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1. Introduction

This user guide has been prepared to enable Faculty members to use ERP Campus Management Portal. This

user guide will show detailed steps to Mark Attendance, Creation of Assignment categories / Grading plans

and maintaining Gradebook Records. The user guide will also help faculty members in generating different

reports, Like: Class Attendance Report, Gradebook Report, Class Roster Report etc.

2. Oracle ERP link

https://portal.iba.edu.pk/psp/hrcsx/?cmd=login

3. Generating / Taking Class Attendance

This feature enables Faculty member to mark class Attendance in ERP Campus Management system.

3.1 How you can take your class attendance in ERP?

Step 1: You can click the ‘Attendance Roster by Class’ link or you can also navigate from Main Menu > Self

Service > Faculty Center > Search > Attendance Roster by Class. (As shown in the image below)

Class Attendance

Term:

Subject Area:
Catalog Nbr:
Campus:
Session:
Class Nbr:
Class Section:
Description:
Course ID:

|| Case Sensitive

Course Offering Nbr: | =

ORACLE’

Favcyites Ma‘m'Menu > Self S;:Mce > Seavrth > Attendance Roster By Class

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Academic Institution:| begins with v |

begins with v |

begins with v
begins with v |
begins with v

v

v

begins with v |

begins with v
begins with v

v] |

L LLL

Search Clear | Basic Search Save Search Criteria
| A B

Home | Worldst | AddtfoFawories | Signout

New Window
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Step 2: Enter your current term or select it from the Q lookup button & press the search button. (as

shown in the image below)

Class Attendance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): (300

Torm: oegns i [v] 1513 a
Subject Area: | begins with [v] | Q
Catalog Nbr:  begins with [v] |
Campus: | begins with [v] | Q

Session: = v| | v]
Class Nbr:

ins with |v | |

|
|
Class Section: i
\

Description: | begins with [v] |

Course ID: | begins with [v || Q
Course Offering Nbr: = ;jv | Q

[Icase Sensitive

Search/4- Clear lBasic Search [§) Save Search Criteria
4
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Step 3: Select any of the class from the search result in which you want to mark attendance. (as
shown in the image below)

["Class Attendance
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300); 300

Academic Institution: E{Aéejgﬂi V‘ﬂ"‘, E [ Q
Term: | begins with [v][1313 Q
Subject Area: @E ] (e}
Catalog Nbr: v ]
Campus: @ME ‘ Q
Session: ‘m ‘ E]
Class Nbr: ‘f@ I
Class Section: ‘ begins l’Y@lE [
Description: l’beg? v;,’m’E] {
Course ID: ' begins with | v ' l Q
Course Offering Nbr: ['= l Q
[Icase sensitive

Search | Clear iBasic Search B Save Search Criteria

Search Results

First !! 14 of 4 !} Last

Academic Institution Subject Area|Catalog Nbr|Campus| Class Nbr Course Offering Nbr
FESCCINC RS THB0L = e , —_ = — —

1BA 1

IBA
& - - - -
1BA 1313
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Step 4: Press the generate button. (as shown in the image below)

(Important Note: create attendance and press the generate button is one time
activity in the whole semester, if you press it again it will create the duplicate
templates / sessions.)

Attendance Roster By Class

Course ID: Term: Fall 2013
Course Name: Session: Regular Academic Session
Subject / Catalog#: Institution:  |BA Karachi
Class Nbr: Instructor:
Class Section:
Gengrate:\\\’ I¥ Populate from Student Enroll Attend. Eﬁma B
) From Date:
Y G Cl Mtg A 1 A 1 T e o}
Report Manager ass i s 001/17/2014 [
@ Create Attendance L& Update A | /All Stud c Update A | Active Only

I” Freeze Attendance Roster

@ save | Aretumto search | previous in List | +ENextin List | Elnotity | Retresh

6|Page



Institute of

Business Administration
A Karachi

Leadership and Ideas for Tomorrow

Step 5: You have createdall the templates(1-50f40), you can see all of them at once after clicking on
‘Viewall’. (as shown in the image below)

Attendance Roster By Class

Course ID: Term: Fall 2013

Course Name: Session: Regular Academic Session
Subject / Catalog#: Institution: IBA Karachi

Class Nbr: Instructor:

Class Section:

Gonerate Populate from Student Enroll Attendance From Date:  [99/02/2013 5
Report Manager ¥ Generate Class Mtg Attendance  Attendance ToDate:  [91/17/2014 51

() Create Attendance (® Update Attendance/All Students () Update Attendance/Active Only

[IFreeze Attendance Roster

Student Attendance Roster

Customize | Find | View 547 G ] First B 1.5 or a0 I Last

1| create || Print || view | 1i@@|[{)9/022013 i) [2:00Pn|3:15PM =
2| create || Print || view | 2 mée.rg]i[ogmuzou ) [200Pn|315P0 || 75| O =
3| create || Print [ view | 3|/ Class Meeting Ei[ogfoglzms i [200Pm|z:asP0 || 75 O =
4| create || Print || view | 4| Crass Tgi]ogl11/2013 ) [2z00Pu|z5PM || 75| O =
5| create || Prnt || view | 5| Class Meeting E]i{og/w/zuﬂ Bl P SR | 5 O =

Bsave | QReturnto Search | tElprevious in List | +ElNextin List | Elnotity | @ Refresn
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Step 6: Click on ‘View’ button to view the list of your participants. (as shown in the image below)

