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»»» Center for Academic Affairs
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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.

*The names of the companies, systems, programs, products and services are trademarks or registered trademarks
of the respective development companies.
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1.Information System

The information system refers to the portal site for the following systems.

1 Home
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 (WEB Folder)
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 Health care (Medical Center).

2.Instructions for Use

[Operating Operating System Browser/ Operation Platform

Environment] Microsoft Edge Ver. 94.0(Official Build)or later

Microsoft (Compatible only with Microsoft Edge based on Chromium)

Windows | Windows10 Google Chrome 94.0 or later

or later Mozilla Firefox 92.0 or later

mac OS Catalina Safari 14.1 or later

Mac 10.15.7(19H15) | Google Chrome 94.0 or later

or later Mozilla Firefox 92.0 or later

s Please use the latest browser. Compatibility with the latest browser version(October 2021) has been confirmed.

3.Login

Access the website of Kan_sai Univqrsity.
https://www.kansai-u.ac.jp

Input your user ID and password. If

you have forgotten your password,
register new password on the 4th
b " floor of the IT center.
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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.



5.Home

@ Logout

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

system.

Academic Affairs Information
The following items can be viewed.

Syllabuses RN P. 10
o Course Evaluation
printine [ 4T

Examinations

Marking

Enrolled Student Directories

Download the Enrolled Student Directories.

CEAS

See the online instruction manual for the services and
details.

University Services and Links
The following items can be viewed.
Library

Library service

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

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

Document

Research Administration

Information on research support is provided.

Health care (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.
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0 Notices

Check notices for instructors and faculties. Check events
and procedures.

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.
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Class Cancellation

0 Academic Information

Research results can be input
and viewed.
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Class Cancellation Registration

6.Registering/ Confirming Class Cancellations and Makeup Classes

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

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

for a subject to register

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

Modification] to modify
or delete class
cancellations.

You can check makeup
classes, if registered.

A schedule for the
selected subjects is
displayed. Click [Class
Cancellations] to
register cancellations. & e
Click [Cancellation %
 —

Click [Class Cancellation
Registration (Class Schedule)]. n

o ER A

HEEREL (DR 1 ® L 1-E601 11067 EKBA L
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TR FIA YA AT 16D L P& EZ07

SHRAEITRG. WIECAWINET,

Fill out the required items
such as the reason for
the class cancellation,
and click [Register].
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Cancellations
A class cancellation cannot
be registered on the day of
the class.
Contact the office listed on
the back of this manual.

J/
Class /

To modify the class To delete the
cancellation, click class cancellation,
[Register]. click [Delete].




Document Library

7 .Using the Document Library

The Document Library can be used to

Documents are shared by the

h d ts with th b " members of the group. Shared [
share aocuments wi e members O . —-
facult ittes/project folders and files can be 5 2 AV - QOOWR > 4 _ vasmn v
a 1acu or group (committee/project). Fooomt: | o3 1000 e 0] [mcons rivae
y or group ( project) managed (added/deleted) by (Emmrves) (Fmomwea] vomer | (wrrme) %
any member. = -
& fss. [ 8
o Click [Document Library —
(WEB Folder)] in University N
Services and Links to open Jonmm
the window.

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

0 Share

v . m B
v Share documents with the
members of a committee kekicay
or project. Select a group,
and click [GO] to read the
s documents. v
@Wﬂh'}al\r’ v
B e ANm-% B
= [ =
-~ JRFIICNY
8 - 3 webz 25
n = O 2 AAN - - COOMTER > LN 3 LRGm  YREFELER G|
i' — e o /s Enmn 60! [misoreorammn]
5 = - First, upload the [Emwwawe) [Frowmeas] ~75mo-r ] [Wowsne] e e |
o = documents to the personal
B x) L folder. s T heE &
a =2 —— 2000 0008 2247 e
n = [ |
e (:, Click a file to view. J/—
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).




Examination System

8.Preparing Examinations

Detailed instructions will be given
when your grading methods are
checked.

8-1-1

Select [Examination System] in the
Academic Affairs Information of the
Information System.

8-1-2

Confirming Grading Methods

PN PR HEHE—%
Wk HFW ]

RSN ()
ERCHE: sA (Bl WSRTLET,

ﬂﬂﬁﬂﬂﬁﬂﬂﬂ:

™ W A R AZ0T WX

A 4
v

Confirm the grading

[ methods.

