Card Reader 12-6 SRR

How to Register Attendance without
a Student ldentification Card

Student attendance can be registered using the portable card reader and student identification
cards, and checked from the information system’s [HHE&IE | [Attendance Management]. (See

P.14~P.16) . —
© BT A

The procedures are described below.
HEBEBEY AT A 12/03 09:22 BEEHRSE

12'4 S —— 12/01 17:39 {TAGHOE(S
How to Start HBEH. ABHEA—K%E

MAELTLEEN

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

XX/IQ/ nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn ]

OO

FRERRLCTCES L

*Confirm that the date of
receiving data is the same day.
If a previous day is shown,
enrolled students may be
indicated as [Not Enrolled].

Oooooooo!

R e e e i)

hoooooooooo:

[ip

il
a

Select the period of the
class.

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

[ e Select the course. = —T—— P

*If the course has a new name and
an old name, only the new name is

displayed.
After selecting the class, | = = mo s
press the [Start] button. BELALGRIRLTLESL

Finishing
BEEEE

12-5

Attendance Registration

o Place a student
identification card on the

card reader when this
message is displayed.

ORI T - |

17

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

FHEAEMTLTLESESW

200X/12/03 (k) 13:56 &R TR ELal=

7 a

Press the [No
Card] button.

When searching with
student numbers.

nnnnnnnnnnnnnnn

Input the last four
digits of the
student number.

nnnnnnnnnnnnnnnnnnn

FoDooooooo

nnnnnnnnnnnnnnnnnnnnnnn

nnnnnnnnnnnnn

PEFRRLTEEL |

708-910
TAMPER
FARER
BA FEF

KANDAI HANAKO

nnnnnnnnnnnnnnnnn

Attending | Arriving Late

18



Attendance Management System

12-7

How to Finish mﬁ*ﬁ HEEEVISL

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

T sagamn LT a0

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

SHEETLIT.
LS TEM T

How to Send the Data  [li{s) B FE A%

HEBEY AT

WA, ABHD—FZ
MAELTLES,

Return the card
reader to the holder
(cradle), 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,
[Data Transmitted] is
displayed.

20XX/12/03 (k) 12:56 EHFEEBP

(o) BT A

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

*Wait about 20 seconds after
connecting the card reader.

20X%/12/03 (k) 16:31 A ER Eagadll

19

Grade Entr‘y System KANSAI University Information System

13.Grade Entry

The course list is displayed to input grades.

You will log out automatically if you do not click the [Save] or [Finish]
\[0] )
button for B0 minutes. Save the data frequently.

&.!x* HaMsHE-R
13-1 R

Entering Grades

The list of courses that
require grade entry is
displayed during the
grade entry period (to
be announced).

20



Grade Entry System

KANSAI University Information System

13-2

Entering Grades B, pmAy AR

@ a5 )

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.

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

|M PORT ANTI Check the students who failed

to attend an examination when

Once the grade entry is A (T 28 [

lete. it t b “Achievement Level Checks”,
comp.e & I .canno e . “Written Examinations” or
modified online for security “Theses”. ([***] will be input) This
reasons. Apply for grade is not displayed when the
madification at the Center grading method is “Everyday

. . Scores”.

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 courses 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.

(

Bmmre RRF— 77N

282..  (Browse)

Upload the grade

entry file for reference.

TR -k a M s
bt e

o (Download)

Download the grade entry file,
and input the final grade.

S "'

Click.

/L
0 RhiET -SRI RESAR]
(Grade Data Save [simple format])
The data is saved in the simple format.

B, namk %

ARE | | T Ok

O Bl e

| Save | Finish [Return|

FRoi-so00l [ 7
#0000 (e

K% j\og

- "’)

e

22



Printing Request System KANSAI University Information System

14.Printing Requests

Printing of supplementary materials can be requested via the System. Confirm the input content on the
[Deadline for Printing Requests] preview screen and click FIRIEIRY AT L wuers

Receiving place Deadline (Finish). & B AT S (FLE2—)

Two days before the class (Excluding Sundays and Holidays)

Senriyama Campus (Ex.: Thursday class—Tuesday 24:00) ®. Z ST - e wra

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

14-1 o

ENRIERE = 2 T b cvosn

M A7 b

SRR
S DR ERAT S (RIREREAL ) = T AL T : : e

& HHERRTS

MEEFL 3 kot g s

- wancie e =

Printing history
is displayed.

