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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

Academic Institution:

ORACLE’

|Favorites | Main Menu > Self Service > Search > 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

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

Course Offering Nbr: | =

L LLL

Search Clear | Basic Search fg) Save Search Criteria

Home | Workist | AddtoFavortes | Signout

New Window

~ Search Criteria
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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

Academic Institution: | pegins with [v || Q
Term: (vegis wih [v] 315 Q
Subject Area:  begins with [ v | Q
Catalog Nbr:  begins with [ v |

Campus:  begins with [ v | Q
Session: = [v] | [v]
Class Nbr: (= ¥ |

Class Section: | begins with [v] |

Description: |begins with [v| |

Course ID: ' begins with [v]| Q
Course Offering Nbr: | - v | Q

[lcase Sensitive

Searctl4- Clear IBasic Search 8 Save Search Criteria
7/
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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)

Flass 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: | pegins with [v ] | Q
Term: | begins with [v][1313 X
Subject Area:  begins with [v] | Q
Catalog Nbr:  begins with [v/] |

Campus: | begins with [v] | Q
Session: B vl | [v]
Class Nbr: = v |

Class Section: begins with [v] |

Description: ‘Degins with [v| |

Course ID: begins with E I Q
Course Offering Nbr: | - v | Q

[Jcase Sensitive

Search | Clear IBasic Search 8 Save Search Criteria

Search Results
First n 14 of 4 n Last

Academic Institution
1BA

{aa)
| >
%
|w
-
(#8]
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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: Sessi Regular Academic Session
Subject / Catalog#: Institution:  |BA Karachi
Class Nbr: Instructor:
Class Section:

Generate\‘\\’ I¥ Populate from Student Enroll Attend Dom2r2013

=. From Date: I—
Fe Class Mtg AttendanceAttendance Toln1/17/2014 5

Report Manager Date:
@ Create Attendance © Update Attendance/All Stud © Update Attend fActive Only

I” Freeze Attendance Roster

& save | SReturnto Search | *Previous in List | +*ElNextin List | [=] Notify | “URefresh
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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:  |BA Karachi

Class Nbr: Instructor:

Class Section:

Generate | Populate from Student Enroll Attendance From Date:  99/02/2013 [3
v . e}
Report Manager Generate Class Mtg Attendance Attendance To Date: [61,17,2014 B

() Create Attendance (® update Attendance/All Students () update Attendance/Active Only
[IFreeze Attendance Roster

Student Attendance Roster Customize | Find | View 2 First Bl 150140 O Last

T
1| create |[ Print || view | 1| Class Meeting 3|E09/02/2013 () |2:00Pm |3:15P0 || 751 O =
2| create || Print || view | 2|[ Class Meeting E]i{oglouzms ) [200Pn|35PM | 75| O =
3| create || Print || view | 3| Class Meeting Eji[csloelzms 5 [200Pn|3:asPM || 751 O =
4| create || Print || view | 4|[Class Meeting Ei§09/11/2013 i) [200Pn|35PM | 75| O =
5| create || Print || view | 5| Class Meeting 72]'{09/15/2013 5 [2:00Pn|3:a5PM | 75| O =

B save | QReturntosearch | tElPreviousin List | +ElNextin List | Elnotity | @ Refresh
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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:  |BA Karachi

Class Nbr: Instructor:

Class Section:

PR Populate from Student Enroll Attendance From Date: 09/02/2013 [3)
¥ Generate Class Mtg e e To Date: 01/17/2014 [3)

Report Manager

O Create Attendance (® update Attendance/All Students () update Attendance/Active Only
[JFreeze Attendance Roster

