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

2.Instructions for Use

[Operating Operating System
Environment]

Browser/ Operation Platform

i Microsoft Edge Ver. 87.0(Official Build)or later
Microsoft (Compatible only with Microsoft Edge based on Chromium)

Windows W'?%OWS]O Google Chrome 87.0 or later
or later Mozilla Firefox 83.0 or later
mac OS Catalina Safari 14.0 or later

Mac 10.15.7(19H15) | Google Chrome 87.0 or later
or later Mozilla Firefox 83.0 or later
#Please use the latest browser. Compatibility with the latest browser version(February 2021) has been confirmed.

3.Login

Access the Webgite of Ka_nsai University.
www.kansai-u.ac.jp

AU WPI2 A TARGOOVI TR AT LR
WL ARSI ARAZKT BIAT FRERAro-JU0T

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

To Top Page

4 .KU-LMS(Learning Management System)

This is an integrated e-learning system that has two functions of class support and
individual support. It includes course information, instructions for preparation and review,
submission of essay assignments, tests, and questions and answers related to the
courses. See p.30 for how to use the system.
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5.Top Page

@ Logout 0 Notices

Be sure to click [Logout] when Check notices for instructors and faculties. Check events
you finish using the information and procedures.

system. Use “Notices” to send notifications to faculties or sections,
and use “Personal Messages” to send messages to
individual instructors or students.

Check the registration procedures in the University Services
and Links users’ manual.

0 Personal Messages

Check your personal
messages.

Academic Affairs Information
The following items can be viewed.

syllabuses [JPYAN fittendence, ERTV NN | ™ , P -
GogFah
Printing Cours_e EVa!uatiOI'l m ] 2021804R 120 02 m mwncIn e avm
Questionnaires 202200 BYMAMK VT RANSRNOMMALN>TVET, K—P FEW BTRRY

A2 REDRARANORNESEVWLE

g A "L onEncIn smem
Markin Examinations b o8 sTRRR
. nwun
. - AR5 , PO '
Enrolled Student Directories RSl nneeuns 21000018 prpgy e
. . L{ - - A
Download the Enrolled Student Directories. e e BPHYH -PEREEE-; OREERS PREORHELMLLEY.
il A E neas zaE oI GamOIE [ 20
Open CEAS N ATt
N . . . s = = = = =SS DS SIS onsoALn KiwADS
See .the online instruction manual for the services and i 5 - . ”E FLAYY=Z "MIETEN BEHL 1 (#ruTeys—] ABLOWTOFY Em
details. FITOX"| "WMATRREWTOY2T 7- b EEEENWVVELET W Ay IU>T
b U8R, ERE 4
neae “Ej:?_ﬁp
20218000158 20218008158
. ; A=T ¥ v /A ERE -
; Ak SAMIENTOAT, MK Wab X —
Fl‘ : R
J— |
. . . . ;
Umvergﬁy_ Services gnd Links R Chmmmas Class Cancelation [ 5
The following items can be viewed. Cans - FAZOLOONRT DAY+ 'H (#ruZesry—] 20212201080 Vemmmmmmmsmeeee————— - Registration °
Nux By WFEZLUYX, ERMR ERFREOWT ZRBRL 2T
Document Thip-r = FRBBRL AT L
Library E — -
) ) Web3t &
Library service et e L L LI, S
In My Library, you can search for and reserve books. WEBY Y =% v/ (ZRMERAME 2 ~X €M i 2R '
aven 8 .
..... B —

KICSS (career support system)

Information related to students’ job hunting is provided.
REXT=1—XL ¥~ TReeds M619

Research Administration ERf

Information on research support is provided.

Medical Center

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

Your password can be changed. Set a password that

cannot be guessed easily. mﬁk* 2

o KANSAI UNIVIRSITY |, ,

neum

2021901 AOSA

2021 MMM - HBF 2 FHAAMD
EHEOWT

0 Academic Information

Research results can be input
and viewed.

% This screen is under development.



KANSAI University Information System

6.Registering/ Confirming Class Cancellations and Makeup Classes

You can check class cancellations,
makeup classes and class
changes.

o ER A

HEEREL (DR 1 ® xK1 1-E601 11067 EKBA L

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

- = o maan i

i i s natE 4
Click [Class Cancellation | A 22LHPAATAEND V¥4 E202
Registration].

SHRAEITRG. WIECAWINET,

Tuw e
.