Y, Ll

T ° . FIRHEIR S 2T Ly wivea
Click »»

& R & ST 5 (EART)

SRE] EOES  101718-0032-01

Attach the document 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 Ly _ 5 e

to the classroom. If it is difficult to do so, i:_'_ |EaE clicll"

ask the Class Support Station or relevant il

omous offive o I e ]
== v
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15.Course Evaluation Questionnaire System

KU conducts the Course Evaluation Questionnaire at all campuses once or twice a semester to

reflect students’ opinions about the courses they took and improve the quality of our education.

We will rename Course Evaluation Questionnaire to Course Questionnaire in the spring
semester of 2020. It will be conducted during the classes and the students can use
smartphones to fill out the questionnaire. The procedure of Course Questionnaire and the
detail of this system after the spring semester of 2020 will be announced by Center

for Teaching & Learning.

You can view the results of the questionnaire conducted from 2016 to 2019 by the following
process.

15-1.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.

15-1-1
Confirming Responses /

Setting the Disclosure of Results / (B35
Comment Entry '

PEEEUE T 2 — N URT L wev 9050370
> zoroh=K > HE-K

 *HBE-He

Click the course name. e
s

Click
| Course Name ,'

e /06/18 0000 —
W By R EEEW

e 08718 0000 —
wee Do iy | EEEM

& T RER T OERTEMINTLUET.
T

25

Response status is displayed.

o Allowing Other Instructors
to View the Results

Click [Allow Other Instructors to
View], and the display goes to the
screen to specify the courses for
which other instructors are allowed
to view the results.

1 1 siigen
.

PEREFAP 7 — PURAT L mevs e acsaziars, E
> ZuZoloN > GACY. > SR s

* BRARINE @

um A 030727 (30433) L
(3] | | BT R W)

AEYEe 4‘ aEnsDREeRts | )
e penmrs [ Semmmmmmmmmmmeeees
EET s ]
wtian [T —
W EIC [LHTe v s

wIHEER

1
| Allowing Other Instructors to View the Results |

TrTr=tORRESN:. 4ROEROABROTUEIEVLEELT
9 Comment Entry 2t RinusmEeceRs LTLRELTUZTOT
4ROERCTELEdEMLTUARELEEVET,
Register your comments on the
. BECRETT -
results or attached files. i T
Registered comments and files will il il e
be available to students. CEE] =
L
Make sure to click [Finish]
after inputting comments.
2 [ P
Displaying Responses
6 playing P S EANEE K
Students’ responses to open i L’) (=)
guestions and comments are listed. "‘”""Gll kL““T' 1= w> B>
1
AR PR BT ST A, P I ML A T T
ERFITHRTIN S, LR RRO MO S RS FEL BT,
;“EDUN?'TI ENT. TEOCDHMIARLT AR TinEDT,
r_l AN T LA AR Bt BT T LT AOEN SRR
umin'emn. fz.
e FEERIE.T. FEFSIETIERTE T A0 R RELT BT
ml‘lithm-fliﬁﬁu’b"
<<kHl <N Lis—tF Ex RE>>
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Q Downloading Results

Questionnaire results are downloaded in the
CSV format.
Click [Download Students’ Comments] to

wihEHESE

download students’ responses to open
guestions and comments in the CSV format.
Click [Download Response] to download

the responses up to the previous day.

Download Students’ Comments

Download Response

Download Feedback Sheet

Click [Download Feedback Sheet] to download
the feedback sheet files created after
collection of results. The feedback sheet files
can be displayed and downloaded when the
collection of results is complete and the
feedback sheet files have been created.

e Graph of Evaluation Averages

The average scores are displayed in a line chart. When the
overall result collection is complete, the average scores for
the course, department and the overall university are displayed
for comparison.

@ Downloading Feedback Sheets

The results of the final questionnaires can be checked via the
Information System a few weeks after the questionnaire
period.

*As for responses to open guestions and comments, each
instructor should save and check the results.