Student Attendance Roster

Override |Attendance Marking

1| _Create || Print || viewyd 1| Class Meeting  [v]|09/02/2013 5y |200Pm |3:15PM | 78] O =
2| create || Print || view N\ § 2| Class Meeting  [v][09/04:2013 57 |2:00Pn [[3:15PM || 75| O =
3| create |[ Print || view | 3| Class Meeting [v]|bor9r2013 5y [2:00Pm  |3:15PM || 75| O =
4| create || Print || view | 4| Class Meeting  [v][oor11/2013 5y |2:00Pm  [3:15PM || 75| O =
5| create |[ Print || view | 5[ Class Meeting  [v][09r16/2013 5 |2:00Pm  [3:15PM || 75| O =
6| create |[ Print || view | 6 Class Meeting  [v][09r18/2013 5y |2:00Pm  [3:15Pm | 75| O =
7| create || Print || view | 7| Class Meeting  [v][09/23/2013 5 |2:00Pn  |[3:15PM || 75| O =
8| create |[ Print || view | 8| Class Meeting  [v][09/25/2013 57 |2:00Pn  |[3:15PM || 75| O =
9| create || Print || view | 9| Class Meeting  [v][09/30/2013 5y |2:00P  [3:15PM || 75| O =
10| cCreate || Print || view | 10 Class Meeting  [v][[10/02:2013 57 .00k |3:15PM || 75| O =
11| create || Print || view | 11| Class Meeting  [v][[10/07/2013 5y [2:00P1 |3:15PM || 75| O =
12| Create || Print || view | 12| Class Meeting  [v][[10/00/2013 5 [2:00P1  |3:15PM || 78] O =
13| create || Print || view | 13 Class Meeting  [v][[1014/2013 5 [2:00P  |3:15PM || 75| O =
14| create || Print || view | 14 Class Meeting  [v][[1016/2013 5 [2:00P  |3:15Pm || 751 O E
15| create || Print || view | 15( Class Meeting  [v][[10:21/2013 5y [2:00P|3:15PM || 75| O =
16| Create || Print |[ View | 16 Class Meeting  [v][[10/232013 5 [2:00Pi |3:15PM || 75| O =
17| create || Print || view | 17| Class Meeting __[v]|[10/28/2013 |5y |2:00Pi__|3:15P0_|| 75l 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: Meeting Attendance Date:  09/02/2013

[] Attendance Template Freeze

Student Attendance Roster Customize | Find | View ¢ 2| B8 rirst Bl 450741 I Last

Attendance
Date

*Student D Name *Academic Career Present Reason FromTime *To Time

1 Q [ - Undergrad ‘v| [2:00Pw |3:15Pm || 75 |09/02/2013 =
[ 2| ? Undergrad [v] [2:00Pn " [3:15Pm || 75 |09/02/2013 =
B ;n—-—- ~ |Undergrad ' 'v| [2:00Pm |3:15Pm | 75 |09/02/2013 {=)
G| E_ Undergrad [v] [2:00Pm  |3:15PM | 75 (09/02/2013 =]
= ; - - Undergrad Iv| |2:00P [3:15PM ||| 75 |09/02/2013 =]
Save andReturn | Cancel |
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Step 8: If you can’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

Course ID: Term: Fall 2013

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

Class Nbr: Instructor:

Class Section:

