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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 107.0.1418.35 or later
Microsoft (Compatible only with Microsoft Edge based on Chromium)
Windows W"I‘dto""s‘o Google Chrome 107.0.5304.107 or later
or later Mozilla Firefox 106.0.5 or later
mac 0S Safari 16.1 or later
Mac Ventura 13.0 Google Chrome 107.0.5304.110 or later
or later Mozilla Firefox 106.0.5 or later

*#Using the latest browser version is recommend.

3.Login

Access the website of Kansai University.

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

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.


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

5.Home

@ Logout

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

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.
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See page 4
for details

o Personal Messages 0 Academic Information
Check your personal Research results can be input
messages. and viewed.




i KANSAI UNIVERSITY

Academic Affairs Information
The following items can be viewed.

Syllabuses Attendance

Management m

o Course Evaluation
Printing m Questionnaires m

) Examination
Marking m System m

Enrolled Student Directories

Download the Enrolled Student Directories.

CEAS

See the online instruction manual for the services and
details.
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University Services and Links
The following items can be viewed.

Document

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

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

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.




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.

A list of your courses is

e 2 39EOARE

Click [Class Cancellation
Registration (Class Schedule)].

|

displayed. Click [Select]
for a subject to register
a class cancellation.

‘9

A schedule for the
selected subjects is
displayed. Click [Class

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

\
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You can check makeup
classes, if registered.
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Class
Cancellations
A class cancellation cannot
be registered on the day of
the class.
Contact the office listed on
the back of this manual.

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

[Class Cancellation Modification)
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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
share documents with the members of
a faculty or group (committee/project).

Services and Links to open

o Click [Document Library
(WEB Folder)] in University
the window.

0 Share

; Share documents with the
members of a committee

or project. Select a group,
and click [GO] to read the
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Select the range of
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Documents are shared by the

Qs O O]

members of the group. Shared

folders and files can be

managed (added/deleted) by
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display the list of files
stored in the folder.
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Examination System

8.Preparing Examinations

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

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

|"Click

/3

Information System. /L
Confirm the grading
8- lI -2 l methods. J
Confirming Grading Methods v
v
When the grading method is
o, mamk “Achievement Level Checks” or

“Written Examinations”, input the

conditions of reference and

available materials as well as

Finishing o B o . supplementary examination
; 2 3 methods.

Registration
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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.
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Click [Close], and the display returns
to the course selection screen.
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Attendance Management System

9-2

Manual Data
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9-3

Downloading the Data

Attendance data can
be downloaded in the
Excel format from the
Class / Attendance List
screen.
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Attendance Management System

How to Use the Card Reader

Student attendance can be registered using the portable card reader and student identification
cards, and checked from the information system's [HEEIE ] [Attendance Management]. (See

P.10~P.12) -

The procedures are described below.
HEEBY AT A 12/03 09:22 EEIEHT
9 4 R 12/01 17:39 Wﬂﬁﬁz.ﬁu

#MAEE., ABHA—F%
MAELTL T:'él.\

How to Start

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

B
b

20XX/12} nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn ]

O

[ Select the period of the BHERZRBRLT{ESL

class.

*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].

S

e e e e i)
hoooooooooo:

il
a

P

[ © soccrvecorse. L e — )

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

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

Finishing
BEEEE

9 - 5 § HREBEYRTA

Attendance Registration

0 Place a student
identification card on the

FHAEMELTLESL

card reader when this
message is displayed.

13



9'6 &) B F A Y L eI
How to Register Attendance without HEEmE
a Student Identification Card

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

200X/12/03 (k) 13:56 T E ELal=

FF 3

Fot F it ek

You can search the
student with
students number.

Press the [No
Card] button.

nnnnnnnnnnnnn

Input the last four
digits of the
student number.

nnnnnnnnnnnnnnnnnnn

nnnnnnnnnnnnnnnnnnnnn

nnnnnnnnnnnnn

FEERRLCESL

708-910
TAMPER
FAREFR
BA FEF

KANDAI HANAKO

nnnnnnnnnnnnnnnn

Attending | Arriving Late
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Attendance Management System

9-7

How to Finish

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

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

How to Send the Data

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.

T samemdLTdEan

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

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

*Wait about 20 seconds after
connecting the card reader.
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Grade Entry System

10.Grade Entry

The course list is displayed to input grades.
The detailed procedure for entering grades is available from the Information System:
University Services and Links — Usage Manual — [Grade Entry Manual].

You will log out automatically if you do not click the [Save] or [Finish]
NOTE .
button for 60 minutes. Save the data frequently.

lo &mﬁx# FAELHA—R

Select [Grade Entry] in = s .

the Academic Affairs - = o i —— -

Information of the : 2 e & gt | eacm
< ™ e Deeareas met

Information System.

20145711
e =

s z maEe o ta
10-2 e
Entering Grades

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

16



Grade Entry System

10-3

Entering Grades 4B, A R

O BAA KEB

@ 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.