Attendance Roster By Class

Course ID: Term: Fall 2013

Course Name: Session: Regular Academic Session
Subject / Catalog#: Institution:  IBA Karachi

Class Nbr: Instructor:

Class Section:

Generate Populate from Student Enroll Attendance From Date:  [ng/02/2013 [5)
Report Manager ¥ Generate Class Mtg Attendance Attendance To Date: 011172014 [5)

(O Create Attendance (® Update Attendance/All Students () Update Attendance/Active Only

[IFreeze Attendance Roster

Student Attendance Roster Customize | Find | View 5 | @I First 4] 1-40 of 40 o Last

Override |Attendance Marking

1| create || Print | Vie' 1| Class Meeting  [v]|j09/02/2013 5y |2:00Pn [3:15P0 || sl O =
2| create || Print || view N 3 2| Class Meeting v |[09/0412013 5 [2:00Pm  [3:15PM ||| 75| O =
3| create || pnt || view || 3| class Meeting  [v]|j09/092013 5y |2:00Pm |[3:15P0 || 5| O =
4 create || Prnt |[ view | o Class meeting _[v][09r12013 [y|zoorm |aazem | 75| OO =
5| create || Print || view | 5| Class Meeting  [v]/09/16:2013 5 |2:00PM  |3:15PM || 5| O =
6| create || Print || view | 6| Class Meeting  [v]|j09/18/2013 5y |2:00Pm  [3:15PM || s O =
7| create || Print || view | 7| Class Meeting  [wv[09/232013 5 [2:00Pm  [[B:15PM ] s O =
8| create || Print || view | 8| Class Meeting  [v]l09:25/2013 5 |2:00PM  |3:15PM || 75| O =
9| create || Print || view | 9| Class Meeting  [v]|09/30:2013 5y |2:00Pm [3:15P0 || 75| O =
10| create || Print || view | 10{[Class Meeting  [v]|[10/02/2013 5y [2:00Pm|3:15PM || 75| O =
11| create || Print || view | 11| Class Meeting \_v'}ihozowzma B PRI (SSEE | s O =
12| create || Print |[ view | 12| Class Meeting [v|100a2013 5 [z0opu (1P | 78 O =
13| cCreate || Print || view | 13 Class Meeting  [v]|[101422013 57 [2:00Pn  |3:15P0 || 5| O El
14| create || Print || view | 14 Class Meeting  [v]|[10/16:2013 5 [2:00Pn  |3:15Pm || 5| O =
15| cCreate || Print || view | 15[ Class Meeting  [v]|[10/21:2013 5y [2:00Pn |3:15PM || 75| O =
16| Create || Print || view | 16 Class Meeting  [v]|[10/232013 5y [:00Pm |3:15Pm || s O =
17| cCreate || Print [ view | 17|[Class Meeting___[v][[10/28/2013 sy [2:00Pk__|3:15Pw || 7al 1 | =]
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Step7: In the list of participants, by default they all are present just uncheck those who are
absents. You can view all the names by clicking ‘View all’. (as shown in the image below)

Class Attendance

Course ID: Term: Fall 2013

Course Name: Session: Regular Academic Session

Subject / Catalog#: Institution: IBA Karachi

Class Nbr: Instructor:

Class Section:

Template Nbr: 1 Attendance Type: leeting Attendance Date: 09/02/2013

[] attendance Template Freeze

Student Attendance Roster Customize | Find | View /74 & First B 1.5 041 O Last

*Student ID Name *Academic Career Present Reason From Time [):aﬂt‘:l‘w

1 Q (W - Undergrad v [2:00Pm  [3:15PM || 75 09/02/2013 =]
2 Q Undergrad ‘ [v] [2:00Pm  |3:15PM | 75 |09/02/2013 =
3 G [—— Undergrad , (v [2:00Pm |3:15PM | 75 |09/02/2013 =]
4 Q Undergrad i \v] [2:00Pm | |3:15Pm || 75 (09/0212013 =
5 ol Undergrad v [2:00Pm |3:15PM || 75 [09/02/2013 {=]
Save and Return | Cancel
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Step 8: If youcan’t find some of your participant names after add & drop week, you can click on

‘Update Attendance / Active only’ and then press the generate button. (as shown in the image
below)

Attendance Roster By Class

Class Section:

Course ID: Term: Fall 2013

Course Name: Session: Regular Academic Session
Subject / Catalog# Institution:  |1BA Karachi

Class Nbr: Instructor:

Generate Populate from Student Enroll Attendance From Date:  99/02/2013 3
v :
RegditMarea Generate Class Mtg Attendance  Attendance To Date: 01712014 |5