Y/ Populate from Student Enroll Attendance From Date:  09/02/2013 5§

¥ Generate Class Mtg Attendance Attendance To Date: 011712014 5

General

7.
Report Manager

O create AnendM O update Attendance/All Students
[[Ifreeze Attendance Roster

First n 1-40 of 40 u Last

Student Attendance Roster

SAtten ST .ce

Date Override

Attendance Marking

1| create || Print || view | 1|[Class Meeting  [v][09/02/2013 57|22 78] O =
2| create || Prnt || view | 2|| Class Meeting 3'109’04/2013 9 |200Pn|3:15PM || 751 O =
3| create || Print || view | 3| Class Meeting E]I[oglog/zms B [200Pm3asPa || 78] O =
4| create |[ Print |[ view | 4|/ Class Meeting _T_]|109/11/2013 ) [200Pm 3:15PM || 75| O =
5| create || Prnt || view | 5| Class Meeting ]i[ognsmma ) [200Pm 3:1sPM || 5] O =
6| create || Print || view | 6| Class Meeting E]I\ognsfzma ) [200Pm 3:asPm || 75| O =
7| create || Prnt || view | 7| Class Meeting 3]\09/23/2013 ) [2:00Pm3:asPa || 75| O =
8| create || Print || view | 8|/ Class Meeting zjlﬁ[zsmow i) [2:00Pm3asPa || 75| O =
9 create || Print || view | 9| Class Meeting z]iiogmorzow [ [2:00Pm [3:asPM || 75| O =
10| create || Print |[ view | 10{| Class Meeting E]iho;omms i) [2:00Pm 3:asPM || 75| O =
11| create || Print || view | 11 Class Meeting E]lhom/zon B [2:00Pm|3:a5PM || 75| O =
12| create || Print || view | 12 Class Meeting 3]\10/09:2013 ) [200P3:asPa || 75| O =
13| create || Print || view | 13|| Class Meeting EI[10/14/2013 ) [200Pm3asPa || 8] O =
14| create || print |[ view | 14 Class Meeting __v_]i\10/1e/2013 () [2:00Pm 3:15Pm | = O =
15| cCreate || Print |[ view | 15|| Class Meeting _T_]i110121/2013 ) [2:00Pm3:15PM || 5| O =
16| Create || Print || view | 16| Class Meeting z]lﬁvofz?s}i&%ﬁ@ Rooru [Easem | 78| O =
17]Create [[ Print [[  view | 17| Class Meeting Emi@iéﬁﬁié’ [sg)2:00em_[|zasem | 7s] 0 |L] =]
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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 > BI
Publisher > Query Report Viewer > Type the name of the Report “IBA_ATT_ALL” and press the
enter.as shown in the image below)

ORACLE T

*Favclﬁtes : MainvMenu > Repong 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 I Advanced Search

Search Results Show Template Prompts
Report Definition - o A 20 BH + R
Personaize l FL_\d I iew All l I b First 1of1 Last

OVER ALL ATTANDENCE PDF v
IBAATTALL  peodos IBAATTNDNCE_ALL ~ |PDF v |N

(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: 2213
Class Number: As per the course allocation given by the Program Office

Type: Class Meeting (Lecture / Lab)

IBA_ATTNDNCE_ALL

Institution: [ |
Term: Q

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

Overall Attendance Report

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

. HHHHHHHBHEHHEBHEEH B EHEHEH B
o el d B [ .
2 —_— -- i,

3 vm ed Baadll K

4 | NSt .-

] e end andll

2] o s e

7 — — - e

8 — .- e

» e wed el I

10 e il i )
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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

Favgn’tes MainvMenu > Self Sgrvice > Facultyv Center > My Schedule

[ Faculty Center ][ Advisor Center ][ Search T( Learning Management ]
|

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

Faculty Center

My Schedule
Fall 2020 | IBA Karachi View Personal Data Summary
My Exam Schedule
Select display option: (@ Show All Classes (O) Show Enrolled Classes Only
Icon Legend f{’f} Class Roster Eﬂ Grade Roster ,@ Gradebook @ Assignments @ Learning Management
My Teaching Schedule > Fall 2020 > IBA Karachi
»
View All | @ | EE E 1of1 m
Class Class Title Enrolled Days & Times Room Class Dates
i B 5 I g IMKT 466-2  DIGITAL MARKETING 51 Sa 4:00PM - 5:15PM SEMINAR 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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ORACLE’

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

( Faculty Center }f Advisor Center ]( Search ]( Learning Management ]

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

Class Assignments

Fall 2020 | Regular Academic

on | IBA Karachi | Undergraduate

¥ MKT 466 - change class I

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

e

copy assignments I
Find | View All First B 1 of 1 BN 1ast

B
Assignment Category: Q
*Description: L *Short Description:

Required by Institution
Detaits ________________[roints [ Dates & Duration

Required

Begin Date:

Assessed Maximum Points: BEDsies 12/26/2020 @

Include for Mid Term Grade
= = " Extended Due Date:
Import Class Component Grades Weight in Points:
Estimated Grading Date:
Allow Students to View Grades stimated erading Dete

Notes:

Save |

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

gnment Category: | begins with v ||

Description: begins with v ||

| ookup || clear | | cancel | Basic Lookup

Search Results

Case Study.