## -

F1 =l 1 4
i S| RS U

FBOC000¢ BEIA — BB KANDAL Ichiro
#0000 BX —8p KANDAL Jiro

FBOE000¢ BEIA =88 KANDAL Saburo
FBOE000¢ BAX mep KANDAL Shiro
FBOC000¢ BEIA A KANDAL Gero
FBOE000¢ B JRBR KANDAL Rokuro
FBOC000¢ BEIA 8B KANDAL Shichiro

FBOE000¢

BA J\BR

TSUNEN, Ichiro
TSUNEN, Jiro

Failure to Attend
Examination
When the grading method is

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

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



10-4

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 mEAy BT —577 40

e T

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

s AR

AL (urEonpTaET,
SR NING R T S TR S 128y TR L
oo Eeni D8 T o G

AR (T BTN E T

EREIRES, E SRS, RS, SR, THIE, SR, RIS, F 10

o
A o
TS MR N T R L

I AR —3 7 L
= SRR e AL TR

Upload the grade
entry file for reference.

TR R e SE) it
Ez==a o
A
/L
FhiET — SR RESAR]
The data is saved in the simple format.
24 BER
#B, BaFE A 051 BEK A
—
-_——
BRI OOREER

ni#iﬁEE =] ﬁ#RGEE% GEEHLH B GEEHLH%

| Save | Finish [Return|

57 —SE (R LATE T ST, ABD ERENET.
‘

1| RF

T

TEDITR w0 - | KA | WE 198 | x5 | BeE |

FBO000C

FBOC0000
D000

BEA /\ER

BE B

S| BB

FBOE000C BIAR —BB KANDAL Ichiro OFZE
FRO000¢ BIA —8 KANDAL Jiro D
FBOE000C BIA =8B KANDAL Saburo OFFE
o000 BIX mgp KANDAL Shiro mFi )
FBOE000C BIX AER KANDAL Gioro OFZE
#B0e000¢ BER JRep KANDAL Rokuro mE )
FBOE000C BIA tBR KANDAL Shichiro

KANDAL, Hachiro

TSUNEN, Ichiro
TSUNEN, Jiro
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Printing Request System

11.Printing Requests

Printing of supplementary materials can be requested via the System.
[Deadline for Printing Requests]

Receiving place Deadline
.?:E;?:ﬂ?hzl;%k?tggtiai/ / Three days before the class (Excluding Sundays and Holidays)
Suita Mirai 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.

ENRIKIRS 2T L 200

S ERIE KT B

ENRIRIRS 2T L s

m
]
>

S ERIZ KT 5 (EIRIEKHREAS )

DREEFR

1 0 Printing history
is displayed.

F o e AR AT -

X s ok % o5 s

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 dhhseE CIICI(
to the classroom. If it is difficult to do so, =
ask the Class Support Station or relevant v

campus office.
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11-4

Confirm the input content on the
preview screen and click
[52T1 (Finish).
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Course Evaluation Questionnaire System

12.Course Evaluation Questionnaire System

KU conducts the Course Evaluation Questionnaire at all campuses to collect students' opinions
about the courses to improve the quality of education.

[Purpose]

1. The provision of information that contributes to the continuous improvement of courses for the
following years, based on the opinions of students who have taken the courses and students'
attitudes toward learning and achievement of the learning goals.

2. The encouragement of students to reflect on their own learning activities through the results
of the questionnaire being made public, and to serve as a reference for other students in the
following years.

3. Contribution to faculty development (FD) and staff development (SD), and the promotion of
understanding of KU educational activities for students, faculties and staff through the
publication of the results.

Based on the above, we aim to assure and improve upon the quality of our courses via disclosure
and use of the questionnaire results.

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

The detailed procedure for downloading the results of the questionnaire is available through the
Information System (every semester)

Access the course evaluation questionnaire here
https://www.kansai-u.ac.jp/ctl/support/questionary/

[=]p

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.

e Confirmation of the Results

Compare your course scores with average overall scores and cross-tabulate for each course
approximately two weeks after the questionnaire period ends.

21


https://www.kansai-u.ac.jp/ctl/support/questionary/

12-1-1

Confirming the
questionnaire results
(quick report).

The questionnaire results (quick
report) can be confirmed via the
following procedure during the
questionnaire period.

[ Log-in to the Information
System and click [Course

@ HARRES (BREE-N)
& AR (TRISTAR)
o mms ceasTAN)

PE=TTY
& A2 BIEATREN

Evaluation Questionnaire].

] Click [View Results] > EEAS

[Course List]

KANSAI UNIVERSITY 727 — S RF L

Position the cursor
on [View Results].

-
'
'
'
'
'
'
'
'

a4
(ANSAI UNIVERSITY P27 = b2 AT 4

[£] Click [Results (quick
report)] from the Course
List.

s« ameRs . mRr -t . AMOME-R

LOBE—E W

*RIHR (FOF) 3. SFMILHTURMCRFANST,

>D>

The current results
will be displayed.
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Course Evaluation Questionnaire System

12-1-2

Viewing the Results

The questionnaire results (PDF) can be viewed approximately two weeks after the questionnaire period
ends. It is not available during questionnaire period.