When the grading method is
“Achievement Level Checks” or
“Written Examinations”, input the

8-1-3
Inputting Conditions for

“Achievement Level Checks”
and “Written Examinations”

8-1-4

Inputting Thesis Titles

8-2

Examination Schedules can be
checked.

S, mEx HERERGEA
Fex3ERE  HPUH B Rx -8
]

EETEIE. M KBl OrSETLET.
(B 5 I 1030011508 SRR VI130-0EGN0 3R NLSM-VOID A 1SS0S 1600 WA 1)
ALY R e

T ] L1

conditions of reference and
available materials as well as
supplementary examination
methods.

AR SXREMEISSEATLT ORI

|
A 4 ( | .
N nput the thesis
BEAY REAMEEAN )
m%;! w2m tltle.

Finishing
Registration

Attendance Management System

9.Using the Attendance Management System

If you have requested attendance checks from the class support station, you can check and
modify student attendance, and download the data from the attendance management.

9-1

Checking Attendance
Select [Attendance
Management] in the
Academic Affairs
Information of the
Information System.

EEXE

o Click [Class /
Attendance List].

HEERS AT A

LR E : =
» ' : Click
o HEE MR AN
Click 5
FRES (HESWE(ON 110602
kil 2020 ka)110512 1
=5 o
Select a course to [ | FTE EEo e a0s A - B OB e
check attendance. ———— (S ELALS Sl A'%ru

v
v

'Cllck

*See the legend for the meanings

of the symbols.

The attendance data is [39 mEXY

. S AT L
displayed on the Class / HERR--2.7
Attendance List screen. R B30

TATARET] g gy lag7ors

[ @ Logout

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

l management system

[

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

10



Attendance Management System

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
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Attendance Management System

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




Attendance Management System Grade Entry System

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].

nnnnnn

SHEETLIT.
LS TEM T

How to Send the Data  [li{®) BAFE A%

HESEY AT A

ZWAEE. ABHD—FZ
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

{E [F—2FH) K42
cOFEFEEH
Fr¥+v )Ly RE

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

*Wait about 20 seconds after

connecting the card reader. 20XX/12/03 (k) 16:31

15

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

Select [Grade Entry] in
the Academic Affairs
Information of the
Information System.

10-2
Entering Grades

The list of courses that
require grade entry is
displayed during the
grade entry period (to

be announced).

16



Grade Entry System

(

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

10'3 10'4 &” - | ;-,m

Entering Grades B, pamke R AL Grade Data File

p Grades can be input in the
@ =1L

: grade entry file in the Excel
e e format. (Use the specified

The grade entry file can be downloaded for - -

grading in the Excel format and uploaded

file to enter grades.)
after entering graclles. Also, the grade list can *For courses evaluated
be output for confirmation. | Save | Finish |Return|

S "'

Click.

using “Everyday Scores”,
the input data of “Failure ~ ——
to Attend Examination”
cannot be uploaded.
*Input [***] in the section

Upload the grade
entry file for reference.

- A of [Grade] for students b i T o
iBorio00c Mk = ARG, Jis A
—— e e for whom school 71
:Ww ﬂgi\ 'fﬁf_ registration has been TE AR SRR
A B :
Fporwon Bx e cancelled (students who 0

oo Bk AT

ME AW

are on a leave of absence The data is saved in the simple format.

or who have left school).

10-5

Revision of the Grade

Failure to Attend Entry List <
i i Bl BHMCEE [ Wk
Examination Saved grades can be . ! - - ! :
IMPORTANT! Check the students who failed revised. Click [Finish] to S

to attend an examination when complete grade entry.

Once the grade entry is IS s TR
“Achievement Level Checks”,

Comp!ete’ It_ cannot be . “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

| Save | Finish [Return|

[l g

campus. For students who are on a leave of M 5
absence or who have left school, % e

[School Register Cancelled] is displayed . fa% 15
and grade entry is not possible. - -

- "’)

e

17 18



Printing Request System

11.Printing Requests 11-4
Printing of supplementary materials can be requested via the System. Confirm the input content on the
[Deadline for Printing Requests] preview screen and click FIRIEERY AT L wuers

Receiving place Deadline (Finish). & BT S (FLE2—)

Two days before the class (Excluding Sundays and Holidays)

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

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

-I -I - -I Select [Printing Requests] in the Academic Affairs Information of the
Information System.

lI lI -2 Selecting subjects to be printed.

