TheUniversity of IbadaRortal user guide

This user guide is designed to display the unique brand of services avallabérsity of
Ibadanportal; and also, provide a sbggstep operational guide.

The Getting Started chapter introduces all tlisers to the portal; highlighke logging in
process to the site; and also, the major operations yaarmgaout in the portal.

TheMy Schoolmodule enables users perform special functions.

The Registration module enables authorized users approvppiisa orprint out submitted
registration forms.

The Extra-Curricular Activities module is designed to give users updatethe social
activities in the institution. These social activities include agivmitses, organization activities
and events.

The Schedulermodule enables users create new calendars; edit axiktiatecalendars; add
working, noavorking and special work days to thesdendars; add events to specific days,
weeks and months; and set uprésources, resource groups, evertgpeograms which are
used in th&®esource Calendar and Eventsmsabules..

The Documentsmodule stores documents and folders which are del&gdDocuments in
theMy School module. Users can also create adoewment, delete an existing document, and
assign roles for carrying operations as related the documents.

TheLibrary module enables authorized users perform the follop@rgtions: borrow books

from the library, recommend books, make a baiee for the library, catalogue new books, set
loan duration, maximumumber of loans at a time, hold duration and maximum number of
holders(depending on the various categories of users); set fines payable by lilefaniting
users, approve/disapprove book loans, return of borrowed bomhkage jouals; administer

the library which includes adding new liiatgrnal and external), registering of external sites
(and obtaining usernaraed password) and managing all kinds of books (electronic and hard

copy).

The Shop module (for the Students onkghables all users search govducts; purchase
products at the college shop and make online payhpatshased items via this portal.

The Notice board Admin module enables users define target group maestoles to target
group audiences, and atemove expired notices frahe system.

The University of Ibadan Portale can be viewed aratcessed by various categories of users
who are assigned specific logsarnames and passwords that will enable them do so.
However, this comprehensive manual cs@pthe user roles of theudent®nly.

Authorized use permission
Unauthorized usage of this system or producing unauthorized copiessoftdaiia, reports
and documents is not allowed.

Information
If you require assistance for troubleshootinmformation, contact théllowing Points of
Organizational Contacts:

1



support@socketworksglobal.cand the Help desk (d¢elp deskbelow).

Help desk
Our help desk is handled by very efficient anebtaesked personnel wiwan provide you with
the assitance you may need; while carryingperations in this portal. Just diak@14449

Organization of the manual
This manual is arranged in chapters, headings, aneasiiys. Images aiso included for
vivid illustrations.

Abbreviations and synonyms

URL Universal Resource Locator
MGMT Management

ADMIN Administration
POSProgramme of Study

HR Human Resources

PIN Personal Identification Number
J2EE



Getting Started

Ghapter1

Getting Started

Welcome to the University of Ibadan Portal! The All-in-One work tool! Essentially, this

portal captures sundry activities prevalent in a typicakpostary institution.

This comprehensive guide provides you with abgt&ep procedure that will enable you
navigate the entire modules with ease;atiide same time, enrich your knowledge of the
components of the portal.

This concise, simple and comprehensive manual is designed to defeat deadends while carrying
out operations in the portal; and also, to equip the user with an independenthand first
knowhow of the use of the portal to carry out desired functions. It, therefore, reveals in details
the operations represented by each module, just as they appear in the portal.

Logging On

To log on to the system, do the following:

1. On your desktoplick on theStart button at the lower leftand side of the screen

The system displays a menu list.

2. From the menu list, click 8H Programs; and then, selektternet Explorer to display the

internet explorer page on the screen

3. Enter the URL address of the site in Alddress field at the top of the window; e.g.
wwwportalui.edu.ng

4. Click on th&O button

The system displays the portaldéds |l ogin page:

4 University of Ibadan Portal - Instructions - Windows Internet Explorer.

ites | i3 @ Suggested Sites = |2 Get More Add-ons v

J dwn ~ Page~ Safety~ Tool: = @

~ | P41 SocketWorks Nigeria Limit... | & University of Ibadan Pa... % | @I Inbox (65) - Yahoo! Mail

Welcome guest!

NEW STUDENTS SHOULD CLICK HERE TO LOGIN

ALL STUDENTS MUST SUBMIT TWO COPIES OF THE PRINTOUT OF ONLINE REGISTRATION WITH THEIR COURSE FORMS TO THEIR FACULTY OFFICER

INFORMATION ON REGISTRATION PROCEDURE FOR 2010/2011

sted to collect a Registration Package from the Admissions Office

PAYMENT OF SCHOOL CHARGES/GES & ACCOMMODATION THROUGH U.T PORTAL FOR ALL FRESHERS

STEP 1:
Obtain your School Charges Access Cade PIN from any of the following banks listed below. you will be issued access PIN upan payment at the bank.
ank a B

Access B AfriBank
FCMB.
GTBank

& Internet | Protected Mode: On v H100% -
=

N Wm m B L A ) 1341
Fig 1.1: University of Ibadan Portal Home Page
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5. FOR NEW STUDENTS, type your JAMB REGISTRATION NUMBER in d@hE E W
STUDENTS CLI CK HE RHhs will@isplaydyGur Matriculation number, Hall of
Residence and Room numbe&aculty and Department.