Class Participation
Class Participation
Classwork
Company Feedback

Comprehensive Exam
COMTHEORY Comprehensive Theory,
COORDINATE EYP coordinator
cpP Class Participation
CUST WGHT Customer Weightage (ELP)
Data Analysis
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Favovn'tes MainvMenu > Self Svervice > Faculty; Center > My Schedule > Assignments
] Faculty Center ” Advisor Center “ Search ” Learning Management I

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

Class Assignments

Fall 2020 | Regular Academic Session | IBA Karachi | Undergraduate

¥ MKT 466 - 2 (72514) change class I

DIGITAL MARKET11vw (Lecture)

Days and Times Room Instructor Dates

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

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

Go to: Class Assignments Category Weight Grading Scale

copy assignments I

Find | View All First Ly lu. a Last

cP Q Class Participation

*Assignment Category

*Description: IClass Participation *Short Description: |Class Part
Required by Institution
Required Begin Date:
3 & 2 20
Assessed Maximum Points: Pie Bitai 12/26/2020 Eﬂ

Include for Mid Term Grade

Extended Due Date:
T —— 20
Import Class Component Grades Weight in Points:
Esti ted Gradi Date:
Allow Students to View Grades e v oo
Notes:
Z
SAVE |

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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ORACLE i ——
Favorites = Main Menu > Self Service > Faculty Center > My Schedule > Assignments
( Faculty Center 1( Advisor Center W Search W Learning Management ]
| my schedule “ class roster ” grade roster “ gradebook ” class 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 4:00PM-5:15PM 09/15/2020 -
12/26/2020
Sa 5:20PM-6:45PM 09/15/2020 -
12/26/2020
Go to: (Class Assignmeni Category Weight *ading Scale
copy category weight I
*Assignment Category *Weight %
cpP Q_ |Class Participation 20 EI
FINAL EXAM Q_ |Final Examination 80 EI
Save I
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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Favovn'tes MainvMenu > SeIvaervice > Facult:yv Center > My Schedule

P e A
[ Faculty Center ]f Advisor Center ][ Search ][ Learning Management ]
| my schedule ” class roster ” grade roster || gradebook ” class assignments |

Faculty Center

My Schedule

Fall 2020 | IBA Karachi change term I View Personal Data Summary
My Exam Schedule

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

Icon Legend: ifﬁ Class Roster E—ﬁl Grade Roster ,é{'_ﬂ Gradebook @ Assignments @ Learning Management

My Teaching Schedule > Fall 2020 > IBA Karachi

w (4] <
view all | 2 | # M.
Class Class Title Enrolled Days & Times Room Class Dates
ffﬁ fﬂ ,grj [§ ECO 453-MM1 International Finance S0 MoWe 1:00PM - 2:15PM Event Hall Sep 15, 2020-
(2683) (Lecture) Dec 26, 2020
m ‘?ﬁ "Qﬂ CO 453-MM2 International Finance SO MoWe 1:00PM - 2:15PM Event Hall Sep 15, 2020-
2684) (Lecture) (Mega) Dec 26, 2020
Go to top

New window will be shown
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Mo 11fmm Al

[ 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

¥ ECO 459 - MM1 (2683) change class I

International Finance (Lecture)

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

Go to: (Class Assignments Category Weight Grading Scale

- +.

copy |

First [ (] 1of1 n Last

&=

Find | View All

*Short Description:

Required Begin Date:

Assessed Maximum Points: Dia Daties 12/26/2020 @

Include for Mid Term Grade
R ) L Extended Due Date:
Import Class Component Grades Weight in Points:
Estimated Grading Date:
Allow Students to View Grades : i

Notes:

Save |

The below window will be shown
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M 11&mwm Ml
f Faculty Center 1( Advisor Center ]f Search ][ Learning Management ]
| my schedule || class roster || grade roster " gradebook ” class assignments |

Class Assignments

Enter Search Criteria

Search for Classes

Institution | 1B8A Karachi v |

Term [ Fall 2020 v |

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

¥V Class Search

Subject [ v
Course Number [is exactly v] l
Course Career [ undergraduate v |

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

D 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 ]f Advisor Center ]f Search ]f Learning Management
|

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

Class Assignments

Enter Search Criteria

Search for Classes

Institution [ 18A Karachi v

ITerm i Fall 2020 v i I

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

¥ Class Search

Subject | Economics v | |

Course Number ! is exactly v |459
Course Career | Undergraduate v

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

¥ Additional Search Criteria

Meeting Start Time | greater than or equal to v I ’

Meeting End Time | less than or equal to v [

Days of Week | include only these days v |

LiMon [ 1Tuec [ Iwed [ | Thurs [ Fri[_)sat []sun
I Class Nbr [ 2684 (2

Course Keyword I ?