[[IFreeze Attendance Roster

O create Anenda\) O update Attendance/All Students

Student Attendance Roster

SAttenS".ce

Date

Customize | Find | View 5] &2

First K 1-40 of 40 n Last

1| create || Prnt || view | 1| Class Meeting @|i09/02;2013 B [2:00Pm|3:asPI || 75| O =
2| create || Print |[ view | 2 ‘f&éééﬁvééﬁ'ﬁgi’E'ioglo‘uzm3 G200 [BsPa || 75| O =
3| create |[ Print || view | 3| Class Meeting  [v]|porner2013 [y [2:00Pn[3:15PM || sl O =
4| create || Print || view | 4| Class Meeting  [v]|per11:2013 iy [2:00Pm [3:15PM || 751 O =
5| create || Prnt || view | 5 Class Meeting  [v][por6r2013 5y [2:00Pm|3:15PM ] 75| O =
6| create |[ Print || view | 6| Class Meeting  [v][por18/2013 5y [:00Pm |3:15PM ] 75| O =
7| create |[ Print || view | 7| Class Meeting 7@109/23/2013 ) [:00Pm|3:15PM ] s O =
8| create || Print || view | 8| Class Meeting  [v]|por25/2013 5y [2:00Pm [3:15PM || 75| O =
9| create || Print || view | 9| Class eeting  [v]|por30:2013 |5y [2:00Pn [3:15PM || 78| O =
10| create || Print || view | 10| Class Meeting 7E}I|10/0212013 B 200Pm|aseu || 75 O =
11| create || Print || view | 11| Class Meeting  [v|[10/07/2013 5 |2:00Pm  |3:15Pm || 75| O =
12| create || Print || View | 12|[Class Meeting  [v][10/00/2013 |5y |200P1 [3:15PM || s O =
13| create || print || view | 13| Class Meeting  [v][10M4/2013 5 |200Pm  [3:15PM || 75| O =
14| create || Print || view | 14| Class Meeting  [v]|[10M6/2013 [y |z00Pm ([BsPm | 78| O =
15| create || Print || view | 15| Class Mgggiqgi;@l!w/m;‘zms B PG EREE | 75 O =
16| Create || Print || view | 16| Class Meeting  [v]|[10/23:2013 |5y [:00Pn [3:15PM || 75| O =
17| Create || Print [ view | 17[Class Meeting____[v]|[10/28/2013 |5 |2:00P11__[3:15P1_|| P W - =
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3.2 How you can view the cumulative attendance report?

Step 1: You can view the cumulative attendance report from Main Menu > Reporting Tools > Bl

Publisher > Query Report Viewer > Type the name of the Report “IBA_ATT_ALL” and press the
enter.as shown in the image below)

ORACLE .

IFavgvrites : MainvMenu > Reportigg Tools > BI Puglisher > Query Report Viewer

Query Report Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
“Search by: |ReportName v |  begins with (IBA_ATT_ALL
Search

| Advanced Search

Search Results
Report Definition

IBA ATT ALL OVER ALL ATTANDENCE ——

|
REPORT \PDF_v|N

Show Template Prompts

Personaize | Find | View Al | 2] B First Bl g o1 ¢ B Lot

IBA_ATTNDNCE_ALL

(Note: Please click on the Add to Favorite option to
access the same navigation from the ERP favorites)
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Step 2: When you click the View Report option a POP-UP window will appear and you have to enter the
following information to view the report.

Institution: IBA
Term: 2013
Class Number: As per the course allocation given by the Program Office

Type: Class Meeting (Lecture / Lab)

IBA_ATTNDNCE_ALL

institution: [ |q
Term: Q

Class Nbr: 0
Type: |
OK Cancel |
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Sample Report for your reference:

Overall Attendance Report

Term: 1313 Faculty Name: o Course Name . - - Course Code Class Nbr:

R R s T
HHHEEEEEHEHHEEHEEHEE HHEEHEEEE
z|g| s g s 8 5

e IR R et HHHHEEEHHHHHHHHHHHHHHHHHEE
t
HHHHHHEHHHHHHHHHHHEHHHHHHHHEE
1"“’."". e B lele
2 o — d Bl B olele
3 e e— | o
4| ——— ] ] olelt
B gy = 5.
6 | s o | e - |, o s |4
7 - - - |, olole
8 — - e e alsle
9 - e Badl plel*
10 —— | = e EE
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4. Class Assignments / Grade Plans

This to help Faculty members in creating Class Assignments (Grading Plan) in ERP Campus
Management system. Assignment categories are high-level groupings of assignments that an
instructor might track (for example, homework, attendance, quizzes, presentations, midterm, final,

and so on).

4.1 Create Class Assignments in ERP

Step 1: Main Menu >> Self Services >> Faculty center >> My Schedule

ORACLE  STmmmmmmmmmeeeeeeeee

Favorites | Main Menu > Self Service : Faculty Center > My Schedule
- - - -

[ Faculty Center \I( Advisor Center 1( Search 1( Learning Management 1

| my schedule || class roster || grade roster ” gradebook || clazs assignments |

Faculty Center

My Schedule

Fall 2020 I IBA Karachi Wiew Personal Data Summary
My Exam Schadule

Select display option: (@ Show All Classes (") Show Enrolled Classes Only

Icon Legend: f?f] Class Roster I_Eq_%l Grade Roster n%,_'_ﬂ Gradebook @ Assignments @ Learning Management

My Teaching Schedule > Fall 2020 > IBA Karachi

¥
\ﬁe-.—.-AIIll ﬁ En;nm

Class Class Title Enrolled Days & Times Room Class Dates
s B = Em DIGITAL MARKETING 51 Sa 4:00PM - 5:158M CEMINAR Sep 15, 2020-
(2514) (Lecture) ROOM4 Dec 26, 2020

When you click on Class Assignment icon the window will be shown like this: (See below SS)
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qFavnrites Main Menu > Self Service > Faculty Center > My Schedule > Assignments