The feedback sheets can be viewed for the final result. (See

* FEEHHNTS7 &
1.5

D KB P MEAT (FEESRRNE) Tor— b
H

(EZ)

15-1-2.Comparison of Course Averages

When the overall result collection is complete, the average scores for your courses can be
compared.

Click [Compare Course Averages]. Average graphs for the courses is displayed for comparison.

i . * FEPHIERTTT &
> > -I “'.
B TR E ; IIlz.I l‘:::nz w =0 (= =00)
B 3 2e=2 R = =00 (== =)
Fiemi| B 1

2 EESEH WEXT (FECLSBENE TSy~

y WEB | &L TERABRER T

WEB | L BERAMEEEP B e e e Mt v st

the figure below.) The feedback sheets contain average
scores, frequency distribution, correlation analyses with
comprehensive indices and comparative analysis with
instructor’'s responses. This data can be used to improve the
quality of courses from the next semester onwards.

Comparison between
students’ responses
and instructor’s responses

Number of responses
for each question

TR RTEND WAET T T -F ek

Description of ot e * e
the course * = | _wwmse
Ly R [
.« ® | -
" t 4 1 1?"
& n - e
II_!I -
BEw . ik =
Number of respondents ———— G B
“:ﬁ — =
Graph of importance levels N PR

and satisfaction levels

i amp e s e

SRET. ARSANC
EELARET,

B RRBCTO Y O ALANC A TE. RN - T SCE SURLE | ¥zasoa;
C3UTE. BARMCTET FERAANCSEITE -

an X

ZEPWBLLY

RENOMANT 'd3LiS, ORNAONT, NEMUNESOE (000 &
SHESRT BIESLLLOLALET,

Y.
ErEeCSEr. BAREAEC T IFRE S (LRG0 X
0 EEE ARG IOy b ERETORNE. todEosReRY
BT -mIMR B,
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15-2.Confirming the Overall Results

When the overall result collection is complete,
the overall results can be confirmed.

Click [Overall Results].

The overall results will be displayed. ¢
WL S T ) ST o P —

ety > GE-N > SRINE

Lx ] 3

WATFESTH REAET 5 —F (BRT 27— )

LU ORT R RN T

BELUZoamIRERCE
LLETTE TR P )

mRnERICHL ORI
nEACTERRIAT A

mECHTLEATRE L,
BRGEmIAAT ARG

wEDAIARTEL.

ERcaRmiA
CrEmiE LN
ELMRCAETE AN

CoumyetTaREREY

ERREE LTI ONRIIE

3
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" r

v O

16.Syllabus System - —| Atter clicking [Finish,
B ke 1 2S1EAAH (FLrE1-) P— .

- P modification is not possible.
.,_ T ") - 1 SSIGAD (A s=oan menps swess| Contact the Center for Academic

16' l = A ck = B A 8 BEAM » | Affairs or Campus Office if
v . — Nis necessary.

. IR . . nE \ —
inputting | = e
Syllabuses . Display the tabs /CIIck

RS = e - SR ) R
The list of courses is attributes]. - b7 8 )

displayed to input syllabuses.

Oen O .

Check the contents
of [past syllabuses]. Click [Save] at the bottom of the preview
3 screen to save the data temporarily.

Complete registration
v before the deadline.

= When the data is saved

b

. Bx & BYBE—
Select [Free Format] temporarily, [Not Entered] WEC A - 5/ AT AR AT T
changes to [Entering] on
or [Number of Courses — g8 _[ gl ) TR — .
Format]. the course list screen. ’ ‘ ey B
d =3/AAn

ERAR .
m G - B e
5 o " il 140122(044820) x| -
e R i AP -
= @

Click [Confirm] to

confirm syllabuses @ = 5
completed.

|

Click [Registration] to resume
entry after interruption.
Make sure to complete registration.

(BRI E R

| Syllabus Copy |
> 'I 6_2 WA AM @ sER h

WED A L 20050101 H = —
- FEERENLIY R O -BolBERATRRLT CEEL,

5 = = Copying Syllabuses . - =

= | . Select an origin file and -
S When you teach multiple
courses, it is possible to

duplicate syllabuses. Click

: = JE-—% JL-#n
e (=) L]

-

destination files (multiple
files can be selected).