4

Fill out the required items
such as the reason for
the class cancellation,
and click [Register].

for a subject to register

9 A list of your courses is
displayed. Click [Select]
a class cancellation.

an nEmS =%y 1EA01 11050 EMRAL
uwr KPNELa AL L O3 0T EWRRZ &
R AREELL AdL %S 10311 jored LELL R

v
A schedule for the v
selected subjects is
displayed. Click [Class A Ay b ieiod o4 mA
Cancellations] to B mEx pr— i iversial
| —

register cancellations.
Click [Cancellation
Modification] to modify
or delete class
cancellations.

il (DR

1 [ x%1 EEGOL 10067 EREMAL

0N T2 HI4:A0-16: 10 nALs 1P&-E202

e E——

WHARL  1¥R-E202 ¥ LLL LT - Ut
EXENL  1FA-EL00
ANERL  FA-E202
KNl 1TR-E202

You can check makeup
classes, if registered.

ARSI s N
naEm ORI A0- 1600 EEERG  1FR-FR0d | MUY . A i 2 T.
mEEm 20NI0IENAA0-16:10 EEBML  IFN-E202

J/
/S -
Class /

Cancellations

’ To modify the class To delete the

A class cancellation cannot cancellation, click class cancellation,
be registered on the day of [Register]. click [Delete].

the class. .

Contact the office listed on
the back of this manual.
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7 .Using the Document Library

The Document Library can be used to
share documents with the members of
a faculty or group (committee/project).

Pooooooonoog

toooooooood)

Click [Document Library] in
University Services and
Links to open the window.

Share documents with the
members of a committee

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

<4<

documents.

First, upload the
documents to the personal
folder.

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. /

o

| T

Select the range of /

disclosure (people for whom
the data is intended).

Documents are shared by the

o —

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

@ WebZ:]l5

B 2u AN OCOOWRR > 18
Foaomt: |

The list of data folders is
displayed. Click a folder to
display the list of files
stored in the folder.

_vEEmTLAR (65|
oy P o8] (M rme 0]
T i | C s |

£+ nEs. (-3
WL TS
IR T
MR A

1B

[e Click a file to view. L
I

AW |

3 webz 25

By D A W - DOORTER: 3 360 3 LI

YETAEEAR w60

o 1w . 60! [misoreorammn]
uronwywe| [Foommen| [ 7eoo—r | (Ewoscvom| [ s & |
00 (00 247 g
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. . . MEAY HBEHRE—W :
8.Preparing Examinations ﬁu il o 9.Using the Attendance Management System
CRSEEVE (ML)
Detailed instructions will be given iidiets, s 1 BLORERTLER If you have requested attendance checks from the class support station, you can check and
when your grading methods are modify student attendance, and download the data from the attendance management system.
checked.

9-1

Checking Attendance

8-1-1

e s s i N = = =]
[Z e TR T T e T
Confirming Grading Methods y

o e O
e uﬂ u _u'. axvq iul

e e e Select [Attendance
Confirm the gradin ‘ﬂﬂm, E@E“Eﬂm’m g Management System]
0 ega g wd BT MIETRIT NS WIETREE W WIETHTE W SEH RTETEE RIS BIETEC WU HTE] W RLETE ET) H th A d H Aﬁ H
methods. ; e I In the Acaaemic Atrairs

v Information of the e
v Information System. e
- l -2 s ELMG
8 When the grading method is raeEs
Ll “Achievement Level Checks” or EamEas s

Inputting Conditions for
“Achievement Level Checks”
and “Written Examinations”

Webm R

“Written Examinations”, input the
conditions of reference and
available materials as well as
supplementary examination
methods.

et

B#E A
HEEHERY AT A

O SEREMFISSEATLTIETV

o Click [Class /
Attendance List].

N |ER-LEAE e Click (F=_
i o nBE A AS
: C I IC k MEREE [v
8- l -3 | THES gga}xw §07§4§110502
00 ¢x jar110512 i
i i i N ( In| i Select a course to = EEEBOOI 111062 LBl Onik
——— put the thesis R AT AR1110807 +l J—— - XU
Inputting Thesis Titles B ks STAUBEAN e NN B0 110808 [z e
e HEM e e — Y.
]
Click
8-2 *See the legend for the meanings
v of the symbols.
Examination Schedules can be H H v
checked. i_ _E The attendance data iS @ mEXE TATHRET g and_logrons
A A e WA A . Iﬂﬂ!ﬂ'/?\'?ia
S, BIEk HBERSER — e ! displayed on the Class / [ @ Logout
J0xxiEmr H e _”. e Attendance List screen. Be sure to click [Logout] when
| you finish using the attendance