Minimum Units | greater than or equal to v | ’

Maximum Units | less than or equal to v | I

Course Component | v |

Session I v |

Mode of Instruction | v |

Campus l v I

Location I v |

Return to Class Assignments CLEAR SEARCH
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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 assighments)

Click on search button

After search, you will find the below screen:

f Faculty Center ]( Advisor Center ][ Search ]( Learning Management ]
I my schedule || class roster || grade roster || gradebook ” class assignments |

Class Assignments

Search Results

1BA Karachi | Fall 2020

The followiing classes match your search criteria Course Subject: Economics, Course Number is exactly
'459', Course Career: Undergraduate, Show Open Classes Only: No, Class Nbr: '2684'

.Open Clcs_d A'-’.’ant List

Return to Class Assignments New SEarcH | MopoiFy SEARCH I

1 class section(s) found

¥ ECO 459 - International Finance

ClasslSedion [Days & Times IRoom Ilns!rudor IMeeting Dates IStatus l I
2684 MM2-LEC MoWe 1:00PM - Event Hall (Me 09/15/2020 - ] select
Regular 2:15PM 12/26/2020
Return to Class Assignments NEw SEARCH MooiFy SEARCH |

Faculty Center Advisor Center Search Learning Management

My Schedule Class Roster Grade Roster Gradebook Class 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 ][ Advisor Center ][ Search ]( Learning Management ]
I my schedule || class roster || grade roster || gradebook ” class assignments I
Class Assignments
Fall 2020 | Regular Academic Session | IBA Karachi | Undergraduate
¥ ECO 459 - MM1 (2683) change class |
International Finance (Lecture)
Days and Times Room Instructor Dates
MoWe 1:00PM-2:15PM Event Hall Dr. Iifan Oh 09/15/2020 -
12/26/2020
Go to: Class Assignments Category Weight Grading Scale
I copy category weight | I
*Assignment Category *Weight %
I Q| 5]
Save I
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 Classes

Institution I 1BA Karachi v |

ITerm i Fall 2020 v i I

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

¥V Class Search

Subject | Economics v
Course Number | contains v [459
Course Career | v |

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

¥ Additional Search Criteria

Meeting Start Time I greater than or equal to v I [
Meeting End Time | less than or equal to v I
Days of Week I include only these days v |
C] Mon D Tues D Wed [:] Thurs C] Fri D Sat D Sun
I:lass Nbr 2684 7
Course Keyword @
Minimum Units I greater than or equal to v I I
Maximum Units I less than or equal to v I I
Course Component I V]
Session | Regular Academic Session v
Mode of Instruction | v
Campus I v
Location l v I
Return to Category Weights CLEAR SEARCH

Click on Search, you will find the same screen
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[ Faculty Center ][ Advisor Center ][ Search ][ Learning Management ]
| my schedule || class roster ” grade roster ” gradebook ” class assignments |

Category Weights

Search Results

1BA Karachi | Fall 2020

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

.Open .C[osed A'-'.’alt List

Return to Category Weights NEW SEARCH | MopiFYy SEARCH I

1 class section(s) found

¥ ECO 459 - International Finance

CIassISection IDays & Times |Room |lnstmctor |Heeting Dates |Status | |
2684 MM2-LEC MoWe 1:00PM - Event Hall (Mega) Dr. Iifan Oh 09/15/2020 - O select
Regular 2:15PM 12/26/2020
Return to Category Weights NEw SEARCH MopiFy SEARCH |