LN

KANSAI UNIVERSITY P27 = b AT

1oL - BEIRD . HRFLS- L . BNOHE-R

R S— -
HOBPE—FE - e

* AIER FOF) 3. K¥AMRTULRCRFANET.

1-4/40

Click a button in the

e T o I e — =W NN A

EEED - - e ——
1808 - . - - - - -
Eaig @ — - - . . -
igio o — . - —— cw e -

Y,

°
c I |C k The questionnaire results

v will be displayed.

1 BurczoTIoRRORRIRITLEN.

.
2 BURCZOTICAROMRRIEITLAS,

3 R3S sace amewc
E>TRONELY,

4 BEeI SEaoRERERTOuT3
EREBOTRLLN

5 [SORRTIXLTIL ZB3S0R
TATEATCE R, RAR

7 ZORRIO TEIMCROSHRLAN,

BLTL CORMOIADEE LGN
AL,

prmm—

ISR TATRATCER,

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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12-1-3

Cross-tabulating

The questionnaire results can be cross-tabulated for each course.

[F1 select a subject from
the [Course List] to
cross-tabulate.

] select a question to Pr— Select a guestion to
cross-tabulate and ‘ = ‘ cross-tabulate. wa | mesm | mEsm |
| - _
display the results. v BMREERE, [JOREHER] AT Uy ILTIEEN
[ ooze | Pt B GERUTIEEL
1&” (4it88) 1| (PR B BEEE BEEOEREERNWMNSEREEDTLELLD, v
| () 1| (R M6 FEEE. SR BEOTOC. ER1ESTOFHUTE HOLEULA, v

. V’, fo
BRI xBRI6DY OREE c I IG k ﬁ'

FB GBI | s izoﬁwm e Click [Cross-tab Display].
L

[Vzvacy

| | ==
[ HWOTULVE \T
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Course Evaluation Questionnaire System

12-1-4
Comparison of Course Scores

You can compare scores across Courses.

Position the cursor on
RE s iew Result
KANSATUNVERSITY 7%= 3 274 [View Results].

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

'
'
'
'
'
'
'
'
=

N

Course Scores].

. 1 7 : .
C I IC k Click [Comparison of ]

Click [Make Course
Comparison Graph].

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

—

() B A
= KANSAI UNIVERSITY 77— R RF L

ros - WBERD . AP -t . BNONAIR

BLRIELUONE—E «

[T
.
L]

10 0 0 o|0j

)
—) Select a course
e uleEs J | Course Comparison
Graph will be
v displayed.
‘NEH:M57 v

R-5M0%, FOAFISICERENTT
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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.

A2

EEAS o Position the cursor
(@) ¥

KANSATUNIVERSITY 72— RS RF L on [View Results].

-

COOOOOOOOOEOOOEC
CooooooDoog
0

E— | 7y

Click

v ‘ The [Course List] will be displayed.

v W % AR ERECIOLIAER | AT AR
ol MNERE L HRPST- . RMOME-R
[ v

BHOHB—E wasen ] =

= MR (OF) . SPMIHNT URBCERENST,

1-5/36 fraa: 08 208 208 5|

REER e 07— 87 sma-r sxemes CLEY LUEETS pas  RARMED gy .om gEEs WD WM senm  mEmm
] :'Ij-: s " R ———
8o a - - - — e —
- RH=TN" - - - -
:gi - - - - - - e
B '@ S — - — - —
=
B

/57

L,

@ Select a subject

for download.

@ Click [Raw Data Batch

Output].
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Syllabus System

13.Syllabus System

13-1

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

4 551N ()

=5

p—
an

manse  wese  ses e
- W :

O Ex

You can display the |-
tabs of available
[font attributes].

wx Am

13-2

ppeeTes

B vs/txak-

BHHE—

U3/ ARRT SRR AT R

g

TR maER o

B .

Inputting
Syllabuses

The list of courses is
displayed to input syllabuses.

See the syllabus guide for m
on the syllabuses

(https://www.kansai-u.ac.jp/ ctl/ activity/

pdf/syllabusguide.pdf).

27

H
Registration

@ JU—Tx—wyk

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

ore information

D& -

. D &

Omeam L |

Click [Next] after entering
the syllabus.
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https://www.kansai-u.ac.jp/ctl/activity/pdf/syllabusguide.pdf

After inputting the
syllabuses, check them
using the check sheet
(https://www.kansai-u.ac.
jp/ ctl/outline/ publish/
#syllabus).

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.

| Syllabus Copy |

v . \

v (@ oxz=m

After clicking [Finish],
maodification is not possible.

#0.men  m#ess  sees| Contact the Center for Academic
5 EEAr Affairs or Campus Office if

wls necessary.
/\ —— W}
CI ck

)
. aar

Sl

BIA RS d SS)AAA (TLrE1-)

BEOSA -

(3 & ERl

O .

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

Complete registration
v before the deadline.