£
EER RS

B K EE3 | (e )
“ [Syllabus Copy] from the m A= et il
left-hand menu to display PR—_— e W )
== H 2
Pe the list of your courses. wan o TR
REER7
an & 991011{030900) T
N N -
i After duplicating, check P |7
y the content and .
. . Fan & :ﬂuﬁl‘}("ﬂc‘.’m} T
qis-otin 35 complete registration.

B : ERAN2 .
P RN W 29101 3(030900) %

AL I T4
Click [Next] after entering e . R v’)
the syllabus. ’ i_!-____,’c I IC k
R
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16-3 17 .Using KU-LMS (Learning Management System)
i &5/ 8%

Searching for Syllabuses

Click [Syllabus Search] on
the top page. Search for
syllabuses, using curricula,
course names, instructors
and keywords.

@) 2o

Past syllabuses can be
searched for, using course
names and keywords.

KU-LMS is a system including instructions on preparation and review study, submission of
essay assignments, tests, questions and answers with regard to the courses. Here, only
information for using some simple functions is provided. You can see the Webclass Author
Manual for detailed information on operation and other functions.

17-1-1 Y2,
Start: Login C I ic k

BIALMS iz
ooy

» OJA L BEZTRT D

Click on the
button to
s login.

AT

l 6-4 I“ £ 53‘7\&%.5?4«1@5 Sedreh

2000 ERGURAKROF - Y- 22RNLET,

FDU R ZLTO o VEEERRL TS,

Syllabus Details
BEALMSENRT 2%, IS0V DIRZIRT . BFRAIRI L PENSICHETIMEEERLRNTIESEN,

| Instructor's Name |—i[l

:ﬂ:l}\‘uhlqmm B

l/ e WIEFRORE - BBAROT 1 PILC L SBRTEET,
@ B8 B et | Course Manager's Manual |
::::;:h”'"' BALMSELEDER © kulms@ml.kandai.jp
The list of the instructor’s e
past courses is displayed. N B -5:_.;-:1'_'-._,-. - - - B ,‘"'":’) ! 0 You can switch to the
: : - l English version. )
HEETE
PREIE | Course Objectives
WARGYERETET.
| Wi ] oo ot I Select [KU-LMS] from the menu on the left B The [Course List] screen will be displayed.
| pmmrensr. side of the top page of the KU website or in Click on a course to display the material list
| MRS TR [ Cxpected work outside of class i
the Information System, or access the URL for the course.

| BRMENTECRRENET.

;mm._qm shown below, to display the Login screen.

zow weEw cTwTRETL, F To download the instructor's manual, click
EL 1T,

| B8 198 Evauation Crteia - Assessenent iy https://kulms.tl.kansai-u.ac.jp/ [Webclass Author Manual] under [Manual] in
5 SARSOEL  FETREINET. .
bl mr ﬂ Click on the button to login. LZTel;iper Ieft corner of the [Course List]

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

| EmE

Course Evaluation Questionnaires |

AR INET.

BEENET,

§ H=weon s

The results of related et oy 4

GRS EvEERER Rrssles "'_ - “ e ; Login ID: This ID is the same as the one for logging into the information system.
questionnaires are Wrsrreroos A = — Ex.: 1999999
displayed, if any. T Password: This password is the same as the one for logging into the information system.
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Composition of

the Material S Matacia it e |

List screen 2

If you have been bR T
authorized as a user, : BUCLIE0 14124 - 04,02/2030 1413
the Material List will be
displayed.

[ xi Notices and Messages] Information related to administration and educational affairs can be viewed.
[Course Materials] Create and view teaching materials, and check timelines.
[Grades] Grades and guestionnaire results can be checked and essay assignments can be marked.

[Attendance] Students’ attendance can be registered, and the record of attendance can be checked and
modified.

[Other tools] Access study cards, FAQs, a glossary and notes.
- [Study Card] Study records of course members can be saved for consolidated management.
- [Notebook] Allows note taking during coursework (up to 50KB of text data).

[User Management] Check course member registration, grouping and course member access.