Faculty Center Advisor Center Search Learning Management

My Schedule Class Roster Grade Roster Gradebook (Class Assignments

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

ORACLE
FaVQﬁtes MainvMenu
Search Menu: @
Top Menu - x4
(3 dlient Attendance Tracking 4
3 Instructor Evaluation >
The menu (3 Task Management » n Main Menu to
get startec "} saif Service
Highlight: 3 Campus Community 3 Faculty Ob?e(ti‘.’it KPI »
3 Records and Enrollment =~ (3 Faculty Units Claimed ¢
Recently £3 Curriculum Management = 3 Campus Personal Information B
under the = 3 Involvement >
the top le. (3 Set Up SACR 2
3 Reporting Tools (3 Faculty Center - —
3 PeopleTools (3 Advisor Center %
[£] change My Password & Search o i
[£] My Personalizations [E] Leaming Management Sys B e Boser
BreadCruiico «icuun; wicpiey 5 ow [5] Community Directory Sear [E] Grade Roster
navigation path and give you access sse=m——= |=| GradeboolkiH4
to the contents of subfolders. Er—— J Assignmen@
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Favg’ites MainvMenu > Self Sgrvice > Faculty' Center > My Schedule

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

My Schedule

Spring 2020 | IBA Karachi change term View Personal Data Summary

My Exam Schedule

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

Icon Legend: ffﬂ Class Roster EE}' Grade Roster }K_J Gradebook @ Assignments @ Learning Management
My Teaching Schedule > Spring 2020 > IBA Karachi
- @l =
view all | 3 | B [P |
Class Class Title Enrolled Days & Times Room Class Dates
is B |§' 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 | —

Favgn'tes MainvMenu > Self Svervice > Faculty_Center > Gradebook

Please enter the verification code for accessing Gradebook

Verification Code

Generate Pin Code | [ Verity |

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

Tue 9/20/2016 12:29 PM

To: ©

»

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' —

qFavovﬁtes MainvMenu > Self Svervice > FacultyvCenter > Gradebook

Please enter the verification code for accessing Gradebook

Verification Code [T7I7F6Ew|

Generate Pin Code ] Verify ]

N

<
@

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 w ( Advisor Center “ Search “ Learning Management
my schedule | class roster grade roster gradebook || class assignments

Gradebook
= CSE 567 - change class I

REQUIREMENTS ENGINEERING (Lecture)

Days and Times Room Instructor Dates

TBA TBA 01/15/2020 -

05/04/2020

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

¥ Show Active Students Only L""'
Select check box next to the grade field to exclude from lative grade calculati
Name 1o MID TERM Presentat Final Exam
B ., RO (e
Note Note Note
e B (B [
Note Note Note
e e e [ ie00
hote hote Note
Assignment Average: 25.33 16.67
Resmesn | swe |

Eaculty Center Advisor Center Search Learning Management
My Schedule Class Roster Grade Roster Gradebook Class Assignments
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5.1.4. Prepare Excel File for updating marks in Gradebood
After checking gradebook assignment sequence, prepare excel.

Column A for Student ID, Column B and onwards will be for other assignment marks.

Note: Make sure sequence of columns must be same as sequence of gradebook page.

&D gé’ E:"‘W ) Calibri . £

Pavste ¥ Format Painter I
Clipboard (7

12 *

y A B C
1§D Quiz 1st
2 T T5000 13 13 pr pE} s
3 17715 10 17 23 &
4 17573 13 19 15 20 7
5 17535 15 16 18 16 7
6 17527 10 23 15 23 10
£ Il 17385 12 18 16 19 5]
8| 1747 10 19 2 15 7
g | 18148 12 23 15 20 9
10| 17500 13 19 2 15 6
11 16971 14 23 25 20 6
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Save the excel file in CSV (Comma delimited)

P OneDrive - Institute of Business... Current Folder
P . - i
ﬂﬂ Save As 4
T « Documents » gradebook import w [+] - Search gradebook import
Organize = Mew folder == - 9
Thic PC -~ Mame Date modified Type e
2B 3D Objects B 5161 12/10/2021 10:42 AM Microsoft Ex
EI-".'HEZ 127152027 11:37 AM Micrasoft B
I Desktop
B Documents @i 5162 2 T2/14/2027 11:40 AM Microsoft Ex)
‘ SR Bl 51623 12/14/2021 11:37 AM Microsoft Exi
ﬂwjn s ﬁ;__ 3163 12152027 10:49 AM Microsoft Bo
b Music Bl 5154 12/15/2021 %12 AM Microsaft B
=] Pictures 651641 12/24/2021 10:27 AM Microsoft Bx
B videos Bl 5165 12/26/2021 5:44 PM Microsoft Exi w
2 localDiskicy ¥ € >
File pare: | 5165 w
Save as typel 5V (Comma delimited) !
Authors: Tags: Addatag
e | = —]