SRR

EIRIEEM & R T b soien FRER A7 L s L ik - ’ : B

& EEEAWMTD & HBE AT S (TBISHAEAD )

L L

wancie T =

Printing history
is displayed.

i FIRIEIRS 2T Ly oien

/S B DRIE ST S (ERT)
Click»» .

Next "-‘W " ) . . " SEE  RIES  101218-0052-01

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 e
printed materials from the receiving place ' )
to the classroom. If it is difficult to do so,
ask the Class Support Station or relevant
campus office.

19 20



Course Evaluation Questionnaire System

12.Course Evaluation Questionnaire System

EANSA UNIVERSITY T — R LR P L

. . 317 { )
ﬂ Click [View Results] > @?;ggﬁt# Position the cursor
[Course List] on [View Results].

KU conducts the Course Evaluation Questionnaire at all campuses to gather students’ opinions
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.

The following procedure shows only the results of the questionnaire (quick report), responses I
and the download procedure. C

The detailed procedure for downloading the results of the questionnaire is provided through the
information system (every semester).

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 [E] Ciick [Resuits (quick
report)] from the Course

After the guestionnaire period ends, the overall scores are calculated and displayed. You can compare List.
your course scores with average overall scores and cross-tabulate for each course.

@} i

A ATy P = AT L

R

= MR oo & SFRITANTLERCNESAET,

(S BT O W e s LY - B RGNS pn oy mmd WD W SmOR R e T e
12-1-1 A o oo -
Confirming the questionnaire results (quick report). “C IC o - ey
LR ] - -

After the guestionnaire period ends, you can view the guestionnaire results (quick report) via the
following process.

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

>> e == SeeE= _._.-._,...-

The currentresults | | = ————
will be displayed.
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Course Evaluation Questionnaire System

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, ~
- - -
[ — o P oS o . Y2,
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 . — —— I TS TEE i ' |
Il ————— i < 5 . | {
S —— —_—ee 22 2= 2 ¥ —— .
amLwLT
I—Im:- T -—— * T . - —
j:i.';__v“lu'?»‘..‘;.
| so|saZir=rrapszavTe - ' s - - o
TinseotraTaiTOEn,
E =3
I . 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).
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Course Evaluation Questionnaire System

12-1-4

Comparison of Course Scores

You can compare scores across Courses.

|1l select [See Results]
and display [Course List
for Comparison].

] select a course to
compare to display a
graph (two or more
courses can be
selected).

25

] Position the cursor on
= Enﬁw*ﬁ k= FLATL [View Results].

- f

I

BOoOOR Aocooey
1)

/3
C I ic k Click [Comparison of ]

Course Scores].

Click [Make Course
Comparison Graph].

—

HERE

RSy TF—FSATL

Select a course
to compare.

—

12-2.Downloading the Questionnaire Results

The raw data for questionnaire results can be downloaded.
*Raw data is the base data for calculation and is output in CSV format.

- Downloading raw data for
each course.

- Downloading raw data

(complete) for
respondents.

-

o Position the cursor |,

4 ?ﬁﬁ T beATL on [View Results].

b cootooononononay
: i

73

v,
Click

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

\ 4 = e e T
e
=

HYHOHE—N s ety

- BIUE (Y] 1 ETRINNTLERCEESRS ),

@ Select a subject

for download.

W B | ERRI R | A
L mEERL  EEFLS ) EROKE-R
-
BUOHE—N wasen asra -y s
= BIUR O] U ETRITTHTLERCEESAS Y,

mares -
! S __
) T T T T T I Trr |
s LT R R

).
9 The raw data will be downloaded. J
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Syllabus System

13.Syllabus System

13-1

Select [Inputting Syllabuses]
in the Academic Affairs
Information of the Information
System.

e = § LHIRALR (An)

O =
You can display the |-

tabs of available
[font attributes].

e

13-2 e
Inputting .
Syllabuses

Registration

The list of courses is
displayed to input syllabuses.