[Course Management] The timetable, syllabus, course ID and course URL are displayed in (Class Info) , and
you can configure course options and examination modes, and check usage status summaries.

[Login as a Student] Switch to Student Mode to check the appearance.

[Timeline] If an instructor creates or posts teaching material, students will be notified of materials they must
learn (in chronological order).

33

17-1-3
End: Logout

Click on the [Logout] button
in the upper right corner of
the Course List screen or
Material List screen.

17-1-4
Login as a Student

Check to see if teaching
materials have uploaded
correctly and how they
appear at a student end.

Matarial List

IR A

Matarial List

—y @ Click [Login as a Student].

IR AL
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Course Material

Course materials such as slides and reading materials can be created for preparation,
review and coursework.

17-2-1

Create Material

A w

T i

Material List Course Matenial- Gragdes« Attendance -

Material List inl Li
Timeline aterinl List

Copy Matenal Data

= Gt e prisvol:

¢ Patiod D4/02/2020 14:26 - 04/02/2020 1412

@ Click [Create Materiall.

n Click [Create Material] under [Course Material] on the Material List screen.

v, v

)
@ Click [Textbook. J
(:;;;IFW-N:;‘I Create a textbook. You can! e

Essay Creata an assignment for File submission.
Test Create a test. You can also import Hotpotatoes teaching materials from here.
Surviy Create a survey,
BB5  Creste a BBS. It s sustable as a place for posting cpiniens and questions alng a theme, and for discussion.
Wikl Create a wiki, You can create/edit pages with ather persans.
Chat Create a chat. It is possible to communicate in real time.
e-portfolio Container Make avaluations on submitted products and induce awarenass of studants,
Uit Combine several materials a5 one learming material. You can specily the order of material to be worked on, and you can also et a passing
score for the student to go on to the next material.
Study Card Record / manage student information and share it with the teacher and students.
Create from existing materials
Import Impart & file that was exported from WebClass.

Import external das- Import usar score data.
e Al S G SRS S UG
B3 Click [Textbook] .

v
v
35

= Diaceiptice, sotu, i vl be Sy whao rou et e sieial.-

Gendral Optioas.

Liskemd Coren

| et B

Ovipion] Grov Acoes Reswictiss (B [Open bo the Course Mavibers
Descripsios, nooss, ez () |

Clicke—

1| Comate Tentbook - Bakch import| SCORM |
-3

[+ Paye Presentation Optioas

i+] Anthot Acoess Options

ﬂ Enter a name for the material in the "Title" field (required) and click | Create Texback - Standard Mods .
*The other detail fields (optional) are set to default values.
Click (®to check the details.

v
v

Textbook 1 Page
 EE

’) Coment To

T
FOF

Frasudass 1l
1 Oea 301 ot decmant comrmsion faad plaaes urvs (o001
pSmp—

| Sam

S m i ——
Uy pld e (113601 ' il e plad oy smamany.
Flaass o i the ks il ot b e

Arached Pie T L

@ To create another page, click | AddNewPage | |
— To finish, click | Save Changes & Ext | ,

ﬂ Click | &%= | (Browse). Select the file you want to upload, and then click | save |.

E The uploaded file will be displayed.

E To create another page, click | Add tew Page |.
To finish creating materials, click | Save Changes & Exit |,
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Pleaae enlrs the file befine acttorg e optns below

17-2-2

. 7T create a0 asvigrzect fox Al wkmivon, plasse valac: ‘Fraay’ fom Ty’ optico. Ao, cohar uritem swsigmess cax be crsted n fhe et page
MRS o logged in. : Ty o, T ..:- aps’ ophos.
= H # Thascrption, noms. e’ o vt e rastrial
Creating Essay Assignments
Label @ | |
A Wb = -
Lisked Course (recquized Title ) &
e taosw (esped) Tike @ | E
Ocliinsi Qe (required) Type @ [Essay -l
Logout R —— -
Material List Course Matenial Grades ~ .-’-rv-.-" N Other tools User Managemant « Course Management Login a= a Snedent
Matenal L [#] User Access Options
Timeline Copy Mate
[+] Question Display Optica
emmmmm—m————
i

Nempmm————— % Update 1day oy

iati [#1 Result Optives
= Get mare previowecord Number of sers who sccessed 0 ™
[+] Essay Review Options v ’
SToTmnt sl WC I“I_
)

Number of users who accessed 0 I G
. . 04/02/2020 14:26 - 04/02/2020 14:2 :
@ Click [Create Material].