A AEB HYRE—

AEOSA - >3/ REFT BEENETEATIZEN

>3) R 5 5 HENRE - N
FH-HAN EEEE (EmES) | wn ER TR

4 35/2AH
EEAR

5238~ 140122(044820)

Fr R = AP -
@

P
Click [Confirm] to

confirm syllabuses @ = 5
completed.

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

\

WA AR AE=ER

FERTA 2oz or ol qE—TBEENE I, I —HROREERATEFLT AL,

>3/ R L. N ARRER : g‘tﬁﬁtﬁ] 2TRHAGS
Select an origin file and — B2
A A A a e e = ) 8 )
destination files (multiple FET am) R

4 >3/2An

files can be selected). 5| o
AE
o, P %ﬁ;;(é?ﬁ;) 1 PNTEH O .
R ECIEE AN i Emet O 1O H
H
R % 99315’("5730032) F1 FAN “ i
AR % sszsﬁifoioo) [z - L E.i gg:‘;s V
] . fﬁ’ffoi wy T FAN s
wEE & 99 1%?3;(750100) 1R AN o f@‘); gngs

* DU —HORIEC [EER] ZBRUZES, 2735/ QANBELINSEREZL (=T LTLESL
% P -BOREC I8E5] ZEBRUSES. IV -BRASEEET 3 C LA TEERA.
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https://www.kansai-u.ac.jp/ctl/outline/publish/#syllabus

Syllabus System

13-4
Searching for Syllabuses

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

(\n}
Past syllabuses can be

searched for, using course
names and keywords.

13-5

Syllabus Details

| Instructor's Name f—

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

The results of related
course evaluation
questionnaires are
displayed, if any.
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Ve nuxasnmn BRI
/Search by Curriculum Table Search by Subject Name

FUTEOHENATRRLES,
HEE
/SubfectName

/Search by Instruictor Name
v EROSANE (HEEEIY

HEREADLTIESL

EEBHE - SEHEOE - BREE

LTLREN. )

RA-RH TR TOMBANFTAZ A,

shemarE [T Y —_

RipER e BRU T EE N e

BHEENE

G

pes ] v
v
v

I“ 95/(1&% /Syllabus Search

202X FEDRSHBEDT —FN—AEBRLET.

#255 - WRA

Faculty/Graduate School | iadil

HEE
=E1
(AER)

IR / Teaching Types

=2 0m
/ Language

EiE(Iapanese)
BEBE / Course Description

ERBENRRONTT.
{5 5# & OB / Related Diploma Policy

(?E?‘T)
aR ct iém{mma

2§27ﬂ #l!ﬁﬁ = 71%
HEOERLEECES. TEERR SR CHBET 5N

B2EE / Course Objectives

EESHETENET.
B%Fk / Teaching Methods.

BEFENERENET.

{45181 / Course Content

EEHENERENET.

RS / Expected work outside of class

ERRBFBONSHERENET.

|/ Grading Policies

BEFEOSENRRENET.

Gradlrlg Policies /

... . |BE 3@/ Evluation Criteria - Assessment Policy

Assessment Policy. AR e

EETERT IRNESERSERANET.

§/ﬁéﬂl Course Evaluation Questionnaires |
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ERSBOBENRRENET.
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KU-LMS

14.Using KU-LMS (Learning Management System)

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.

14-1-1 ",
B Click

' BIALMS ’

» OJA VBREFRRY D

Click on the
button to
login.

e mm——
Vemmmmmmet

LDV ORI VY ILTOVA VEREFRRLTIZE0,

BALMSZRIAT 3B TSUTDIRZIRY > [BEHAIRY S RENS(CIHY T SHEEEEA LBV T EE0.

» AX— hTA R

| Course Manager's Manual } /
BALMSERBNADERH T — A :

> rBENEDEECE 544

BIARLMSELEDES
kulms@ml.kandai.jp

Y{ You can switch to the

l English version.
n Select [KU-LMS] in Information for Students ﬂ The [Course List] screen will be displayed.
and Instructors from the Menu on the top Click on a course to display the material list
page of the KU website or on the top page of for the course.

the Information System, or access the URL

hown bel A To download the instructor's manual, click
shown below.

[Webclass Author Manual] under [Manual] in
https://kulms.tl.kansai-u.ac.jp/ the upper left corner of the [Course List]
E Click xS screen.
*Data useful for creating course materials are
uploaded in [Links] on the left of the screen.

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

User 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 —
YR

Composition of

Material List ~ Course Material~  Grades~  Attendance~  Othertools~  User Management~  Course Management~  Login as a Student

the Material . Moterial List
. Q Reorder/Labeling
List screen -

Textbook

Click on a course name
to display the [Material
List] for the course.

[ 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 FAQs / glossary and notes.

- [FAQs / glossary] FAQs and their answers, as well as terms necessary to understand the class topics
can be saved for consolidated management.
Although this function is not available in the default configuration, it can be made available by changing
the setting under course 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).
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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.