6. Type your username in theernamefield which isMatriculation number.

7. Type your password in tAasswordfield which is password new students.

8. Click on the_ogin button to display th€hanging Logon passwonuage for you to change
your password, armbmmence the desired operation (s). 8aaging Logon passwordin
pages 1d 12)

When you have changed your logon password successfsyistetimedisplays the University of
Ibadanhome page and the links to all the modules outlined on the menu bar; (clicking on the
doublearrow at the rightand side of the menu bar will display the links to the other modules).
Also, the system displays a welcome message and the date and time of the last login:

|
e

Welcome to University of Ibadan Portal. Your last login: 24 November
2011, 08:35:42

Fig 12: Welcome prompt; click @K théton to proceed

8. Click on th®©K button on thevelcome prompt to display the portal interface and features:

/& University of Ibadan Portal -

File Edit View Favorites Tools Help
¢ Favorites | i (@ Suggested Sites v ] Get More Add-ons v

23]~ | SocketWorks Nigeria Limit... | A Universiy of lbadan Po... X | 6! Inbox (55) - Yahoo! Mail fi » B v @ v Pagev Safety~ Took~ @~

1@ This website wants to run the following add-on: "MSXML 5.0 from ‘Microsoft Corporation’.If you trust the website and the add-on and want to allow it to run, click here... x

My School - Features

Library Extra Curricular Activities  Grading Scheduler

Home My School Registration Documents

Features | My Preferences | My Courses (Instructor) | My Calendar | Discussion Forum | My Notice Board | My Complaints | My Recycle Bin | My ExtraCurricular Activities | »

Regular Tasks

Messaging and Collaboration » Chat » Process Registration

» Calendar » General Discussion Forum » Manage Assessment Plan

» Address Book » Notice Board » Grading L
» WebMail... » Complaints & Feedback » Other Regular Tasks depend on your Role in the

» Send Short Messages » Nigerian Students Online... University. Please use available menu as guide

» My Documents

6 =

Knowledge Centre

E-Learning and Distance Learning » Library OPAC (Online Public Access Catalogue)
» Manage My Courses (Schedule, Lecture Notes, » Recommend Books ~

(® Waiting for http: portal.ui.edu.ng/cp @ Internet | Protected Mode: On v ®100% ~

» B e EfE h N P - - am#o so |

Fig 1.3: University of Ibadan Portal Welcome Page
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9. From the menu bar, select a module to commence the desired operation




My School Module

Chapter 2

My School Module

The My School module encompasses all gaaihission processes; that is, after the student has
gained admission into the institution. Qesrview page 1

TheMy School module is designed to be viewed by all the users of this podpédiiit tabs
can only be accessed by specific users with the appropriate rights.

The My School module comprises various tabs which are illustrated in the succeeding headings.
To log into this module, SE#APTER 1: Getting Started in pp-35.

Note:

Clicking on the Update button saves the changed information to the

system.

Featues

The Features suhodule displays notable features in the portal. Here, features that are not

di splayed in the portalds menu bar are put
the features that are displayed in the porta

Viewing features

To view features accessible in this portal, do the following:

1. FromMy School, selecfFeaturesto display the features page, containing the links to the
different features of thgortal:

2. Click on the desired link to access the assbieature

My Preferences

My Preferencessubmodule enables you change your palsoofile; change your password
as a student after your first login to the portal; and also, change the wkiof golar work
pane. It also stores personal data afatis.

Changing your login password
This feature enables you change your portal login password.
To do this, follow these steps:



1. After your first login (see page& 8), selecMy Preferencesoption from theMy School
module to displathe My Preferencepage

In theChange Password panel:

Change Password @ Q @

Old: |geeessse

New: sessssese

Confirm: |eseessesee

Update

Fig 2.1: Change Password Panel

2. Type your old password (that is, the default passwordid firedd

3. Type your new password inheav field

4. Type your new password again ilCthirm field

5. Click on thé&pdate button

The system displays a message which indicates that your login password has been updated.

Changing the colaur of the portal interface

This feature enables you change theircoloof t he port al ds bewewedr f ace
only by you.

To do this, follow these steps:

1. After your first login (see page& 8), selecMy Preferencesoption from theMy School

module to displathe My Preferencepage

On theChange Skipanel:
Change skin E] [;l @ !—LI

[
|

[

| default-default b Update

college default
college jungle
college scarlet
default-blue
default-black
default-orange-night
default-green-silver
default-pink

Fig 2.2: Change Skin Panel




2. Select a skin type from @leange Skindropdown list as shown below:
3. Click on thé&pdate button to save the selected skin

Note:

Always click on the Update button to save changes to the system.