EWTEIE e < Bl OrSETLET.
(TE 3 IR 1030011300 2R 11730-02000 3R 1M1 4 1S000- 18080 ER 1E:3)
A LA AT UL e

l management system

P i 13 LELL]
o] Close
Lot (-3 LEL] empnen nomnvnennen sen rensen HNEERDES .,
'l': ma )y
)| Finishing % _ 7
Registration Click [Close], and the display returns

to the course selection screen.
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9-2 @\ prm——— BB TARET) g apr DOTTIE I 9-3 o Click ]
Manual Data HiREE 2T L Downloading the Data /
Registration/Revision i m o Click the date. pee e LT v p—
] Attendance dat_a can @ HEEES 27 L
Attendance data can - ‘ = be downloaded in the N R
be input manually. Excel format from the L e 9 Click [
= il : ke Class / Attendance List
®\When revising the —— S - STeToToToTols o screen.
data by specifying ; B @ s .
the date “E** - [ ------- 1 [, [T
TS wwems 274 ¥
Revise the data, using]\ v
the pulldown menu. N -
s Downloaded

[EWEE | F35 s/
B [ B WM e gy
e i - - = B
Microsoft Internet Explorer -3 . LA
s e [ WA el v
- -
?) L %A
R ECEY PR EN
b Dl Fodr
P, < 4

Registration
complete

«Click”

e ABET)

® \When revising the
data by specifying
the student

Band DodTIE

BE
T mmems 274

FNEVRATUNTI D A= 27 A PR WD ¥~ S AU 8 A)

Click on the
student’s number
or name.

Student number | Student name |

Qi
O
O |

Revise the data, L |
using the pulldown
menu.

EE 307
0113 O [

AEADOANRAEO DA H

11 12
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How to Use the Card Reader 9-6 AREE S
Student attendance can be registered using the portable card reader and student identification How to Register Attendance without
cards, and checked from the information system’s [HE&IE | [Attendance Management]. (See a Student Identification Card

P.10~P.12)
The procedures are described below.

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

e B E
HEEBEYATA 12/03 09:22 EBERERS
9-4 e 15701 19:38 (1AM e

#MAEE., ABHA—F%
MAELTL T:'él.\

FHEAEMTLTLESESW

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

How to Start

FF 3

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

B
b

Fo)t £ bt r ek

20XX/12} nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn ]

You can search the
student with
students number.

*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].

Press the [No
Card] button.

S

nnnnnnnnnnnnnnn
0

e e e e i)

hoooooooooo:

Thooo s
Select the period of the BHERZRBRLT{ESL Foutil
| Input the last four
e v digits of the

student number.

nnnnnnnnnnnnnnnnnnn

[ © soccrvecorse. L e — )

FoDooooooo

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

nnnnnnnnnnnnnnnnnnnnnnn

displayed. 2
After selecting the class, | = = mo s
press the [Start] button. BELALGRIRLTLESL

Finishing

FHEERRLTLESLD ]
BEEEE :

9-5

Attendance Registration

708-910

KANDAI HANAKO

message is displayed.

o Place a student TANFE
identification card on the 6 Press [Attending] or [Arriving Late] FAMEE
card reader when this BEA TET

nnnnnnnnnnnnnnnnn

Attending | Arriving Late

oo w1 ez S
; 14
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9-7

How to Finish Bﬂﬁkﬁ EEEEYASL

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

T samemdLTdEan

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

SHEETLIT.
LS TEM T

How to Send the Data  [li{®) BAFE A%

HESEY AT A

LA, ABHD—
AELTLESZ,

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 EEFEEP

(o) BT A

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

*Wait about 20 seconds after
connecting the card reader.

15
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10.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* HEMsHE—R
10-1 R

Entering Grades

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

16
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10-2

Entering Grades B, pmAy % CoHVRIILY

@ 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. | Save | Finish |Return|

i K herce
FBO00 8k —pp FANDAL i
HR00H0000 B> =i¢
oot MX man
FRIH000K B HpE
FRO-X000 B0 Fed
[ 81X £ ho

ME AW

Failure to Attend

Examination
Check the students who failed
to attend an examination when
the grading method is
“Achievement Level Checks”,
“Written Examinations” or
“Theses”. ((***] will be input.) This
is not displayed when the
grading method is “Everyday
Scores”.

IMPORTANT!

Once the grade entry is
complete, it cannot be

moadified online for security
reasons. Apply for grade

maodification 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.

17

10-3
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.

(

B, mExe

Upload the grade
entry file for reference.

SRS USR8 L M
it e

RRF—I774N

(1]
Download the grade entry file,
and input the final grade.

S "'

Click.

/L

FhiET —A I RS2k

The data is saved in the simple format.

[l g
[ =
[ e
fx Lie

K% j\og

ARE | | T Ok

| Save | Finish [Return|

S
1

~Yp,

e

18
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11.Printing Requests 11-3

Printing of supplementary materials can be requested via the System. Confirm the input content on the

[Deadline for Printing Requests] preview screen and click FIRIEIR S A T L coevs
Receiving place Deadline (Finish). S ERIEHHET S (FLEa—)

Two days before the class (Excluding Sundays and Holidays)

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

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

11-1 -

ENRIEE = 2 T b cvosn

M A7 b

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

& EHERRTS

EEFL 3 kb g s

- wancie e =

Printing history
is displayed.