O
Select [Free Format]

or [Number of Courses
Format].

o

1 =D

Check the contents

ses].

of [past syllabu

B

.
IBEENEEE AN

@ - ]\ e

Click [Next] after entering
the syllabus.

27

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

13-3
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

vy (@ oxz=mm

mx &

WEO A -

After clicking [Finish],
maodification is not possible.
Contact the Center for Academic
» | Affairs or Campus Office if

4 23)AAN (TLE1-)

TH . FRM L L et ] L i

BXiM

L]
Nis necessary.
Click

b i
o B @SN

S il

]
g
g

¢ .

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

Complete registration
v before the deadline.

max e 0= ]
MEC L5/ARNTINEEREEAT CF AL
TH AR EMEE "l';.r]:; B uR P
d =3/AAn ——
L] - :401.'.zlm.1'.1_-u| L
i @ s
e —
Click [Confirm] to A\
confirm syllabuses @ = 5
completed.
Click [Registration] to resume
entry after interruption.
| Syllabus Copy | Make sure to complete registration.
KA A B BIEmsIR b

WEOZA 2 20050101

I fE= a7l

m EEL T

a-TEEERNL I -R O -l lATRELT OSSN,

qp-g JE-®  JE—#0

-5

Select an origin file and
destination files (multiple
files can be selected).

(=) L]

| e

o | | AR

Lo L aeslgﬁ;m?', &
AR ® w,ﬁ;‘} :fw.n a
L 94, zjfu?::(fl?cr‘;m ) 1
LU mﬁ]i\‘:ﬁr’ﬁ L
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Syllabus System

13-4 14.Using KU-LMS (Learning Management System)

Searching for Syllabuses

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.

13-5

Syllabus Details

14-1-1 R
Login Click

‘
i

H Kt teaming.

H Mot
i o

H

H

i

f

H

\

Click on the
button to
login.

» DUV BRERRT 5

NETTTETRY

Lt om Uy LTO o B L T <RS0,

EALMSENRT 28z, JSOYDIEZIRE Y. [BREAIRSC-PENSICHL T EEERLAVTUZEL,

| Instructor's Name |—" {ume ) . .
| mmm
™ .-::mm » AN—F 22 R
:Il.rlmquaq. P N
l/ B2l Ieganese lE?mﬂ)#i‘ﬁa&%ﬁﬁ@?:JT’JMLI\ZZEE:,‘)‘B%%%T%i@'r
O =i ot [ Couse Veragers Wanuar} /
SR BIALMSELEDE S : kulms@ml.kandai.ip

FURGHI O | Related Diploma Policy
i
1m0 pmmmmm——— . .
Upacur s { english e ! 0 You can switch to the
l English version.

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

PURENE / Course Objectives

| rasmemazny.
| BT | Teaching Mettods

i I Select [KU-LMS] in Information for Students I3 The [Course List] screen will be displayed.
'inn-fc«wcwm 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
' ; B el shown below. [Webclass Author Manual] under [Manual] in
RALEIN) Grbioucion b o, P https://kulms.tl.kansai-u.ac.jp/ the upper left corner of the [Course List]
- ji| =epeczasmnzney
j reneem [ Click on the button to login. soreen.

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

The results of related
course evaluation
questionnaires are
displayed, if any.

Login ID: This ID is the same as the one for logging into the information system.
Ex.: 1999999
Password: This password is the same as the one for logging into the information system.

-
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14-1-2

Composition of

the Material S Matacia it

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.

Thline Matarial List

IR A

Timeline Matarial List

. IR AN

@ Click [Login as a Student].
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Contacting Students

14-2-1
Contacting Students

Use “Messages” to send personal messages.

Timeline Material List

|

= Get mone previous recand

New
& YL

Mew
® BT LA~

New
e BT Ak

Famination

Top

Materal List Course Matenal < Grades « Attendance - Othwr tooks« Liser M

Click

Update 1day age
Number of users wha accessed 0

/YT

Sending Messages

Il Click }¥4 on the Material
List screen. h

B3 Click [Create New].