Now go back to Gradebook Page and click Excel import link (tab)
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[ Faculty Center \M’ Advisor Center ]|r Search W Learning Management ]
|  myschedule || classroster ||  graderoster || gradebook | class assignments |
Gradebook

Fal ar Academic Session | IBA Karachi | Undergraduate

¥ FIN 457 - 2 (5165) _ change class |

Days and Times Room Instructor Dates
MoWe 11:30AM-12:45PM CLASS ROOMS 08/23/2021 -
12/14/2021
[0 to: Class Gradebook Grade by Assignment Cumulative Grades Requirement Designation

Show Active Students Only

Select check box next to the grade field to exclude szsignment from cumulative grade caloulation.

Name D Quiz 1st term Ind Term Final Exam Project

14572 | O | ] | O O | |
HMote Mots Nots Hote HNote

Click Import button and browse your file

Goto: Class Gradebook Grade by Assignment Cumulative Grades Requirement Designation  Excel Import

Usa this feature to import the grades from an Excel file

[ Shart |
| "
Seq# Descriplion ,Lu“"ipﬁ‘m Excel Column Column to Import
i 1 Quiz Quiz B
2 2 ist term sxam ist tarm c
2 2 2nd Tarm Exam 2nd Tarm 5]
RermESH Save I
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Choose the excel file from your computer and click on Upload button

File Anachment

Choose File | 5165 cav
Upload

Save successfull Pisase refrash the page Lo view changes. (0.0)
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Now you would be able to see the excel file in ERP that you created

F FIN 457 - 2 (5165) change class I

DERIVATIVES (Lecturs]

Days and Times Room Instructor Dates
MoWe 11:304M-1Z:45PM CLASS ROOMS oaf23/z021 -
12/14/2021
Go to: Class Gradebook Grade by Assignment Cumulative Grades Reguirement Desi ion Excel Import

Show Active Students Only

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

Name h{s] Quiz ist term Ind Term Final Exam Project
P woe O [ 16000 [ w500 0 [ 2000 [ 700
tiote Mote Mote Mote Moke
18707 w00 (][ 19000 [ 23000 [ 1900 (][ 700
Hote Mote Note Ncte Mgk
148E0 11.00 1900 ] [ 22000 [ 15000 [ es0l
Hote Hota Haote lote loke

5.1.5. 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.
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¥ SSC 240 - SS-6 (2296) change dass

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

05/04/2020

¥ Show Active Students Only

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

Name 10 Final
- Pl 60.00
Note
oo eer . R 60.00
Note

Goto: Class Gradebook mmmmmmm Import Component Grades

Click the lookup icon to select the grade roster.

Spring 2020 | Regular Academic Session | IBA Karachi | Undergraduate

__-3) change class

= SSC 240 - 855G (2

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

05/04/2020

Select Grade Roster:

Grading Status:

AN = b 60.00 60.00 P

60.00 60.00 P

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

update

Name D Final Mid Term Grade / Override Overall Grade / Override

Note

Note

Now select the option Final Grade as shown in the screenshot below.
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Look Up Select Grade Roster
201
2296

Term:

Class Nbr:
Grade Roster Type Seq ] v | [
Grade Roster: v | }

Description: begins with v I

Grading Status: (= v] o

Look Up l Clear | Cancel IB.?}E.@LUR

Search Results

10f1

. T
- v e
Cradebosk
VOBEC 2400 856 (2000) | dhenge class |
PR SONAL EITECTIVENESS (Lacture)
Caps and Tumes Pearn Tnetrudter Cates
Prha B O0AM 1L 00AN  THA RGeSV
AveTeN

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

Grades.