[ Faculty Center ][ Advisor Center ][ Search ][ Learning Management ]

| my schedule ” class roster ” grade roster ” gradebook ” class assignments |

Class Assignments

Fall 2020 | Regular Academic Session | IBA Karachi | Undergraduate

= MKT 460 - change class

DIGITAL MARKETING (Lecture]

Days and Times Room Instructor Dates

Sa 4:00PM-5:15PM 09/15/2020 -
12/26/2020

Sa 5:30PM-6:45PM 09/15/2020 -
12/26/2020

Category Weight  Grading Scale

copy assignments |

Find | View All First 10f 1 B act

&=l
Assignment Category: Q
*Description: 1 *Short Description:
Required by Institution

Required

Begin Date:
Due Date: 12/26/2020 |[5]
Extended Due Date:

Assessed Maximum Points:

Include for Mid Term Grade
Import Class Component Grades Weight in Points:

Estimated Grading Date:
[ Allow Students to View Grades s

MNotes:

ORACLE e —

Save

In Class Assignments tab, select Assignment Categories (click on magnifying glass)
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Look Up Assignment Category

Stgnment Category: | begins with ~ ||

Description:

begins with |

| Look Up || Clear | | Cancel |BasicLookun

Search Results

Assignment Category |Desci n

AB SPEECH
ARTICLE
ASSIGNMENT
ATTEMDANCE

Autobiographical Speech
Article

Home Assignment
ATTENDAMNCE

CAMERA
CASESTUDY
CLASS PART
CLASSPARTI
CLASSWORK
COMPANY FD
COMPREVIVA

COMPRE EXM

COMTHEOQORY
COORDINATE
ce

CUST WGHT
DATAANALYS
ESSAY
ESSAY1
ESSAY2
ESSAY3
EXAM1
EXAM2

Speaking For The Camera
Case Study

Class Participation

Class Participation
Classwork

Company Feedback
Comprehensive Viva
Comprehensive Exam
Comprehensive Theory
EYP coordinator

Class Participation
Customer Weightage (ELF)
Data Analysis

ESSAY

ESSAY1

ESSAY2

ESSAY3

1st term exam

2nd Term Exam

« I
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Favorites = Main Menu > Self Service » Faculty Center > My Schedule » Assignments

J Faculty Center || Advisor Center || Search || Learning Management |

| my schedule ” class roster || grade roster || gradebook || clazs assignments |

Class Assignments

Fall 2020 | Regular Academic Session | IBA Karachi | Undergraduate

< MKT 466 - 2 (7514) change class I

DIGITAL MARKET 1w Lecture)

Days and Times Room Instructor Dates

Sa 4:00PM-5:15PM cThmrrT T E Tt T 09/15/2020 -
12/26/2020

Sa 5:20PM-6:45PM i 09/15/2020 -
12/26/2020

Go to:  Class Assignments Category Weight Grading Scale

copy assignments I

Find | View All First B 1 o

*Assignment Category

cP Q Class Participation
|C|ass Participation *Short Description: Class Part

Required by Institution

Required

*Description:

Begin Date:
) _— 20 Ii
Assessed Maximum Points: Due Date: 12/26/2020 E;J
Include for Mid Term Grade
Extended Due Date:
o 20
Import Class Component Grades Weight in Points:

Estimated Grading Date:
Allow Students to View Grades g

Notes:

1. Select Assignment Category, enter Description and short Description.
2. Enter Maximum Points and weight in Points. (weightage is a percentage of max points)

Select Category Weight tab and enter the weightage of each category which you have entered as
Assignment category.
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CRACLE T aaaaa——

Favg'ﬁtes MainvMenu = Self Sgrv[ce > FacultvvCenter » My Schedule > Assignments

[ Faculty Center ][ Advisor Center W Search ]( Learning Management ]

| my schedule || class roster || grade roster ” gradebook ” clags assignments |

Class Assignments

Fall 2020 | Regular Academic Session | IBA Karachi | Undergraduate

+ MKT 466 - change class I

DIGITAL MARKETING {Lecture)

Days and Times Room Instructor Dates

Sa 4:00FPM-5:15PM 09/15/2020 -
12/26/2020

Sa 5:20PM-5:43PM 09/15/2020 -
12/26/2020

Go to: (Class Assignmeni Category Weight *ad ing_Scale

copy category weight I

*Assignment Category +*Weight

cP ), |Class Participation 20
FINAL EXAM ), |Final Examinatian 80

SavE |

[+]| B

Al

Faculty Center Advisor Center Search Learning Management

My Schedule Class Roster Grade Roster Gradebook Class Assignments

Note: The weight % must be 100%, the system will not allow you to save the categories
without 100%.