Y, Ll

i i EIRIRIE S 2T Ly sviena
Click»»|

& R EHIT 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 i ]
== v

19 20
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12.Course Evaluation Questionnaire System

EANSA UNIVERSITY T — R LR P L

F1 Click [View Results] > (73] MEAR (@ Position the cursor
KU conducts the Course Evaluation Questionnaire at all campuses to reflect students’ opinions [Course List] on [View Results.
about the courses they took and improve the quality of our education. .
The questionnaire has been carried out during classes, via smartphone, since the 2020 spring
semester.

You can view the aggregated results of the questionnaire (quick report) and responses. They I
can be downloaded via the following process. C

12-1.Viewing the Questionnaire Results

The following can be checked.
o Confirmation of the quick report

Students’ responses (quick report) for your courses can be confirmed during the questionnaire period.

9 Confirmation of the Responses

After the questionnaire period ends, the overall scores are calculated and displayed. You can compare

_ [E] click [Results (quick BEAS
your course scores with average overall scores and cross-tabulate for each course. s Rty Firir= b AT

report)] from the Course  |-. s s o wmosmn

List. =
12-1-1 e
Confirming the questionnaire results (quick report). b, ;'; NN N Y

-} ' — -
o -

After the questionnaire period ends, you can view the questionnaire results (quick report) via the B CI lc k - - T - &, -
following process. HEH — -— T - -

|7 Log-in to the Information
System and click [Course
Evaluation Questionnaire].

/ : =z = — =]

x = e -- —— =

The currentresults | | = __mmam - |
will be displayed. - —

21 22
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12-1-2 12-1-3

Viewing the Responses Cross-tabulating

After the guestionnaire period ends, the overall scores are calculated and displayed (PDF). Cross-tabulation of scores is possible.
Select a question to cross-tabulate and click [Cross-tab Display].

@@uﬁk#

KANSAI UNVERSITY P o=k ATL
2. o aEINE - mERTLr-) . ESORE-N

HE-N
g;s—u . e [] select a subject from & BEAE

the [Course List] to T
1.4/48 cross-tabulate. Click a button in the |1

= AR (F0F) 2. AFRANTRTLIRCASANET,

e, RSERSS pn gy mEMe D WA BeSR  EstD e SRS uoge

Click a button in the
column [Results (PDF)].

‘Bio - - -
inip.= - . - - - — —
i @ - - . SR -
L -
ig: o e - — . - - - - -
SSEERAS
°
C I Ic k The questionnaire results
v will be displayed.
o ] select a question to Py Select a guestion to
cross-tabulate and f — cross-tabulate. e i) EEEn
. display the results. v BERRRRE, (o0AIER AT ILTIER
] [ Zoam Bz GRUTCER)
- L4 M) | (R DA SENE BREOENEERDOUNSEREROTUELTS, -
;ﬂ ()} (Rl e 20 TEEE. B8 BRCCOC. BRI EST RS T SOETISRERECHT AT L E L, ~
- e —— -
[P PR —— A n
T BEax BT O XEH
‘r“m&:;lmﬁ _— - .. - - — — - - s ke Cllck
PRt Lo L St AL = T FONE . Il
2 FEOAEERC . apa  sos~1mm% 9 Click [Cross-tab Display].
- a= . r LR [
? semmis TEERCEIRARLET, e 3 . — —— TS TEE i ' |
Il ————— i < 5 . | {
S —— —_—ee 22 2= 2 ¥ —— .
amLwLT
I—Im:- T -—— * T . - —
j'_'i.'f__v“lu'?»‘..‘;.
| so|saZir=rrapszavTe - ' s - - o
TinseotraTaiTOEn,
E =3
o . i e

Click a button in the column [Results (PDF)] within the course list screen, and the results (PDF) will be
displayed (not available during the questionnaire period).

23 24
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12-1-4 12-2.Downloading the Questionnaire Results

Comparison of Course Scores

The raw data for questionnaire results can be downloaded.

*Raw data is the base data for calculation and is output in CSV format.
You can compare scores across Courses.

] Position the cursor on
BEmE A%

|1l select [See Results] (o BEXE [View Results].

and display [Course List
for Comparison].

- f

I

BOoOOR Aocooey
1)

/3
C I ic k Click [Comparison of ]

Course Scores].

o Position the cursor |,

4 ?ﬁﬁ T beATL on [View Results].

b cootooononononay
: i

73

v,
Click

Click [Make Course
Comparison Graph].