# WebClass

52l [

Material List  Course Material v Grades~  Attendance~

Timeline Material List

|

> Get mor pravious record

Other tools~

User Management~

Course Management~

Login as a Student

v,

rarsies Bl

Click ==

Y

Update 1aay ago
Number of users who accessed 0

Update 1day ago
Number of usars who accessed 0

<4<

# WebClass

527 I

Material List ~ Course Material+  Grades~  Attendance~

Timeline Material List

a .
o Y ILEN
Gt s revom et

Textbook

u]

New
BT~

O essay

Other tools~

User Management -

Click

\/
.
Course Management={

Update 1day ago
Muurmber of usars who acacsed 0

»
3

e B

Logout

et

Create Material

Reorder/Labeling
Materials,

Available Period
6

New
© YUTNFAE

EBamination

o

Update 1day ago
Number of users who accessed 0

@ Click [Login as a Student].
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Contacting Students

14-2-1

Contacting Students

Use “Messages” to send personal messages.

A WebClass

=L [ Click
I Logeut
Material List Course Material - Grades ~ Attendance - Other tools~ User Management~ Course ptudent
Timeline Material List reate Material
Q Reorder/Labeling
New -
Update 1day ago
. Oe HoALEH P Y &g Materials
» Get more previous record Number of users who accessed 0
Textbook
New
T A— Update 1day ago
Number of users who accessed 0
O Essay
Available Period 04/02/2020 14:26 - 04/02/2020 14:2
6

'7’ g .": %_':. R g

New
o0 Update 1day ago
L
SRR Number of users who accessed 0

Examination

Sending Messages

Il Click }¥4 on the Material
List screen.

B3 Click [Create New].

K] cClick [Select from User
List], and the list of enrolled
students is displayed.

33

\l/
» r'
1C

Messages, GI "
B

| Messazes ___S="—RWLRIES
» Create New )

N TETLITD
» INBOX]

DeletelMark as read] Download]

<< <Prev 0/0 Next> ==

Outbo:
» Search Message \ \
» Trash

»mme-w @ Click [Create New].

» Manage
» Batch Posting
» Notice List (15)

Messages

 Close this window

» Create New
» Ibox

» Outbox

» Search Message
» Trash

» Post New

» Manage

» Batch Posting

» Notice List (15)

—

Message
Note that HTML

[¥] Send the message by E-mail too.
A = will be sent only 4 addres:

5 wll ot i




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.

B Input [Subject] and [Message].
*Files can be attached to the message.

A click [Send].
*An email will also be sent to the user's registered email address.

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.
n Click "" on the Material Notices » Close this window
i Notice List
List screen. Mag <125
» Create New
» Inbox (10) Page 1 /2 ( No.1 - No.10 : Total 14)
2021FERFE THEHAR (TEHECLSFE) MEORSCOVT (TR
E Click [Post New] in B SRFNETBE - 12/10/2021 10:42 - Time Limit : 02/11/2022 23:59
I Wl » Search Message SATLERE - 12/10/ e - Time Hmic: by =2
“Notices” » Trash BIALMSHERIER (U350 FEBEREEREY J M) OBAICOWT
. SR> NEEE - 12/07/2021 - Time Limit : 03/31/2022 23:59
» Post New Y2
» Manage YIS - 11/02/2021 11:40
e [BREDEA] B0 [AE—] & TU>0] (£D\T CEEE)
» Notice List (4) S A NEEE - 09/17/2021 - Time Limit : 03/31/2022 23:59

[BEBOEHEN] ZENLR— MR UIZE® GBAERE] [CDWT
YRFLEEE - 09/17/2021 11:36
HAAEATEOBRHIRICOLNT
SRFLEEE - 07/28/2021 13:11
[FEDETAN] LIR— MEHE - 7 X NEBEOBEAEC DT
S RFNEEE - 04/22/2021 17:28 - Time Limit : 02/10/2022 23:59
OJ«> 1 D(CDWLT
S27 NEIE - 04/05/2021 15:58
[FEDEZAN] NFRANERTEE. TEBEREL,
S2F NEEE - 04/05/2021 15:39 - Time Limit : 01/31/2022 23:59

(2021438 HHf] TSTHFDRMECDOLNT
SRFLEEE - 03/10/2021 10:38
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E Enter [Title] (required),

35

[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.

Click [Post]

You can correct [Modify]
or delete [Delete] the
contentin “Notices”

[>» Administration].

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

» Create New

» Inbox (10)

» Outbox

» Search Message
» Trash

» Post New

» Manage

» Batch Posting
» Notice List (4)

Notices manage [>T ILEE]

» Close this window

» Back to List

Place to post® Course manager [ Learner
Mark O important
Period to postOpenat: @ not set

Closeat: @ not set

O set 2021 v]

Notices

» Create New

» Inbox (10)

» Outbox

» Search Message
» Trash

» Post New

» Manage

» Batch Posting
» Notice List (4)

Notices manage [B > 7IViBE]

prev Back to List next

Created at : 2021/11/02 10:50 by BiFcaE
Modified at : 2021/11/02 11:40 by BiFE%E

Place to post : > )LiB% : Course manager, Learner

TESEYITILEROTHDET,

Check unread users

Number of unread user : 2 (Readable users : 3)

BEFEAED (dpuser), Panoptol B8 (panopto-teacher)

» Close this window)

prev 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

# WebClass

Lo

Material List ~ Course Material>  Grades-  Attendance~

Material List E 3
aterial List

| record o-* b*'f’é

C I Kk

- YT Nbak—b
[ Essay

Timeline Copy Material Data

’ gy
\_ Create Material ¥

» Get more previoiff

@ Click [Create Materiall.