4.2 Copy Assignment from one class to another

Step 1: Click on Self Services >> Faculty Center >> click on My Schedule
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Favorites | Main Menu > Self Service » Faculty Center > My Schedule

oo e
f Faculty Center V Advisor Center ]r Search ]r Learning Management ]
| my schedule ” class roster || grade roster ” gradebook || clags assignments |

Faculty Center

My Schedule

Fall 2020 | IBA Karachi change term I Wiew Personal Data Summary

My Exam Schedule

Select display option: (@ Show All Classes ("1 Show Enrolled Classes Only
Icon Legend: ﬁf} Class Roster E_ﬂ Grade Roster ,?lz:_i‘ Gradebook E‘f Assignments @ Learning Management
My Teaching Schedule > Fall 2020 > IBA Karachi
k|
view all |2 | B MM
Class Class Title Enrolled Days & Times Room Class Dates
Eﬁ’] %ﬂ = ECO 453-MM1 International Finance 50 MoWe 1:00PM - 2:15PM Event Hall Sep 15, 2020-
(2883} {Lectura} Dec 26, 2020
.‘ﬁ’] ElE C2 453-MM2 International Finance 50 MoWe 1:000M - 2:15PM Event Hall Sep 15, 2020-
2684) (Lecture} (Mega) Dac 28, 2020

Go to top

New window will be shown
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e 1S L
[ Faculty Center 1( Advisor Center \"’ Search \I( Learning Management \I
| my schedule ” class roster || grade roster || gradebook || class assignments |

Class Assignments

Fall 2020 | Regular Academic Session | IBA Karachi | Undergraduate

= ECO 459 - MM1 (25331 change class I

International Finance (Lecture)

Days and Times Room Instructor Dates
MoWe 1:00PM-2:15PM Ewent Hall 09/15/2020 -
12/26/2020

Go to: (Class Assignments Category Weight Grading_Scale

copy assignments I
Find | View All First K 1of1 | Last
=]
*Assignme
*Descriptio *#*Short Description:
Required D
Required Begin Date:
Assessad Maximum Points: Due Data: 12/26/2020 @
Include for Mid Term Grade
. B : Extended Due Date:
Import Class Component Grades Weight in Points:
Estimated Grading Date:
Allow Students to View Grades g
Notes:
P

SavE |

The below window will be shown
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e TR e ™l

]( Search ]( Learning Management ]

f Faculty Center W( Advisor Center
” clazs assignments |

” class roster ” grade roster || gradebook

| my schedule

Class Assignments

Enter Search Criteria

Search for Classes

v

Institution | 18A Karachi

Term [ Fall 2020 w |

Select at least 2 search criteria. Select Search to view your search results,

= Class Search

Subject | |
Course Number [ is exactly W | |
Course Career | Undergraduate - |

I:I Show Open Classes Only
I:I Open Entry/Exit Classes Only

[* Additional Search Criteria

Return to Class Assignments CLEAR SEARCH

Faculty Center Advisor Center Search Learning Management

My Schedule Class Roster Grade Roster Gradebook Class Assignments

Click on Additional Search Criteria and enter the search parameters to filter the

result.
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f Faculty Center W Advizor Center W Search W Learning Management

| my =chedule || class roster || grade roster ” gradebook || clazs assignments

Class Assignments

Enter Search Criteria

Search for Classes

Institution | 1BA Karachi w |

ITerm Fall 2020 v I

Select at least 2 search critena. Select Search to view your search results,

¥ Class Search

Subject | Economics e |
Course Number | iz exactly W | |45'El'
Course Career | Undergraduate W |

I D Show Open Classes Only I

L) Open Entry/Exit Classes Only

% Additional Search Criteria

Meeting Start Time | greater than or equal to w | |
Meeting End Time | lezs than or equal to Vl |
Days of Week | include only these days W |

[] Wed DThursDFri DSat [:]Sun
I Class Nbr 268417

Course Keyword | 7

Minimum Units | greater than or egual to e | |
Maximum Units | lazs than or equal to v| |
Course Component | w |

Session | w |

Mode of Instruction | w |

Campus | w |

Location | w |

Return to Class Assignments CLEAR CzaroH
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Search Parameters:

Term: Fall 2020 (enter the Term from which you want to copy)

Select Subject: Economics

Course Nbr: 459

Uncheck “Show Open Classes only”

Class Nbr: 2684 (enter the class from which you want to copy your assignments)

Click on search button

After search, you will find the below screen:

[ Faculty Center W Advisor Center \If Search \If Learning Management ]
| my schedule || class roster || grade roster || gradebook || class assignments |

Class Assignments

Search Results

1BA Karachi | Fall 2020

The following classes match your search criteria Course Subject: Economics, Course Number is exactly
'45%9', Course Carzer: Undergraduate, Show Cpen Classes Only: No, Class Nbr: '2684'

.Cper W closed A wait List

Eeturn to Class Assignments Mew SEARCH | MooiFy SEARCH |

1 class section(s) found

¥ ECO 459 - International Finance

CIasslSedion |Days B Times |Rnnm |In5tructor |Heeting Dates |Stat|.|s | |
2684 MM2-LEC MoWe 1:00PM - Event Hall {Me 09/15/2020 - O select
Regular 2:15PM 12/26/2020 4'
Return to Class Assignments NEW SEARCH MoDIFY SEARCH |

Faculty Center Advisor Center Search Learning Management

My Schedule  Class Roster Grade Roster Gradebook Clazs Assignments

Click on select button to copy
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4.3. Copy Category weightage:

Click on second tab that is “Category Weight”.

f Faculty Center V Advisor Center WI’ Search ][ Learning Management ]
| my schedule ” class roster || grade roster ” gradebook || clags assignments |

Class Assignments

Fall 2020 | Regular Academic Session | IBA Karachi | Undergraduate

- ECO 459 - MM1 (2533] change class |

Intarnational Finance (Lecture)

Days and Times Room Instructor Dates
MaoWe 1:00PM-2:15PM Event Hall Dr. Iifan Ch 09/15/2020 -
12/26/2020