=< <Prev 0/0 Next> >>

Attackmend & ¥

= Notice List (15)

ﬂ Click [Select from User

LISt] and the list of enrolled — Create New  [» Send message from batch file]

students is displayed. » Create New
n Tnbex

w Outbax
w Search Message
» Trash

s Post New

» Manage

o Batch Postmg
w Notice List (15)

Send the messa

33

ﬂ Click the checkbox to the left of the name and click [Add the user to the User List].
*When sending a message about the class (to all the enrolled students), click the checkbox next
to the name at the top to send the message to all students listed on the first page.
If the number of enrolled students is 100 or more, conduct the same procedure on the next
page.

Input [Subject] and [Message].

Messages can be sent to registered E-mail addresses; 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 your message.

Click [Send].

*Files can be attached to the message.

Sending Notices Containing Class Information

Use Notices to send notifications about classes (to all enrolled students).
*Use “Notices” to ensure delivery to all enrolled students of important notifications such as changes in the lecture
schedule.

= Close this window.

[ Click )X( on the Material Notices

List screen. Messages
» Create Mew
» Tnbox {10)
3 Click [Post New] in e tesnge
“Notices”. et

= Post New

» Manage

» Batch Posting

= Notice List (4)

Notice List

1= No. 1D : Total 14)

34



E Enter [Title] (required),
[Place to post], [Mark]
and [Period to post].
*Click the [Mark]

checkbox, and
[Important] is displayed
inred at the beginning of
the title.

] Enter a message in the
text box.

*Files cannot be attached
to Notices. In order to
make students refer to
files, indicate the
material (reference
location) or use the
[Message] function.

B Click|Post |

I You can correct | madity |or
delete Delete| the content
in “Notices”

[>» Administration].

You can check which
students have not read the
notice after sending.
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Notices

Maseages
» Craate New
» Inbox (10)
# Outbox
» Search Message
» Trash

w Post New

» Manage

» Batch Posting
» Notice List (4)

Motices manage [ >8R]
Post || Save As Drafl || Cancel

A

Place to postldCourse manager [ Lzarner
Mark

Period to postOpenat: @ not set
Closepr: @ not set

D set| 2021 ~ || Dec w|| 16 ~
") set (2021 v | [Dec w16 v

Notices

Messages
» Create New
» Inbox (10)
# Outbox
» Search Message
# Trash
% Post New
» Manage
# Batch Posting
# Notice List {4)

#» Close this window|

Notices manage [H>T M)
Modify || Delate
prev Back to List next

=

Created at : 2021/11/02 10:50 by MS%Z
Modified at : 2024/11/02 11:40 by MEEE

Place to post 1 92 ILIRE ; Course manager, Leasmer

OESEY LIRS TS0ET,

Check unread users

Number of unread user | 2 (1
MM (dpuser), Panopts

odable users = 3)

IBRRER (panopto-teacher)

préev Back to List next

Course Material

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

14-3-1

Create Material

f e

Ne M55
TN

1]

Material List Course Matenal - Grades - Attendance - Othe

Material List

= aterial List
Timeline Copy Matenal Data

Lee Materal

= Gt e prisvios . record

Click

ST NbeA—

ble Poriod D4/02/2020 14:26 - 04/02/2020 1412

@ Click [Create Materiall.

1day ago

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

v, v

[ ]
——Click |
crants wateeo @ Click [Textbook]. J
(;::ll-u:q-k.‘l Crasates A tincthook ¥ can sk
T e e i

Test  Creale a test, ¥

Suryey  Creabs & sy

BBs Create a It is duitadie 25 & place for pos ions and questions along a theme, and for discussion.

Wiki  Create a wisi. You can create/fscit pages with cther persons

Chat  Createocnot It is o vl time.

s [0 communicale

incuce awareness of studants.

e-Portfolio Containes  Make evaluations on submitted prod

Unit r2l matenals 35 one leamning materal. You can spacity the order of matenial to ba worked o you can 5o set 3 passing
=Nt 10 go on to tha nast materiat
Stusty Card Hecord / manace stucent informath are it with the taacher and students.
LTLkood  Credte 3 material from negistered LTT ol
Create from axisting matedals
Import  [mport a Al that was exparted frem WebClass

Import extornal data [mport user soore data.
e

B} Click [Textbook] .

<4<
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Textbook Option Setting.