Examination

Other tools~

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

Logout

User Management - Course Management~ Login as a Student

eate Material

Reorder/Labeling
Update 1day ago Materials

Number of users who accessed 0

Update 1day ago
Number of users who accessed 0

Update 1day ago
Number of users who accessed 0

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

Y,

v
v

——Click—

pmmmm——

Create Material

@ Click [Textbook].

1 Textbook | Create a textbook.You can alsd
’

Create from existing materials

Import

Import external data
file

Import user score data.

Essay  Create an assignment for File submission.
Test Create a test. You can also import Hotpotatoes teaching materials from here.
Survey  Create a survey.
BBS  Create a BES. Itis suitable as a place for posting opinions and questions along a theme, and for discussion.
Wiki  Create a wiki. You can create/edit pages with other persons.
Chat Create a chat. It is possible to communicate in real time.

Make evaluations on submitted products and induce awareness of students.

Combine several materials as one learning material. You can specify the order of material to be worked on, and you can also set a passing

Unit
score for the student to go on to the next material
Study Card Record / manage student information and share it with the teacher and students.
LTItool  Create a material from registered LTI tool.

Import a file that was exported from WebClass.

B} Click [Textbook] .

<4<
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I Click the [Select File] button to upload the materials, select a file and click [Save] on the right of

General Options
Textbook

Textbook Option Setting.

Please enter the title before setting the options below.
& Deseription, notes, et il be displayed when you start the materal.

PATESECE is logged in.

Linked Course

(required) Title @ ‘ ‘ New sign ¥ &

Original Group Access Restrictions (3) | Open to the Course Members v

Deseription, notes, ete () ‘ ‘

FT D A ot L
n ree e BT
C' Iqd.<

Greate Textbook - Standard Mode | %[ Create Textbook - Batch Import / SCORM |

[+] Author Access Options

“'\i N @
1\
@ Click | Create Textbook - Standard Mode

Enter a name for the material in the "Title" field (required) and
click [Create Textbook - Standard Mode].

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

v
v

[ change to Chapter Titte |

g
Click ~

YT
12 . Mgt page ] C@""“e" w
# Add New Page \ Delete | NS
% [ Save Changes & Exit | = OPDF
e Flle Conversion @ 57 )L &i@IR |ERENTLISEEA PowerPoint fles are be converted fo PDF:
Display forr jat| Dispiay Contents v B e mmail
Display menu bar v e o1
ax uploadable fle size
e paeflmbe oo e L
e ' | (] Attached File @[ 57 (LR | BRENTVEEA -

To create another page, click | Add New Page |

To finish, click | Save Changes & Exit

the screen.

B The uploaded file will be displayed.

E To create another page, click [Add New Page].
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14-3-

Creating Essay Assignments

2

A WebClass

Timeline

» Get

5> [

Material List Course Material ~ Grades - At'

Material Li-
Copy Mate I c

S
¢ Create Material ¥
Sen -

more previous

iv Other tools+

O sBuamEn
Textbook

@ Click [Create Materiall.

New
o YT Lbm—b

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

New
oe* YTNFTAE

Examination

User Management~

Course Management~

Update 1day ago

Number of users who accessed 0

Update 1day ago
Number of users who accessed 0

Update 1day ago
Number of users who accessed 0

Logout

Login as a Student

ate Material

Reorder/Labeling
Materials

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

Create a texthosu=

for File subi

Create an
.

Survey

Create a survey.

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

BBS  Create a BBS. It is suitable as a place for posting opinions and questions along a theme, and for discussion.

Wiki  Create a wiki. You can create/edit pages with other persons.

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

e-Portfolio Container

Make evaluations on submitted products and induce awareness of students.

Unit  Combine several materials as one learning material. You can specify the order of material to be worked on, and you can also set a passing
score for the student to go on to the next material.

Study Card

LTI tool

Create from existing materials

Import

Import external data
file

Import user score data

Create a material from registered LTI tool.

Import a file that was exported from WebClass.

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

B} Click [Essay] .

<4<




Assessment Option Setting

Please enter the title before setting the options below.
564 is logged in. = To create an assignment for file submission, please select ‘Essay’ from Type' options. Also, other written Bssignments can be created in the edit page.
= When you select ‘Essay’ type, you will autoratically select ‘Allow students to answer again’ option.

= 'Description, notes, etc’ will be displayed when you start the material.