Go to:  Class Assignments Category Weight Grading Scale

I copy category weight I I

*Assignment Category *Weight %o

| BE

Faculty Center Advisor Center Search

Learning Management

My Schedule Class Roster Grade Roster Gradebook Class Assignments

And Search through the same parameters:
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Category Weights

Enter Search Criteria

Search for Clagses
Institution | 184 Karachi v |

ITerm Fall 2020 e

Select at least 2 search critena. Select Search to view your search results,

=¥ Class Search

Subject | Economics b |
Course Number | contains b | |459
Course Career | b |

D Show Open Classes Only
D Open Entry/Exit Classes Only

= Additional Search Criteria

Meeting Start Time | greater than or equal to w | |
Meeting End Time | lezs than or equal to Vl |
Days of Week | include only these days hd |
D Mon DTHES D Wed DThurs D Fri D Sat |:| Sun
I:Iass Nbr | 2684 (7 I
Course Keyword | 7
Minimum Units | greater than or equal to w | |
Maximum Units | less than ar equal to Vl |
Course Component | w |
Session | Regular Academic Session e |
Mode of Instruction | L |
Campus | w |
Location | w |
Feturn to Category Weights CLEAR SEARCH

Click on Search, you will find the same screen
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Advisor Center W Search

[ e |

W Learning Management ]

| my schedule ” class roster ” grade roster ||

Category Weights

gradebook

|| clazs assignments |

Search Results

IBA Karachi | Fall 2020

.Dper Bl Closed

Feturn to Category Weights

NEW SEARCH |

The follewing classes match your search criteria Course Subject: Economics, Course Number contains
'459', Course Career: Undergraduate, Show Cpen Classes Only: No, Class Nbr: '2684°

A wait List

MooiFy SEARCH

1 class section(s) found

¥ ECD 459 - International Finance

Class |Section |Day5 & Times |Rnnm |In5lrudnr

|Heeting Dates

|status | |

2684 MMI-LEC
Fegular

MoWe 1:00PM -
2:15PM

Event Hall {Maga} Dr. Iifan Ch

Return to Category Weights MeEwW SEARCH

09/15/2020 -
12/26/2020

MooIFY SEARCH

O select |

Faculty Center Advisor Center Search Learning Management

My Schedule Class Roster Grade Roster Gradebook Class Aszignments

Click on save.
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5. Grade Book

The Grade Book menu helps Faculty members in Posting Students’ Grades in ERP Campus Management
system. To access gradebook and enter marks, you will have to generate an authentication code that will
be sent to your email address. On entering the correct authentication code, you will be able to access your

Gradebook and Post Students’ Grades.

5.1. Steps to Follow

Following are the steps which can be followed to access Gradebook and Post Students Grades.

5.1.1.  Accessing Gradebook

Access the Gradebook through Faculty Center. You may either use below given navigation to
access your Gradebook tab or you may access My Schedule tab and then select Gradebook of a
specific class as shown in the image below.

Main Menu >> Self Service >> Faculty Center >> My Schedule

Favorites MainvMenu
Search Menu:
: 5]
(2 Client Attendance Tracking »
{3 Instructor Evaluation »
The menu [ Task Management » n Main Menu to
get starteg (1 Self Service 7
Highlight: (3 Campus Community LJ Faculty Objective KPI %
3 Records and Enrollment =~ &3 Faculty Units Claimed b
Recently 3 Curriculum Management = (2 Campus Personal Information »
under the — 3 21 Involvement »
the top le (1 Set Up SACR = Involvemien
(2 Reporting Tools ‘—l Faculty Center =
~) PpeopleTool (3 Advisor Center - -
EI SORBI00I 3 Search My Schedule
|£] Change My Password = - -
[E] My Personalizations [E) Leaming Management Sys |= Class Roster
Breadcrumres e [£] Community Directory Sear U Grade Roster
navigation path and give you access sme——ee 5] Gradeboolkl
to the contents of subfolders. —1 35 Assignmen@

27 |Page



(N =¥-N |nstitute of
NVl Business Administration
A Karachi

Leadership and Ideas for Tomorrow

Favorites  Main Menu > Self Service > Faculty Center > My Schedule
- - - ~
f Faculty Center 1( Advisor Center ]f Search \"' Learning Management ]
| my schedule Il class roster Il grade roster || gradebook |[ class assignments |
Faculty Center
My Schedule
Spring 2020 | IBA Karachi change term l View Personal Data Summary
My Exam Schedule
Select display option: (@) Show All Classes (_) Show Enrolled Classes Only
Icon Legend: ‘ﬁ'l Class Roster Eﬁ] Grade Roster .E Gradebook @ Assignments g Learning Management
My Teaching Schedule > Spring 2020 > IBA Karachi
» -
view ail | 2 | B M. H
Class Class Title Enrolled Days & Times Room Class Dates
ﬂ‘ﬂ @ [§ MGT 211-MM3 BUSINESS 37 TuTh 8:30AM - 9:45AM CLASS Jan 15, 2020~
(2028) COMMUNICATION ROOM12 May 4, 2020

5.1.2. Generating Authentication Code

Once you will click the Gradebook tab or the Gradebook icon, you will be able to see the Generate
Pin Code button as shown in the image below.