[#] Authr Access Optioas

Number of vsers who accessed 0

:";, STNFAE Update 1cay ago
u

@ Click | Create Assessment - Standard Mode | |

Top -

ﬂ Enter the essay assignment title in [Title] (required) and click | Create Assessment - Standard Mode |,
I} Click [Create Material] under [Course Material] on the Material List screen. “The other detail fields (optional) are set to default values.
Click (?) to check the details.

v
v

Y ey i e

TS @ ipeint 0 | Totalmarks 0 Diffeuiey [ B (nomal) v| Cusegory | it Rbeic
. — ~ A #H | ComenTo @ MTML (IPDF  PowerPoion Sles wre be comested to PDF.
Create 3 textbank = @ Click [Essay]. |e=. (s page) [ I c : = |
T
- Copy g Manually input |
Create an for Fle [ ¥ b 1)
| | Bute ] 1| SunChip B i Anement . |
Create a test. You can also import Hotpotatoes teaching matenats from here. foa Wi 5
o1 Srcagn Rt Pl B Ly wpdat s (1264 e " v Fin', 4wl by e s v
Survey  Creste n survey. Suve
BRS Create a BRS. It is suitable as a place for posting opinicns and questions along a theme, and for discussion. mctizin P : = PR
Asvesmment Sirle [File Submission  v|
Wikl Create a wikd, You can create/edit pages with other persons. w
” - T . qu'l.m: S ‘:::; [10 ME ]
“reate a cha & possibis . . bty displayed. || @ = . —
Chat Create a chal It is possble to communicate in real time. ! Ot ao;ha--,. s h; . an FE—
16 you wimt let post mhiple Fo Rt
e-Portfolio Container  Make evalustions on submitted products and induce awareness of students, pltase make multiple questions. Lims fle‘type ||:‘ PomerPoma
) Teu L POF
Unit Combine several matenals as one leaming matenal, You can specify the order of material to be warked on, and you can also set a passing

seore for the student to go on to the next material, ®i.. | ComvenTo ™ HTML ' PDF Flesse seloct the fide format in coevert to.
it P B 0 sk s V1 S e .

Study Card  Record [ menage student iformation and share it with the teacher and students.

e [F———
Create from existing materials [ @ To finish, click | e Changes

To create another page, click | Add New Question |, I |

Import  Tmport & file that was exported from WebClass.,

Import external da--— Impart user score dats,
. 4 "
B} Click [Essay] .

ﬂ Input [Alloted point], [Assessment] and [Detailed Answers].

E Set the maximum file size and file format, if necessary.
A input all the required items, and click [ Save |.
v
v

Make sure to click | Save changes & Ext | when creating teaching material for the first time.
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17-2-3

Creating Test Materials

Assessment Cption Setting,

Please ester the tile before seming the cptions below
T croate i suiigrssact for £ puboraienra, pleaia walct Fhiny” Somn Trpa' spsioni. Al sthar wites mirnists ¢ b crasted = e o e
» iy et g eplin.
* Dineraptae, motes, ac’ wall b durpliyed whoe 1o atart o mutersl

Arsmustment Geneml Options

|2 5= -.J'J

LOgout

ured) Type @ |Please select el

Chagrmal Grosp

i ¢ 1 e Mombers v
Material List Course Matenal - Grades Accem Resmictiomn (§) [Cpen 1o the Course s

Oitheer tooks - User Management = Course Managament - Logm as a Student

. ") Descrpson,notes, e ) |
= =2 Click = Do ]

Reorder/Labaling

oy Jdate 1d +] Question Display Opt
.......... - | » BTN Update 1day ago Matersals [+] Question Dasplay Option

» Get more previowffecord O Nesmber of users who accessed 0

Texthock : [+] Result Options

[+] Essay Beview Oplions

’.“"‘; T R Update 1day ago

Number of users who sccessed 0
@ C"Ck [Create Material]. 04/02/2020 14:26 - 04/02/2020 14:2

[+] Notice Options

Update 1dey ago

Mumber of uners who accessad 0

Hew
O ®$YTAFAL

Exami

i @ Click | Create Assessment - Standard Moda |,

[I Click [Create Material] under [Course Material] on the Material List screen.
E] Enter the test name in [Title] (required) and select the question type in [Type] (required).
Yy Click | Create Assessment - Standard Mode | .
*The other detail fields (optional) are set to default values.
Click (?) to check the details.