Pleass emer the nale before semng the optioss below
= Duucription. sotas, sl b dirplrad by et s sestcial

Liskent Conree

| et B

Qvgionl Grovg Access Reswictions (8 |Open bo the Couse Mambers
Descriptios, ncess, ez () | |

g

[+] Paye Presentation Optioas

§+] Anthor Access Options

:‘.| Cuuate Textbook - Batch import | SCOM. |
&

‘® E——
Clicke—

ﬂ Enter a name for the material in the "Title" field (required) and click | Cease Texbask - Sandard Moda |,

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

v
v

EPES ]!’) Coavent To

T

FOF
Frosarae flun arm b eoeswrad 35 FOF
12 OEca8%" dormrt docmment somrwciiom faded. pleare urrs Oca?02]
on. format and oy aqaca,

ST m i ——
ATy pld el (113601 ' il e plad oy smamany.
Flaass o i the ok il ot b c2vmd o s soreem

Pus LommET

Arached Pie T L

To create another page, click | AddNewPage | |

= To finish, click | Save Changes & Ext | |

] click | &2 | (Browse). Select the file you want to upload, and then click [ save |.
E The uploaded file will be displayed.

B To create another page, click | AddNew Page |,
To finish creating materials, click | Save Changes & Exit | |
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14-3-2

Creating Essay Assignments

o5

Material List Course Matarial» Grades - .-’-r'-."' L - Other tools
Material Ly o
Timeline Copy Mate (s I c
om- T
[ : Material 3 A
SRl - | BTN
= GEL more previow) ecord e N

Moy
o TR

@ Click [Create Materiall.

M
O *YITAFAE

Logout

User Managemant~  Course M

Update 14
Number of

ho nccessed O

Update Tday ago
Number of users

ho accessed O

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

Update 1day age
Numiber of wsers wi

Craats Matarial

Creste 2 assignment for Sis subimis
Creale a test, You can aiso import Hotpotatoes teaching
Creste & survesy

Bes Create & BES, It s suits
Wiki  Create a wiki. You cn o

Chat Create o cnat. It i3 pesaible to communicate n ropl time.

Unit
Sty Card
LTlkoodl  Create a material from registered LTI tool.
Create from axisting matedals

Import  [moport a file that was exported from WebClass

Import extornal data [mport user score data.
file

aterials from here.

3 and guest ong & theme, and for discussion.

e-Portfolio Container  Maice evaluations on submitted products and incuce awareness of studants

B} Click [Essay] .

<4<




Pleaar enirs the file befine actto e optns below
#Tc couate 30 assuprecect for Sl wimivcion, plaass salacs ‘Fraay’ froo “Typa’ opricon Alis, odue oo siigmmsesss <3 be creed i fba odc Fagm
& Diascription, oomse. ' i be diplayad wham o vtart e maarial

General Options

Label ® | |

Lisked Course (reapuired) Tate @ ] | tew wpn # ¥

Ocliinsd e (required) Type @ [Essay !

[#] User Access Options

[+] Question Display Optica

[+] Resuli Options
[+] Essay Review Options v ’

@ Click | Create Assessment - Standard Mode | |

B 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.

Y s sy i e

@ peint 0 | Tomalmarks -0 DifBeuiey [B (nomnal) | Cusegocy | [Edit Pubeie
L L i —_ = 4 I—. ;
i RS Ic Al #H. | ComertTo @ HTML CIPDF PoswePodon files are be comvesied o PDF.
o page] | - - 2
s 5 S |
Copy ." | Add Now Quastion ‘: ‘Manually input |
Coume ] Consrmmpmsn ]} SRR i |

[0Fsdpeemt  Momnsn L1}
age focd Fila & * 1y wpudationd gt (M 264 i e "l e Filn', 8 wall b iy by st

451 Save
b Fia 'V LLE
Assesmment Sty [File Submission |
2
s st [ MB_ v
- o i opor il displayed || Upper limit vabue cam be et 10 30 | =
O 5 Om il i avvailabile fise cooe umiticn L) wors || Exeal
= 1 you vt bet post mahiple fides, o
i e Lima fle tpe (] PomerPormt
P S ——— [ Teu [ pue

#H.. | ComvenTe @HTML {PDF Flesse sloct the fide format io comvert 1o
prriee A e i RN ;

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

@ To finish, click | Save Changes & Exit | .
T

ﬂ Input [Alloted point], [Assessment] and [Detailed Answers].
B Set the maximum file size and file format, if necessary.
A input all the required items, and click | Save |.