—

] select a course to
compare to display a
graph (two or more

HERE

RSy TF—FSATL

v ‘ The [Course List] will be displayed. ]

- Downloading raw data for S A4 ll/ = e T
each course. hone

courses can be _,m BYEOHE—N weten sy
Se'ected). - SR Y] 14 EVEIrTRTLERCEESRS Y,
s - Downloading raw data
; \, \ (complete) for
— Select a course respondents.
to compare. J _.@
nonmse2 @ Select a subject
B v.\ for download.
B BUOHE—N weten e
Rk, FRAT TS OERRARET e —— e .
)
9 The raw data will be downloaded. J
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Syllabus System

KANSAI University Information System

13.Syllabus System

A aw-a . A (e T
13- l - . ot CIICk___ s Zg
Inputting - 8 o f- @ ]
Syllabuses You can display the -
tabs of available H
The list of courses is [font attributes]. :

displayed to input syllabuses. T

1 =D

Check the contents
of [past syllabuses].

\;ﬁ

@ TU—Ta—zw L—

Select [Free Format]
or [Number of Courses

Format]. -
==
PRI

(o -
—
L -
N =
S -
o o
o
= -
T
-
o
[

O L i

\J
Click [Next] after entering ¢ 2 ° ‘
the syllabus. I-\ ~_—_;__¢ C I [ k

27

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

13-2
Copying Syllabuses

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

* After duplicating, check
the content and
complete registration.

v r

v |®

After clicking [Finish],

maodification is not possible.

2. @R waris mesn| Contact the Center for Academic
EEAM » | Affairs or Campus Office if

L]
Nis necessary.
Click

i " i =T \

S il

fax e 4 S)IRAAH (TLE1-)

WEO A -

¢ .

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

Complete registration
v before the deadline.

mx & EEEE]= g =
MBS - LS RN T REEE e EA T F AL
7 ; HRANE
THAFHN EREE () L] uR R Lt
d =3/AAn

RN .
- .
o . - " 140122(044820) . L
el @ - - =
B =
2
e —

Click [Confirm] to

confirm syllabuses @ = 5
completed.

Click [Registration] to resume
entry after interruption.

Make sure to complete registration.
\

| Syllabus Copy |

[CE

B BEER

- TEERENL Y -A O -aoiselATRFLT S,

. . Sl B #THds | 2TLRAS

Select an origin file and - -
. . . . k = = E—m

destination files (multiple ™ =% s s

files can be selected).

WEOZA 2 20050101

oma—— “ e ® J’:‘;i:"l:‘:[lt'flr::lltl:!

o EE . W F?ﬁ;;.:ﬁ?ﬁ:ﬁ :
Lo L sam1 ;F;ﬁ;m?', &
AR ® !.._{,ﬁ;‘} :on.m a
L 94, zjfu?::(fl?cr‘;m ) 1
LU mﬁ]i\‘:ﬁr’ﬁ L
b L B S
. WA [
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Syllabus System KANSAI University Information System

13-3 14.Using KU-LMS (Learning Management System)
i &5/ 8%

Searching for Syllabuses ) ) ) o ]
KU-LMS is a class support system that includes course information, instructions for

preparation and review, assignments, tests, and questions and answers related 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.

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.

14-1-1 R
Login Click

RIKLMS &&=

NETTTEETY

Click on the
1 3'4 button to RO
login. tDUoEIUyaILTOY A S EEERR L TSN,

Syllabus Details
EALMSENRT 28, JSOYDIEZIRE Y. [BREAIRSCPENSICHL T 2REZERLAVTUZEL.

[ nstructors Name |—i["

| B | Teaching Trpes T
i s T » AL— AR
| mE { Lanquage peees

REFROYE - SHRAOT 2 PSSP SERTEET,

Bl lnpanese
@ BEARED l/ ""”“'“"‘“ & [ Course Manager's Manual } /

ERuRRIINET, :
BEALMSHE LS TES : kulms@ml.kandai.jp

FUBGHI O | Related Diploma Policy

 iad
s spres -';’)§ 0 You can switch to the
l English version.

PURENE / Course Objectives

The list of the instructor’'s
past courses is displayed.

BRF / tuaching Mettiod

2ol I Select [KU-LMS] in Information for Students I3 The [Course List] screen will be displayed.
';..- 8/ Course Content and Instructors from the Menu on the top Click on a course to display the material list
b —— page of the KU website or on the top page of for the course.
I:::::.qm’ t:e Infol;n:anon System, or access the URL F To download the instructor's manual, click
| S aom omecrars shown below. [Webclass Author Manual] under [Manual] in
_ 18 148 Evaluation Criterla - Assessrmant Polcy https://kulms.tl.kansai-u.ac.jp/ the upper left corner of the [Course List]
= 1 SHPBLEASERENET
- j rreozam [ Click on the button to login. sereen.