Create Material

m here.

'e’v.'n: Create a textbook.You c2=
° Essa went for File B
¥ -
| m———
I c .: Test ) Create a test. You can also import Hotpotatoes teaching materials from here.

Input [Alloted point], [Assessment] and [Detailed Answers].

Set the maximum file size and file format, if necessary.

Tuniey AR s Input all the required items, and click | save |.
pos Create a BBS. I is suitable as a place for postimg cpnions ard questions along a theme, and for decussion.

Wikl Create 5 wiki, You ean ereate/edit pages with other persans. yd Make sure to click | save Chenges & Exit | When creating teaching material for the first time.

Chat Create a chat. It is possible to communicate in real time.

e-portfolio Container Make avaluations on submitted products and induce awareness of studants,

Uit Combing several materials a5 one learming material. You can specify the order of material to be worked on, and you can also Set a passing
=core for the student to ga an to the next material,

Study Card Record [ manage student information and chare it with the teacher and students,

Create from existing materials

Import Impart & file thar was exported from WebClass,

Import external da- Import user scofe data,

- . .
B} Click [Test] .

v
v
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Scoring Grading

17-3 17-4

The instructor can grade essays and written assignments.

A WehClass -]

B

A WebClass =
LS IR W Management

Logout Material Lt Course Molenal=  Grades= ance: - Other tooks« ser Man st Login g
Score Summary
Material List Coyrse Matenal« Grades = Atlendance « Other ools« User Management « Jurse Mar Lognasa s il i
g { Timeline Progress List
Seore Summary c Category Scores
Timeline Progress List SCORM Activity Rppuns Update 1day aga

Category Scores » GO mom previcus record | eeceeas
c e ) Rerder/Labeling ¢ c:aumm )
SCORM Activity Reports Update 1day ago ot o ‘Se==a=
-G s sumber of users who acorssed 0
Got more previous record C I I c k mber . who b Grade EssmyN\N\@ignmsants pdate 1day ago
Search Sirmdar N <_ er of ysers who accessad O

Report List @ Click [Gradebook]. i
Repaort List

Update lday ago

Analyze | Re-grade T
20 14:2 Student’s Score Reports

Analyze [ Re-grade Test Results Survey Results Number of users who accessed 0
Shudant’s Score Reports .
[ PR ey e-Portfolio Container Assessments
Survey Results _ B
e-Partfolio Container Import/Export Outcomees

e-Portfolio Container Assessments

@ Click [Grade Essay Assignments].

e-Portfolio Container Import/Export Ouled

[I Click [Gradebook] under [Grades] in the Material List screen.

v
v

n Click [Grade Essay Assignments] under [Grades] in the Material List screen. Gradebook
ﬂ Select assignment from the dropdown menu of [Assessment Name]. Evaluation - %
B Click l Display submitted reports ] :)Ho\‘;todu:jssh o ) )
S e ’ @ Click [Edit columns].
3 Click the file name of the assignment, confirm the contents, then click [ Grde |. b 5y »TFIM::;
H 'nput [Comments] and [Point], and click [ save | ikepiit gra ikl c I(

*Corrected report file can be attached.

Eval-point 0.00
FEFEAEE  dpuser dpuser_number Adjusted score 000 000
Raw score 0.00

ﬂ Click [Edit columns] to select the grading material.

v
v
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Gradebook

» Back to hist

Please select the materials for evaluation and allot the points.
For SCORM materials, 1t is necessary to indicate the perfect score.

O #wF T2t 50

Materials to use for grading Materials that can be added
Remove selected material Add selected material

0 YUFLAR-F
1 il

[ ] sirmn | Pt Eva v ]| o] v
O
O

assign a grade, and then click | sa== | .
A Click [Back to List].