Make sure to click | Save Changes & Exit | when creating teaching material for the first time.
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14-3-3

Creating Test Materials

BT

Material Lt Course Matenal - Grades 2\ Al ARG Other tooks - User Ma

ddiss - v ’ -
Matenal L e
Timeline Copy Mate s I c

agenmemt - Logm as a Student

Reorder/Labaling
Update 1day ago Matersls
Numiber of users who accessed 0

= &
§_Create Matenal e
s DAk

e 1day ago

New
» ¥ A

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

o of users who sccessed 0

Update 1dey ago
Mumber of uners who accessad 0

New
O & $ITAFAL

Top

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

Craate Material

Click =

Create az

Survey  Credle 4 survey

BES  Create a DOS. Tt s suitabie 85 & piace for posting opinions and quastions along & thems, and for discussion.

Wik Create a wiki, You can create 'edit pages with other persons,

Chat  Createachat. [t is g
e-Portfolio Container  Make evaluations on submitted products and induce awareness of students
Unit Combing several matanals as on2 learming matanal. You can specfy the onder of materiad to be worked on, and you can also set 3 passing
so0re for the student (0 go on to the naxt matsrial.
Fudy Carg Hacord [ managa studant mfcrmation and share it with the teacher and students.
LTLtoo!  Create 2 matarial from registensd LTI tocl

Create from existing materials

Imoort  Import a file that was expocted from Webllass

Impaort extornal dats Impart user score data.
Bis

B Click [Test] .

<4<

40



Assessment Cption Setting

Please enter the totle bedore seming the cptions below
3 To cangte an saprmart fev £l4 pebmanon, plass wict Flasy’ Som Tope' sptidns Al sther wrifies. sagronet oo be crested = the o page
. “Raiar' -} ALy v pomigueaiy

_— e D P
! e
{requured) Trtle @) ﬂ | wew g @
Cragimial Groop (required) Type @ |Ploase select el
Accen Restrictions () [Open 1o the Course Members )
Desenpnen, notes, ez 3

[+] Qusestyon Dasplay Option

[+] Result Options

[+] Esvay Review Options '

[+] Notice Options ® ’)
e G | ¢ | Con—

k2 [\ k]

I\
[ @ Click | Create Assessment - Standard Mode |,

B Enter the test name in [Title] (required) and select the question type in [Type] (required).
Click | Create Assessment - Standard Mode | .
*The other detail fields (optional) are set to default values.
Click (?) to check the details.

A Input [Alloted point], [Assessment] and [Detailed Answers].
H set the maximum file size and file format, if necessary.
A Input all the required items, and click | Save |.

Make sure to click | save changes £Esit | when creating teaching material for the first time.
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Scoring

14-4

The instructor can grade essays and written assignments.

AW % =

oI

Material List Corse Material - Grades = AllEndano: « Cither (oot - L Management - LTS Management «

Score Summary
Timeline Frogress List

c Category Scores
SCORM Activity Reports

Y ’) Update 1day ago
neumber of users who acomsed 0
Gradebook I c
) :

Rapart List

» Got Mo previous record

301413

Analyze [ Re-grade Test Resulis

Shudant’s Score Reports

Survey Results

@ Click [Grade Essay Assignments].

e-Portfolio Container Assessments

e-Portfolio Container IMport/Expot Outoo

Click [Grade Essay Assignments] under [Grades] in the Material List screen.
Select assignment from the dropdown menu of [Assessment Name].

Click [ Display submitted raports | ,

Click the file name of the assignment, confirm the contents, then click [ Grads |.

Input [Comments] and [Point], and click | saw= |.
*Corrected report file can be attached.
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Grading

14-5

A WebClass

oo LE

Grade ExsayNN\zignments

Matenal List Course Matenal« Grades = Atendance - T tooks
Score Summary
Timeline Progress List

o Category Scores v
SCORM Activity Rppuns ’

= Gt mone previous record ommmm——
¥ Gradebook ) Ic

-3
Logout
User Management=  Course Managerment « Login as a Student
Matenal
Riorder/Labeling
Update 1day aga Materals
Number of users who sccensed 0
Upcate 1day ago

Search Simalar N

Report List

Analyze | Rie-grade T

@ Click [Gradebook]. -

ber of users who accessad 0

Student’s Score Reports
Survey Results

e-Portfolio Conrainer Assessments

e-Partfolio Container Impory/Export Outcomes 0

Update lday ago
Number of users who sccessed 0

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

v
v

Gradebook

Evaluation -

» How to use

Download this sheet

= with raw score (» CSV format, » Tew fr-mat) )

Click [Edit columns].