E Input your ID and password, and click on the

a5 "7 Course Evaluation Questionnaires |
[Login] button.

The results of related ,__/_ﬂ SiEdid

course evaluation PN/ e 1 Login ID: This ID is the same as the one for logging into the information system.
questionnaires are ane e - Ex.: 1999999

displayed, if any. mos | aess | Password: This password is the same as the one for logging into the information system.
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14-1-2 o

Composition of

the Material S Matacia it e |

List screen o

If you have been THt

authorized as a user, i O4SEEIEEI0 14:38 - 04/03/3030 1423
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).

31

14-1-3
Logout

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

14-1-4
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

~ @ Click [Login as a Student].

. IR AN
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COntact|ng Students K click [Select from User
LiSt]’ and the IISt Of A Create New [+ Send message from batch file]
.I4 2 enrolled students is s
- displayed. Click the check | »outss TR e I
» Ssarch Message T 5 R
. |
Contacting Students box for a student (or e S \_—
students) to send the Rotlces |
“ ” “ . ” e . » Post New
Use “Messages” to send personal messages and “Notices” to send notifications about message. & Masige Attachment 8@
classes (to all enrolled students). [ inout [Sublect] and atagn | (M
[Messagel.
B Messages can be sent to Click [Select from User List],
registered E-mail addresses; and select recipients from the list.
Material List Grades~  Attendances  Ottwer Uiser Mar however it is impossible to
— recieve a reply via E-mail. If
Timaling Material List
you need a reply, you should
Q = include your E-mail address, R i
o S . . ot B . e o 1L
~ Gt more previous recand e or other contact info etc. in
your message.
s T
I3 cClick [Send].
e Penod 04/02/2020 14:26 - 04/02/2020 14:2
" *Files can be attached to
o e the message.
- S BLTAFA Nowhles O vaars i v )
Top
Publishing Notices
Y Il Click R4 on the Material  [ERIES » Clone tis widow

List screen. Notice List

. )
Sending Messages T | e | —TT E— _ IPEE
| Mestages ="

Page Jo.l Total 17)
I click 2¥4 on the Material

Lubox B3 Click [Post New. s Inlyjk"/;‘_?lﬂnﬁﬂlc_‘f\'--__l_ﬁ-'.-.‘ ™)

= . L2F A0 - 24002020 14:23 - Timse Lomat : 21032020 2335
List screen. e BTE S W, T, E] Enter the [Title] (required), | .t I Ic.k_sﬁr--w-m: B
S LA - 02043019
- LIS HR [Place to post], [Mark], [ Notjrgy , St ;

B3 Click [Create New].

()

[Period to post] and
[Content].

7 =R SRR SR BT DR ET — a7
LAFLEIE - 31013009

3 click [Post].

» Notice List (15)

————————\I TR =T
@ Click [Post New]. ]:m._ ST

*You can check users who
have not read the notice.
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Course Material

Texthock Option Setting

Pleass emer the uale before semng dhe options below.
= Duicriptise, sotay, o il be fplirad i o st s sl

General Opticas

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

Liskemd Coren

14 3 l Deizienl Grov Access Reswictions (F | Open bo B Course Mambers
- -

nummmq.x@-| |

| et B

Create Material

Clicke—

1| Comate Tentbook - Batch import| SCORM |
=%

A w

B AL

[+ Paye Presentation Optioas

i+] Anfior Acoesa Options

Material List Course Matenial- Grades« Attendance -

Maranal List

aterial List

Timeline

Copy Matenal Data

= Gt e prisvol:

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.
s Ptiod DA/0Z/2020 14:28 - 04/02/2020 1412 Click ®t0 check the details.

@ Click [Create Materiall.

& ST NleA—

A

v
v

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

v, v

Textbook 1 Page
 EE

) ; ’) Covest To
: e
Click [Textbook]. = 5
Save
Fasttan . o e T T it s smtiocts |
"EF;K-I?T-N:I“I Create a textbook.You can! e B - iy p— e
: N ——
Essay Creata an assignment for File submission. e et 12600 G il bl r shasm.
Test  Create a test. You can alsa import Hatpotatoes teaching materials fram here. Auached Pie B L
Fitle: Page 1| \oer Mdeve To
Surviy Create a survey, Eaczanl I3 [iv]
DS Create s BES. It &5 sustable as a place for posting opiniens and questions along a theme, and for discussian,
Wikl Create a wiki, You can create/edit pages with ather persans.
Chat Create a chat. It is possible to communicate in real time.
i Add New P!
e-Portfolio Contalner  Make evaluations on submitted products and induce awarenass of students, @ To create anOt':'_er pa_ge’ CII(_:k =
T— ini i Save Changes & Exit
Uit Combing several materials a5 one learming material. You can specify the order of material to be worked on, and you can also Set 8 passing TO fInISh’ CIICk . .
score for the student ta go on to the next material.