ORACLE  —

!Favg'ﬁtes : MainvMenu > Self Sgn/ice > FacultyvCenter > Gradebook

Please enter the verification code for accessing Gradebook

Verification Code
Generate Pin Code | rv;ﬁw |

1

Clicking this button will generate the authentication code that you will have to enter to access
Gradebook. You will receive an email containing the authentication code as shown in the image
below.

»

GradeBook - Access Verification Code

cms-noreply@iba.edu.pk 5 Replyall [v

»

Please enter the following Verification Code for GradeBook Access : T7I7F6Ew
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5.1.3.  Entering Authentication Code to Access Gradebook

Once you have received the email, Now enter the received code in the text field and click the
verify button to access the Gradebook as shown in the image below.

ORACLE N |

gFavovrites MainvMenu > Self Svervice > FacultyvCenter > Gradebook

Please enter the verification code for accessing Gradebook
Verification Code [T7I7F6Ew| |

Generate Pin Code | Verify |

o

Note: Authentication Code will be valid for current session only. On every Login, you will have

to generate a new Authentication code.

After clicking Verify button, you will be able to access the Gradebook to enter students’” marks.

Faculty Center r Avisor Center ” Search “ Learning Manadperment ]

my schedule || class roster | grade roster gradebook ” class assipunents |
Gradebook
= CSE 567 - change class

REQUIREMENTS ENGINEERING (Lecture)

Days and Times Raoom Instructor Dates

TRA TEA I 01/15/2020 -

0S/04/2020

Go to: Class Gradebook Grade by Assignment Cumulative Grades Requirement Designation  Impert Component Grades

eHport

* Show Active Students Only

Select check box next to the grade field to exclude assignment from cumulative grade calculation.

Name o MID TERM Presentat| Fimal Exam

O e

Hote Hote Hote

Hote Hote Hote

Hote Hote Hote

Assignment Average: 25.33 16.67

RerresH Sawe I

Faculty Center Advisor Center Search Learning Management

My Schedul Class Roster Grade Roster Gradebook Class Assignments
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5.1.4. Posting Grades

Once you have finished entering your marks now you will need to click Cumulative Grades link
and then select Grade Roster as Final and as shown in the images below.

¥ SSC 240 - SS-6 (2296) change class

(Lecture)
Days and Times Room Instructor Dates
FrSa 9:004M-11:00AM TBA 01/15/2020 -

05/04/2020

Go to: Class Gradebook Grade by Assi mdmmgnx_ngﬂqnomn Import Component Grades

¥ Show Active Students Only

export_|

Select check box next to the grade field to exclude assignment from cumulative grade cakulation,

Name 10 Final

AT £FEm 60.00
Note

ST, JE5 60.00
hote

Click the lookup icon to select the grade roster.

Spring 2020 | Regular Academic Session | IBA Karachi | Undergraduate
¥ SSC 240 - 86=6 (=®) change class
(Lecture)
Days and Times Room Instructor Dates
FrSa 9:00AM-11:00AM TBA 01/15/2020 -

05/04/2020

Go to: Class Gradebook Grade by Assignment Cumulative Grades Requirement Designation Import Component Grades

Select Grade Roster: update

Grading Status:

Name D Final Mid Term Grade / Override Overall Grade / Override
ARG S 60.00 60.00 P Note
e N ARE RS 60.00 60.00 P Note
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Now select the option Final Grade as shown in the screenshot below.

Look Up Select Grade Roster

Term:

Class Hhbr:

Grade Roster Type Sequence Nbhr: = v ‘
Grade Roster: [= v

Description: begins with ‘

Grading Status: ‘2 v ‘

Look Up | Clear | Cancel | Basic Lookup

Search Results
[Wiew 100 First 10f1 Last

Grade Roster Type Sequence Nbr |Grade Roster [Description [Grading Status
1

Final Grade Input

Once you have select the Grade Roster (i.e. Final Grade), now press the update button.

T
Fiowity C by i etimior Cawdey : _!l | & e M e
i whenarpsier || g e ek Chh b——r
Gradebask
W BEC 240 - B8 -b (3004) ahaage dliii |
FE SO ERCTIASE LS {Lachurn)
Braps and Tess s Baare FNTUNT IS [SCCE
P ® Ay Cdam T w BTN -
PLBLTRN
i T e e L R e [ T ST R e [T A—
Nerbril Grade Baaser TR it st _wwdare |
Lrpdieg ety e
e g e P s Find ¥ ('
— e wom o F Tt
T e = 0o (T ] B
e
= |

Pressing update button will update your Grade Roster and now you will have to post these Final

Grades.
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To post students final grades click on Grade Roster tab from the top menu bar.

‘Favgmes Mam'Mem > SeVS_emoe > Famky'm > My Schedule
Facuty Center || A T if Tearch | Learning Management |
my schecule || class roster grade roster | gradebook | class assignments |
Faculty Center
My Schedule
Spring 2020 | 1BA Karachi __ change term_ | Vign Persoanl Data Sumenary
My Exam Schedie
Select display option: # Show All Classes Show Enrolled Classes Only
B8 cuea moter [ Graca s A = 8.
e = ™ ™ ™"

Now select Approval Status as Approved and press the Save button as shown in the image
below.