Assessment

General Options

el

(required) Title® | J
i you display 1< , piease enter Tait;1 -
1 you display >] , please enter [8gt;)

‘New' sign @

(required) Type® [Please select <~

Access Restrictions (@ | Open to the Course Mermbers |
Description, notes, etc @ I

Linked Course =
[:£]_User Access Options

Original Group [] Question Display. Option
[] Result Options
[+] Essay Review Options v ’

[+]_Notice Options "
mrereerm G 1 ¢ o—

G = 0:. Creato ~Batoh import | ¥

B Enter the essay assignment title in [Title] (required) and @ Click
click [Create Assessment - Standard Model]. [Crereiermnra - Shinerdlie

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

» YUTERE T ZILLA — Assessment 1

5 % Cage: Multiple pages Typer Essay  Subseript: 1234
Ot v 7@ om questions: No  Random options: No

@ i point o Total marks -0 Difficulty [B (normal) | Category | it Rubric
Rl UV Sl 3 e
E Ic A | .. | ConvertTo ®HTML OPDF PowerPoint files are be converted to PDF.
Previous ~ Net C —
[ page] [ pagel
Ad

ImaseSousdFils ‘T *Ifyou upitad mpi (F.264) il for ‘Tuage Soum File’, it will b playad by ssaming.

AttachedFile B BB
Assessment Style [File Submission v
@
Maximum report file size
The button which submits are seport will displayed. | o Upper limit value can be set 10 MB o Jus v
Options © One file is available for one question.
2 If you want let post multiple files. . £ Word L Excel
please make multiple questions. Limit file type [ ] PowerPoiat
[ Text (1 PDF

| 38 _ | Convert To @ HTML O PDF Please sclect the file format to comvert to.
Fita Comcarsinn &) % 1¢vou nnitated mud (F 3841 Al for File Comersiors, it will be played by streaming.

@ To create another page, click | Add New Question
To finish, click | Save Changes & Exit

ﬂ Input the required items for [Allotted points], [Assignment], [Option] and [Detailed Answers].
B Set the maximum file size and file format, if necessary.
B Input all the required items and click [Save] on the right of the screen.

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

A WebClass

TR

s,

» Get more previousffecord

ke MY
4 Create Material 1
(TS

>

Logout

Material List Course Material + Grades - A'r’\“e' Other tools- User Management - Course Management Login as a Student

»

Material Li

[ J
Timeline Copy Mate @ I c ate Material

Reorder/Labeling

New i
———— . Update iday ago Materials
mib s Number of users who accessed 0
Textbook

Update 1day ago

New
® T bR—b
Number of users who accessed 0

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

New _ Update 1day ago
O ®¥¥IuTrAb Number of users who accessed 0

Examination

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

Create Material

Unit

Study Card

LTI tool

Import

Import external data
file

.

\J
CIiCk o

Create a textbook.You o=

Create az===rent for File submission.
Create a test. You can also import Hotpotatoes teaching materials from here.

Create a survey.

Create a BBS. It is suitable as a place for posting opinions and questions along a theme, and for discussion.
Create a wiki. You can create/edit pages with other persons.

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

Make evaluations on submitted products and induce awareness of students.

Combine several materials as one learning material. You can specify the order of material to be worked on, and you can also set a passing
score for the student to go on to the next material.

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

Create a material from registered LTI tool.

Create from existing materials

Import a file that was exported from WebClass.

Import user score data.

B Click [Test] .
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» BUFILRE

Assessment Option Setting

Please enter the fitle before setting the options below.
A To create an assignment for file submission, please select “Essay’ from “Type’ options. Also, other written assizmments can be created i the edit page.
L) ¥ il “ option.

FAFESELE is logged in.

' type, l
2 Dlescription, motes, et will be displayed when you startthe material

Assessment General Options

$oT LRt =

Linked Course (sequired) Title @ | | Newsign ¥ @
Original Group. (reauired) Type @ [Please select v

Access @) [Open to the Course Members

Description, notes, etc (2) | |

[+] User Access Options
[+] Question Display Option

[+] Result Options

[+] Essay Review Options '
[+] Author Access Options C. I I G k—
i S
@ N ?

I\

@ Click | Create Assessment - Standard Mode ‘

E] 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.

1 Input the required items for [Allotted points], [Question], [Correct Answer] and [Detailed Answers].
H set the maximum file size and file format, if necessary.
A Input all the required items and click [Save] on the right of the screen.

Make sure to click [Save Changes & Exit] when creating teaching material for the first time.
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Scoring

14-4

The instructor can grade essays and written assignments.
The others are graded automatically based on the preregistered correct answers.

A WebClass > FEmEEE

S TR

Logout
Material List Course Material+ Grades - Attendance~ Other tools~ User Management~ Course Management~ Login as a Student

Score summary

Timeline Progress List Create Material

. Category Scores
&4 a26r v " Reorder/Labeling
SCORM Activity Reports: ° Update 1day ago Materials
» Get more previous record Nuriber of users who accessed 0 ™
Gradebook I c

N
) Update 1day ago
Number of users who accessed 0

..........

Search Similar Essay-s- -
Report List

Analyze / Re-grade Test Results
Student's Score Reports

Survey Results

e A A

e-Portfolio Container Assessments
e-Portfolio Container Import/Export Out

@ Click [Grade Essay Assignments].