<4<

Gradebook

Evaluation - TF 7 )|

» How to use v ”

D @ shee
I c SV format, » T2
£

- wimout raw score (» CSV_E==="» Text format)

» Edit columns

R ] |
AT
I T 2 | BT N
Eval-point
AHFEAER  dpuser dpuser_number i v
Raw score

0.00
ooo 000
0.00

H Click [Export grade data] to download the CSV file for the grade entry system.

B Open the [Grade Entry] screen, select a course, and click [Grade Data File].

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

Data Registration (simple CSV)].
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Contacting Students

You can use [Message] to send a message to an individual student and [Notice] for

sending a message to all students.

|

= Get mone previous recand

New
;& YN

New
» YT LR—

&

New
- e YIRrALl

Famination

# WebClass
bo T

Material List Course Matenal « Gradies - Attendance - Other ook« User nent
Timaling Material List

eriod 04/02/2020 14:26 - 04/02/2020 14:2

Rearder/Labaling

Materials

Update 1day ago

Humber of users whio sctessed 0

Updal

day g0
Mumber of users who sccessed 0

Update 1day age

Humber of users who accessed 0

Sending Messages

I Ciick ¥ on the Material
List screen.

lnbex

B} Click [Create New].

ick

DeletelMark as read Downlood)

A

» Close this window

= <Prev 00 Next> >>

Subject 4 ¥ | Attechmend & ¥ | Dair a ¥
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E} cClick [Select from User

List], and the list of
,&Iﬁtﬂt BRMREEL 57—

enrolled students is
displayed. Click the check :
box for a student (or bionighie ]
students) to send the

w Fost New
message. » Masage

“a‘mmm Aestage

3 Input [Subject] and » Notice Lin 15 S S A e et e
[Message]. ,
ORETHCRTIEE .

Messages can be sent to Click [Select from User List], mALMS
registered E-mail addresses; and select recipients from the list. A Sy ——

AR

however it is impossible to
recieve a reply via E-mail. If
you need a reply, you should
include your E-mail address,
or other contact info etc. in

CART ECEITVERADT

EALMS L B B 2 1 5 WAL

!Mlﬂiiﬂ:!!i HRE A 1
your message. | Forscsann [c= = .,fﬁ.,‘iiiﬁ. o

ARBLIFUORE
smmucssezen
el

I Click [send]. ° 9

*Files can be attached to a @ BEALMS

-ﬂ'
the message. ? o
e ° [
nan GABN.ARE
su;\-r HGEn et J
Cpnen ’: o o |MHOGE-EEOBEL

H""‘PJ AR YR

Publishing Notices

HTRRT. 27

Nolices » Cloe thas window

I click 2¥4 on the Material
List screen.

B3 Click [Post New].

ﬂ Enter the [Title] (required),
[Place to post], [Mark],
[Period to post] and
[Content].

F220- FURRITET

[ o .
AF LRI - 01012008

3 Click [Post].

TOERHME =2 T
*You can check users who

have not read the notice.

ROy T w SmouTIRNEn sTezsmmn

- Downloading the quick operation manual and Q&A. QR code
[=

Download from the website of Center for Teaching and Learning.

Click www.kansai-u.ac.jp/ctl/teacher/tool.html#ms-manual
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FAQ

Class Cancellations and Make-up Classes

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

A . Instructors 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 , Instructors 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 grade after registration

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

Q. Entering grades for full-year courses

A. Usually full-year courses should be graded in the fall term.
However, for courses that are taught by different instructors due to the integration of new and former
curricula, and some courses 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 Courses] 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 courses 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. The deadline of the Printing Reguest 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 instructors’ room and print the material yourself when you cannot make your
request by the deadline.

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. (See P.29.)

Q. Duplicating entered syllabuses to other courses

A . Use the syllabus copy function. (See P.30.)

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 course names and keywords.
Select a year from the pull-down menu at the top of the Syllabus Search screen. (See P.31.)

KU-LMS

Q. Loging in as a student

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 courses 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 Center for Teaching and Learning (See P.46.), or click [Manual] in the bottom
left-hand corner of the screen after login to see the Quick Operation Guide / Q&A.
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