Study Card Hecord [ manage student information and share it with the teacher and stisdents.

Create from existing materials

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

Import Impart & file that was exported from WebClass.

B The uploaded file will be displayed.

Import external da- Import user score data.

L tram anatiar Cancsniick  mateon ram ASSIEAL AN 25 U Coae I To create another page. click | AddNewFage |.
To finish creating materials, click | Save changes & Exit | |
B3 Click [Textbook] .

v
v
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Assessment Option Setting

Plewsr enites e tille befine scttoy the options below
= To cruste an asvigrement for Hla abmiveion, plasse salect “Fiaay’ Soos Typa’ optios. Alin, odbas e auriprasets cas ba crasted in fhe ot page
aps ophos.

MRS o logged in.

14-3-2
Creating Essay Assignments . ...":m.m.m.,..mm

o ; Label @ | ]
= = M- . -
LI Ebats e (s} Tile ) [ | oot g
? (required) Type @ [Essay v

Accans Revricrions ()

Deacrguion, avtes, me |

Matenial List  Course Matarial» rades v 'l. Other tocls>  User Managemar ires Mananement -
. Malenial Ly [#] User Access Opticns
Timeline Copy Mate I c
[+] Question Display Optice
m} E Yrmn Number of —r- [F1Resull Otioas

= Get maore preview /] ecord

[+] Essay Review Options

paes 10y 330 1 _

Nrwr
& $TALA—

[+] Austhor Acecss Options

4/02/2020 14:26 - 04/02/2020 14:2

@ Click [Create Material],

Y [Croarn
&
0 S IATAL R e O [Concet | ¥
Examiiaton @ Click | Create Assessment - Standard Mode | |

Top

ﬂ Enter the essay assignment title in [Title] (required) and click | Create Assessment - Standard Mode | .
*The other detail fields (optional) are set to default values.
Click () to check the details.

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

v
v

@ Click [Essay]. |ere.

Create a test. You can also import Hotpotatoes teaching matenals from here.

Multiple pages  Trpe: Esaay s-humx 154
No  Random cpms:

.,w | |Tolawhio DifSedy |Htmmu|] ] Cusegory it Rabeic
‘ #8. | ComvenTo @ HTML OPDF PowerPoion flex are be comested to PDF.

Create a texthoolkos

for Fle

Create an

L
Srcagn Bt Pl 2 %1y M I0F) fie o " v Fidn', el b e o
Creats a survay. - i wgedate et imay iy by sk,

b Fia 'V L

BAS Create a BBS. It is suitable as a place for posting opinicns and questions atong a theme, and for discussion. . .
Amessment Sirde |File Submission |

Wikl Create a wiki, You can create/edit pages with other persons. L
e ; e o S w10 [MB )
Chat  Create a chat It is possible to communicate in real time. e i recie L pla = Uipper lima vahie cam be sec 10 M0 .I : ——d
s = S — “""" | woes ] Excal
" L = 1 you wimt et post mahiple files, -
e-Portiolio Conlainer  Make evalustions on submitted products and mnduce awareness of students, loase make mubiple question. Lims Sl type [ | PowerPomm
) Teu [ por
unlt  Combine several materials as one leaming matenial. You can specify the order of material to be worked on, and you can alza set a passing

score for the student to go on to the ned material, Wi, | ComvenTe W MTML ' PDF Fouse neloct thie file fommat o comvert 0

[ e e T

Study Card  Record / manage student information and share it with the teacher and students.

Create from existing materials [ @ To finish, click | Save Changes & Exit |.

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

Import  Tmport & file that was exported from WebClass.,

Impoptestommldir.  Inpsrinenamein, 3 input [Alloted point], [Assessment] and [Detailed Answers].
R SR S R R
B} Click [Essay] .

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 | SaveChanges & Exit | when creating teaching material for the first time.

37 38



KANSAI University Information System

14-3-3

Creating Test Materials

Assessment Cption Setting,

Please enter the tile before seming the cptions below
T cruate i suiigrssact for £ puborarenra, pleaia valct Fiiny” Somn Troa' spsioni. Al sthar writien mirnists ¢ b crasted i e o e
» iy et e epliin.