Click [Grade Essay Assignments] under [Grades] in the Material List screen.
Select [Assignment Name] to grade.

Click the file name of the assignment, confirm the contents, and enter a value for [Grade].

Input [Comments] and click [Save].
*Resubmission of a submitted assignment can be allowed, and corrected report files can be attached.
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Grading

14-5

A WebClass

7l

Material List Course Material ~ Grades - Attendance - Other tools- User Management ~ Course Management~
Score Summary
Timeline Progress List
Category Scores

[¢]

‘SCORM Activity Reports

Cllck

signments

Update 1day ago

» Get mare previous record Number of users who accessed 0

ommm——

| Gradebook l

Grade Essay Update 1day ago

Ver of users who accessed 0

Search Similar N\
Report List

@ Click [Gradebook].

Analyze / Re-grade T
Student's Score Reports
survey Results

Update 1day ago
Number of users who accessed 0

e-Portfolio Container Assessments

e-Portfolio Container Import/Export Outcomes PP

Logout

Login as a Student

ate Material

Reorder/Labeling
Materials

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

v
v

Gradebook

Evaluation - H> )L {2

» How to use

Download this sheet
« Conversion point and Evaluation List (» CSV format,
« Raw score List (» CSV format, » Text format)

@ Click [Edit columns].

'n"ormat)
c I Ic kv Materials to use for grading Modify Evaluation
i -

» Export grade data

» Edit columns

Recalculate

e o || v |
BEE R R R T R
0.

Conversion point 0.00 0.00
Kansai Taro dpuser 10001 Adjusted score 000 000 000 0.00 |
Raw score 0.00 0.00 0

Evaluation

ORound off

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

v
v
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» Back to list

Gradebook

Evaluation - t>_f )L {52

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

Materials to use for grading Materials that can be added
Select all || Deselect all Remove selected material Select all || Deselect all Add selected material
Material Perfect score  Eval-weight used Material
Ou>INTA 50 0.00 1 HYTILLAR—
oYY FILLti— 100 0.00 0 B INFA
L 50 000 mEEELA -

1

0 U TILER (Bhm)
0 HRHERE 1A

0 M/EHEEE FE 23R

Full Conversion point 0.00

Ooo0oo0oocoo

ﬂ Select the grading material from the available materials, click [Add selected material],

assign a grade, and then click [Save].

] Click [Back to List].

D

v
v

Gradebook

»b

Downloaa this sneet

Impon from csv
= ———

Conversion point 0.00 0.00 0.00
Kansai Taro dpuser 10001 Adjusted score 000 000 000 0.00 v

o

« Conversion point and i format, » Text format)
« Raw score List (n CSV foree= 1ext format)

Materials to use for grading Modify Evaluation

b‘)j )I,l// Evaluation

\djust raw score |

» Edit columns

ORound off

Raw score 0.00 0.00 0.00

B 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’ s [Privacy Mode] or [Incognito Mode] to OFF.
Allow site tracking.
Configure your browser to [Allow third party cookies].
*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.
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 [Create Material] under
[Course Material] on the
Material List screen.

B3 Click [LTI Tool]

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

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

Create Material

unit

Study Gard

r
[
'

Creats from existing materials

Import  Import a fle that was exporte fom Webclass

When you log in to the KU
LMS, a Panopto video
folder is prepared for each
course.

Cancal | P

ey | T

Q FiwTANS
/[j'7>7;pwg
8 sccosy v || @

]

H.264

[
Maing14:1_1080p) Main@L4.1_1080p]

- 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/support/manual/
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Other Functions
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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 . Thedeadline of the Printing Reguest System is three days before the class (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\, Beaware that a line feed is dealt with as two characters.

Q. Printing syllabuses

A, 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 o 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 » 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 Center for Teaching and Learning (See P.47) or click [Manual] at the left top of the
screen after logging in, or the manual site under [Link] at the upper left corner of the timetable page to
check the instruction manuals. You can also view the Quick Operation Guide and Q&A section.



= "@.. This Operation Manual is available at
f}‘% https://www.kansai-u.ac.jp/ctl/teacher/pdf/kyouin_en_.pdf
| Of$i~of

Class Support Station (Shobunkan)

Class Support Station_(Area;3)
A\

Class Support Station (Area 1)

B Senriyama Campus

Inquiries about course enrollment and grades
> Center for Academic Affairs

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

H Takatsuki Campus/ Takatsuki Muse Campus/ Sakai Campus/ Suita Mirai Campus
Inquiries about course enrollment, classes and all other things
»»» Takatsuki Office (Takatsuki)

Muse Office (Takatsuki Muse)

Sakai Campus Office (Sakai)

Suita Mirai Campus Office (Suita Mirai)
M Inquiries by e-mail
Information System » »» itcsup@ml.kandai.jp
KU-LMS »»» kulms@ml.kandai.jp

System service hours are as follows

@ Syllabus System: 9:00am~12:00am ®Research Fund Referral: 12:05am~11:00pm
®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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