» Export grade data

= without raw score (» CSV fr, © ormay I

Pu{ml smm

e
T

Eval-point 0.00
FFERER  dpuser dpuser_number Adjusted seore o000 0.00
Raw score 0.00

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

v
v
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Gradebook

» Back to list

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

Materials to use for grading

Add selected material
I I
O
O

Materials that can be added

O LAt 50 0 FLAWLA—

assign a grade, and then click | ssv= | .
1 click [Back to List].

<4<

Gradebook

» How to use v ’)

D, @ shee
I c SV format, » T2
£

- winout raw score (» CSV_£2=="» Text formaf)

» Edit columns

Pui'st ;cnm

—

E“.l.pmm 0.00
PEPEAEE  dpuser dpuser_number Adjusted score o00 0.00
Rawscore 0.00

E Click [Export grade data] to download the CSV file for the grade entry system.
E 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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Linkage of LTI (Panopto)

14-6-1
About LTI and Panopto

LTI (Learning Tools Interoperability) is a system to link LMS (Learning Management
Systems) with external systems (software).

The KU LMS links with Panopto, software that unifies video recording, editing and
delivery via LTI.

You can deliver a lecture video produced using Panopto as an LTI material through the
KU LMS.

14-6-2
Notes for the use of Panopto

Please follow the instructions below to ensure Panopto functions properly.

n You can access Panopto only through the KU LMS. You cannot log in to the Panopto website
or application directly with a KU LMS user account.

ﬂ Update your web browser to the latest version.

E Please configure your browser as shown below, in advance.
®Be sure to set your browser private mode to OFF.
© Allow cookies.
© Allow site tracking.
*If your PC is installed with software to prevent web tracking, the Panopto screen will not be
displayed in the web browser.

] You can use the Panopto software application (“Panopto for Windows” or “Panopto for Mac”).
Please keep the following in mind.
o After installment of the application on your PC, select [Continue offline] and restart the
application.
©Then, log in to the KU LMS, and start the application when making Panopto material. (If you
start the application only, you may be asked to sign in, but you will not be able to sign in
with your KU LMS account.

B You can use “Panopto Capture” (browser-based video recording tool).
However, in the case of a Mac PC, it is necessary to set up the PC to use “Panopto Capture”.
(See the URL below)

https://support.panopto.com/s/article/Why-isnt-my-screen-being-recorded-on-Mac-when-using-Capture
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14-6-3 -

Using Panopto

n Click BEEEREEER ynder [Course
Material] on the Material List
screen. H H

B3 Click [LTI Tool]

B Enter [Title] on the option setup
screen, and click | save Changes & Exit

Il Open LTI material, and the o
Panopto video list corresponding L
to the KU LMS course will open. /

When you log in to the KU 3
LMS, a Panopto video = O ZATETyIO-1

folder is prepared for each y = WEUZ}
course. o T
- . l'i.: ' 1L

- Even if LTI material is deleted from the KU LMS, the video remains in Panopto.

(If you want to delete the video, access Panopto via the KU LMS and delete the video on Panopto.)
- Do not use the statistics function (view history) for attendance management and grading.
If students’ browsers have plug-in applications that block view history acquisition (advertisement
blocking applications such as Ad Block/uBlock Origin), statistics cannot be properly obtained.

14-6-4

Operation Manual

See the following site for information about the procedure and Q&A regarding making
Panopto materials.

Panopto Web site https://support.panopto.com/s/
KANSAI University Web site https://www.kansai-u.ac.jp/ctl/teacher/tool.html#Iims-manual



Other Functions
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Downloading the quick operation manual and Q&A

Download from the website of Center for Teaching and Learning.

Click https://www.kansai-u.ac.jp/ctl/teacher/tool.html#aboutims
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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.47.), or click [Manual] in the bottom
left-hand corner of the screen after login to see the Quick Operation Guide / Q&A.