= Dncroptre, moter, i woll b corpliye e you ataed e msternsl.

pros— Generl Options

|2 5= -.J'J

Lo
| wew g @
Lagok Cragrmal Giroups ured) Type @ |Ploase seloct el
' { W
Materal List  Course Matenal - Grades - "’ - Other tooks - User Management - Cou Hanagement - Logm as a Student Accen Resmictiomn (§) [Open 1o the Course Members
° ) Deseription, notes, eic ) |
Matenal L
.- LLL® ey Lvecpccmcopons

Reorder/Labaling = =
Update 1dsy ago Matersals [+] Question Dasplay Option

HNew
---------- L " U J)‘Jbﬁ" MNummibaer of users who accessed 0 .

[+] Essay Beview Oplions

Update 1day ago

Hew
» ¥ A

@ C"Ck [Create Material]. 04/02/2020 14:26 - 04/02/2020 14:2

Number of users who sccessed 0

[+] Notice Options

Update 1dey ago

Mumber of uners who accessad 0

New
O & $ITAFAL

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).
A4 Click | Create Assessment - Standard Mode | .

*The other detail fields (optional) are set to default values.
Click (?) to check the details.

Create Material

m here.

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

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

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

Survey Create a survey.

Input all the required items, and click | save |.

pos Create a BBS. I is suitable as a place for postimg cpnicons ard questions along a theme, and for decussion.

Wiki  Create 5 wiki, You ean ereate/edit pages with other persans. yd Make sure to click | save Changes & 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 Combine several materials as one leaming material. You can specfy the order of material o be worked on, and you can also St a passing
=core for the student to ga an to the next material,

Study Card Record [ manage student informatson and chare it with the teacher and students.

Create from existing materials

Import Impart & file thar was exported from WebClass,

Import external das- Import user scofe data,

- . .
B3 Click [Test] .

v
v
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Scoring

14-4

The instructor can grade essays and written assignments.

KANSAI University Information System

Grading

14-5

A wel

USISTEEY gt |

Material List Cou

e Material=  Grades= Allendonce.  Other ooli=  User Management - T M

c Category Scores v ’l

SCORM Adtivity Reports Update 1day ago
C I Ic k Rurmber of users whi accrsed 0

Update Tday a0
s who accessed 0

= Got Mo previous record

Number of

Repart List 20 14:7

Analyze [ Re-grade Test Results

Shudant’s Score Reports

Survey Results

e-Portfolio Container Assessments

@ Click [Grade Essay Assignments].

e-Portfolio Conainer IMport/Export Oute:

Score Summary

A WehClass L]

B

ance - Other tookse ser Man

Material List Course Malenal= Grades =

Score Summary
Timeline Progress List

e Category Seores
SCORM Activity Rppuns

sGemoneprevious record 00 mmmmees
¢ Craudmm I I c

Grade EssEyN\Nsignments

Update 1day 890

T 1day ago

er of users who accessad O

@ Click [Gradebook]. -

Update lday ago
Survey Results Number of users who accessad 0

Search Simalar N
Repert List

Analyze | Re-grade T
Student’s Score Reports

e-Portfolio Container Assessments

e-Partfolio Container Impory/Export Outtomes %

Click [Grade Essay Assignments] under [Grades] in the Material List screen.
Select assignment from the dropdown menu of [Assessment Namel.
Click I Display submitied reports ]

Click the file name of the assignment, confirm the contents, then click | Grade_

Input [Comments] and [Point], and click | =a== |.
*Corrected report file can be attached.
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[I Click [Gradebook] under [Grades] in the Material List screen.

v
v

Gradebook

o

Evaluation - .

» How to use
Download this sheet

= with raw score (» CSV format, » Te=+ Fr-'vrm)
= without raw score (» CSV fr,

CI ek

Pufml smm

B —m

» Export grade data

E\‘al—pomt mo
FEFERER  dpuser dpuser_number Adjusted score oo 0.00
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.

Materials to use for grading Materials that can be added
Remove selected material Add selected material
[ [ e | s | raivigh [ ] s i
O #oFnsat o eoo] O o wuAnLAd-t

Save

KANSAI University Information System

Other Functions

B Select the grading material from the available materials, click | Add selected matesial | ,
assign a grade, and then click | sa== | .

A Click [Back to List].

<4<

Gradebook

Evaluation -

» How to use v ’ ’

D @ shee
I c SV format, » T
£

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

» Edit columns

S O S
part A

e I
Eval-point 0.00
RBAFEAEE  dpuser dpuser_number Adjusted scare 000 0.00
Raw score 0.00

B 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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Downloading the quick operation manual and Q&A

Download from the website of Center for Teaching and Learning.

Click www.kansai-u.ac.jp/ctl/teacher/tool.html#aboutims

| T ———

TTTEOEY: LBA-APFLAABRIOT < a
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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.16.)
(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.27.)

Q. Duplicating entered syllabuses to other courses

A_ Use the syllabus copy function. (See P.28.)

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.29.)

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.44.), 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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