W BE0 40 - 856 (D chamge class I
PERSOMAL EFFECTIVENESS [Lastura)
Days amd Times Boam Instructar Dates
Froa 0:00AM-11:00AM TEA [ = 011572020 «
N ) 050472020
Dasplay Dptions; Grade Roster Action:
*Grade Roster Type  Fnel Grade v I " Appraval Status Approved v aave I
" pisplay Unassigned Boster Grade Only
ifficial |Grading 1
lGrads I-““ Program and Plam Lowel
8BS - Socsl Soanes & -
il BS - Social Soences hamine
B - Socsl Soences & -
i 85 - Socal Scances o s

Now press the Post button at the bottom of the grade roster page.

Select all  Clear all

Printer Friendly Wersion

notify selected students notify all students

fave

Faculty Center Advisor Center Search Learning Management
My Schedule

Class Roster Grade Roster Gradebook Class Assignments

32|Page



(N =¥-N |nstitute of
NVl Business Administration
A Karachi

Leadership and Ideas for Tomorrow

On Clicking Post button, you will again see the following screen to generate the authentication
code. Now click Generate Pin Code button as shown in the image below.

OrACLEe  —

Favorites | Main Menu > Self Service > Faculty Center > Gradebook

Please enter the verification code for Posting Grades

Verification Codel 1

Generate P Coce | | very |

i

Clicking this button will generate the authentication code that you will have to enter to Post the
Grades. You will receive an email containing the authentication code as shown in the image
below.

GradeRoster - Access Verification Code

@ cms-noreply@iba.edu.pk ® 9 Replyall |v
Today, 4:31 PM

»

Please enter the following Verification Code for GradeRoster Post Access : xzr8QXJT

Once you have received the email, Now enter the received code in the text field and click the
verify button to Post the students’ Grades as shown in the image below.

OrACLE

favo'rites Mam_Menu > Self S_eMce > Faculty'Cm:et > Gradebook

Please enter the verification code for Posting Grades
Verification Code | x2r8QUT |

Generate Pin Code |  Ven

-~
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After clicking Verify button, Students’ Grades will be Posted.

Oisplay Options Grade Roster Action

*Grade Roster Type  Finsl Grade v *Approval Status Aporoved v Posted

Display Unassigned Roster Grade Only

¥ . AN
Al &

|lo-lrr Officral Forading

. 4 y " L Program and Plan Level Status
In |

- e e i
3 £S5 - Sonal Soences b

s '8 5 ) N o be
s N ’ \ Pt 85 - Sons Soences Jureor Posted
€.c <
2140 | AR RN (P p 20 S = SeC SCON0 & freshman  [Posted

B8S - Sonal Soences

The above screen shows student official / final grades have been posted and freeze.

Note: Authentication Code to Access Gradebook will not work for Posting Grades and vice
versa. Separate codes will be generated for Gradebook and Grade Posting.

Once the grades are posted, you will not be able to change them. In case a change is required,
you can send a change request email to the concerned Dean Office/Controller Examination.
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5.2. Generate Grade Report

You can fetch Final Report by following Navigation:

Main Menu >> Reporting Tools >> Bl Publisher >> Query Report Viewer

oracLe U

Favgrites Maln'Menu

Is.an:h Menu: | @
)
3 Instructor Evaluation ’
(23 Self Service »
Themenu: ~ campus Community » N
Main Men ;
(23 Curriculum Management 4
Highlights [ Set Up SACR ’
| Reporting Tools |
Recently O Reporting
(23 PeopleTools (1 BI Publisher
SO ™ Query Report Viewer
menu, loc [ ] Change My Password || Report Manager
[] My Personalizations l . R P
______ [] BIP Report Search

Enter the Report Name: GRAD_REPORT

oracLe U

Favorites  Main Menu > Reporting Tools > BI Publisher > Query Report Viewer

Query Report Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search by: |Report Name v|  begins with ERAD REPORT '

I Advanced Search
Search Results Show Template Prompts

Report Dtﬂlition Personalize | Find | Vic

R_eponrlihme iption 'Data Source ID
GRAD_REPORT  Gradebook Report CSX_GRAD_REPORT PDF v |N View Report
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Enter Your Class Number and click OK to generate the report:

Institution:

Career (% All):

Term:

Acad Prog (% All): |% Q
Class Nbr: %

[ ok l[Can;el|

« I

Institute of
NVl Business Administration
Karacn
Leadership and Idea for Tomorrow
FINAL GRADE REGISTER REPORT
[ Teacher | Course | Term Career | Cam Section | Class Nbr Status
[ I I Department of Marketing Spring 2020 ALL MAIN MM Posted

' — w| w|w . "
Kl =y — o] »|® » .
s - . | 2| 2|« . "
<] - ©| w|w . "
-q--. e e[ v "
. ™ ©| w|w " "
i - ©| w|w . "
B - | w|w 3 "
_|' - ——  w© | | L »
B - w| o . -
n- [err— w| 0| . "
Po—
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6. Contact us for Support

If you face any difficulty, drop us an email at erp _helpdesk@iba.edu.pk along with your Class

Number(s).

You can also contact following staff members:

Name of Resource Email Contact #
Ms. Agsa Altaf agsahussain@iba.edu.pk 0335-3901006
Mr. Usman Khurshid ukhursheed@iba.edu.pk 0323-2723401
Mr. Zeeshan Bilal zabilal@iba.edu.pk 0336-2021834
Ms. Asma Haider (Team Lead) amshah@iba.edu.pk 0333-3323342
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