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

36| Page



(N =P-N [nstitute of

N2l Business Administration
0 Karachi

Leadership and Ideas for Tomorrow

Favorkes | Main Menu > Seif Service 5 Facuy Center > My Schedue 1
'f Faculty Center |f Advisor CET—""=""""[search H Learning Management ]
| myschedule | classroster graderoster | gradedbook | class assignments |

Faculty Center

My Schedule

Spring 2020 | 1BA Karachi __change term | View Pecsonal Data Sumenary
My Bxam Schedule

Select display option: » Show All Classes Show Envolled Classes Only

My Teaching Schedule > Spring 2020 > IBA Karachi
- ]

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

¥ §8C 240 - 8§5-6 (2 change class |
PERSONAL EFFECTIVENESS (Lecture)
Days and Times Room Instructor Dates
FrSa 9:00AM-11:00AM TBA =9 01/15/2020 «
05/04/2020
Display Options: Grade Roster Action:
*Grade Roster Type  Final Grade v *Approval Status Approved v save |I
" Display Unassigned Roster Grade Only
|official [Grading |
Grede |Basis Program and Plan Level }
8S - Socal Scences & -
i 8S - Soaal Saences Junior
8S - Socal Scences & -
e 85 - Sooal Saences freshanan

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

Select all  Clear all

Printer Friendly Version
notify selected students notify all students l

Save II Post [I

Faculty Center Advisor Center Search Learning Management

My Schedule Class Roster Grade Roster Gradebook Class Assignments
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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.

ORACLE  CH—

Favorites  Main Menu > Seif Service > Faculty Center > Gradebook

-

Please enter the verification code for Posting Grades
Verification Code l J

Generate Pin Code | verity |

g

=

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, 4:31PM

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

favon:es Main Menu > Seif S'emce > Faculty_Cm:e( > Gradebook

-

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

Generate Pin Code | \%J

After clicking Verify button, Students’ Grades will be Posted.
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Display Options Grade Roster Action

*Grade Roster Type Faul Grade v *Approval Status Approved v Posted

Display Unassigned Roster Grade Only

ade Chanos

Studertt Grade | TranscrptNote  [Gaal
! |
‘ 10 Name Roster|Official Jirading Program and Plan [Level Status
| Grade JiGrade Pasis |
| | A i
85 - Soosl Scoences &
s |8 p o
1 [ — P i P 83 - Soval Soences dureor Posted
085S - Soonsl Soences b -
s |4 2umm |2 ) 13
<1 ’ ALS L s g L ad 8S - Socsl Scences freshman osted

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 R ———

Favorites  Main Menu
v v

Search Menu: @
s =
(23 Instructor Evaluation 4
23 Self Service 4
Themenu r~ campus Communi » N
Main Men — " X
(23 Curriculum Management 4
Highlights () Set Up SACR ’
Reporting Tools |
Recently — 7°°nS () BI Publisher
appear ur PeopleTools
menu, loc [ Change My Password (] Report Manager J. Qwery Rapark Viswer
[] My Personalizations ~ e e
|| BIP Report Search

Enter the Report Name: GRAD REPORT

ORACLE i —

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 IGRAD_REPORT M I
IS5 s vanced searcn
Search Results Show Template Prompts

Report Definition Personalize | Find | Vie

Report Name | Description |Data Source ID View Report
GRAD_REPORT  Gradebook Report CSX_GRAD_REPORT IPDF v I N View Report

=
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Enter Your Class Number and click OK to generate the report:

Institution:
Career (% All):

Term:

Class Nbr:

(N=¥-Y Institute of
BNl Business Administration
Ll Karachi

Leadership and Idea for Tomorrow
FINAL GRADE REGISTER REPORT
[ Teacher | Course | Department | Term |__Career Section Class Nbr Status
[ 1 | of | Spring2020 [ ALL MAIN MMI Posted

' — o ©|ew » .
B - — w| | > ’
s - | e <[« B »
< - | w|w B v
sq-- o] ©fe » »
. - | w|ew » »
B - w| w|w » »
| - w| w|w . v
.—' - T ©| |« Ld
B - w| w|w . .
.-- 85 n Compuer w| o » »
i o
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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 IP
Mr. Shujjat Raza shujjatraza@iba.edu.pk 1152
Mr. Syed Haider Ali Naqvi shanaqvi@iba.edu.pk 2106
Mr. Zeeshan Bilal zabilal@iba.edu.pk 1135
Ms. Mehwish Razzak mkhatri@iba.edu.pk 1115
(Team Lead)
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