Changing your personal details

This feature enables ttedententer/change thepersonal details.

To enter detail$pllow these steps:

1. After your first login (see page& 8), selecMy Preferencesoption from theMy School
module to displathe My Preferencepage

On the Profile Information panel,

2. Enter the appropriate information in all the fields qdahel

3. Click orlUpdate to save to the system

To change, follow these steps:

4. After your first login (see page& 38), selecMy Preferencesoption from theMy School
module to displathe My Preferencepage

On the Personal Data Form panel (belowrtioéile Information panel),

5. Click onClick here to edit your personal data form to enable the fields in the form for
update

6. Make the desired changes in the required fields; especially in the fields marked in red asterisks
7. Click orlJpdate to savehe changes made

o [V_E-R_S]TYUF—I-B A D AN 24 November 2011 02:54:28 PM

My SChOU]-My Prejbremes Home | Features | Chat | Sign Out
Home My School Documents Library Extra Curricular Activities  Shop
Festurss | MyPrefersnces | MyResult | My Registration | My Courses | Hostel Application | My Calendar | Discussion Forum | My Natice Board | W
Change Password [E] M (1] H JPersonal Data Form ONEQ
olg: l:l [Click here to edit your personal data form]
Personal Details
New ]
Canfirm: |:| Last Name: |YUSUF ‘ x| No Ficturs Found —
niate First Name: [A80UL-QUADRI \
Other Names: | ‘
Sex:
Date of Birth: [11/01/1920 \
Warital Status:
Nationality: [Nigerian ‘
Changeskin [ H I B State of Origin: [212 \ X ho
Signatu
LGA: [ABEOKUTA-NORTH \ ford
wlegedefaul: v |Update e
e Telephone Number: | ‘ J
[ . E v

Ifig 2.3Personal details and change Password interface
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Note:

Some tields on the Personal Data form cannot be altered.

My Courses (Instructor) feature enables you view information concerning instructors of
selected registered courses offered.

Like theMy Courses feature, you can view tfalowing features as it relates to the course
instructor: Course Information, Tifmable, Assessment Plan, Lecture Notes, Assignments,
Collaborations (Group Assignment), Practice and Review; and Reading List by selecting a course
to begin.

kil UNIVERSITY OF IBADAN " 24 Noenber 200103023794

My School - My Courses (Instructor) Home | Features | Chat | Sign Ot

Home My School Registration Documents Library Hostel Admin Extra Curricular Activities Grading

Featuras | My Preferences | My Courses (Instructor) | My Calendar | Discussion Forum | My Notice Board | My Complaints | My RecyceBin | My ExtraCurricular Activities | W

My Courses Navigator &
[ Select A Course To Begin.

E Assigned PosCourses
By TEL4LS
ey TEL3LS

Course Information
My Information
Time-Table
Assessment Plan

Lecture Notes

Assignments |
Collaborations
Practice & Review

Reading List

Fig 2.4Mycourses (Instructor) Interface

Viewing and updating course information

Here, the relevant information about the course handled by the instructor is outlined. This
information includes the requirements, aims and content of the course, taken by a specific
instructor.

Follow these steps:

1. FromMy School, selecMy Courses (Instructor) to display thély CoursedNavigator as

shown in Figure 2.4

From theAssigned PosCoursedropdown list in thély Courses Navigatgoanel,

2. Select the appropriate course

3. Then, click on th€ourse Information link to display the prerequisites, objectives and
content of the selected course



Viewingt h e | n s informatiatnor 0 s

Follow these steps:

1. FromMy School, selecMy Courses (Instructor) to display thély CoursedNavigator as
shown in Figure 2.4

From theAssigned PosCoursedropdown list in thély Courses Navigator

2. Select the appropriate course.

3. Then, click on thigly Information link to display the office telephone number, fax number
and email address of t®urse instructor of the selected course.

Also, the picture of the instructor is put on view.

Viewing the Coursetime-table

Follow these steps:

1. FromMy School, selecMy Courses (Instructor) to display thély CoursedNavigator as
shown in Figure 2.4

From theAssigned PosCoursedropdown list in thély Courses Navigator

2. Select the appropriate course.

3. Then, click on thEime-Table link to display the lecture schedule and venue for the selected
course

Viewing the Courseassessment plan

Followthese steps:

1. FromMy School, selecMy Courses (Instructor) to display thély CoursedNavigator as
shown in Figure 2.4

From theAssigned PosCoursedropdown list in thély Courses Navigator

2. Select the appropriate course.

3. Then, click on thessesment Planlink to display the score plan for the selected course

Viewing the Courselecture notes

Follow these steps:

1. FromMy School, selecMy Courses (Instructor) to display thély CoursedNavigator as
shown in Figure 2.

From theAssigned PosCoursedropdown list in thély Courses Navigator

2. Select the appropriate course. Then, click dechae Noteslink

3. From theAcademic Sessiordropdown list, select the desired session to display the current
lecture notes for theelected academic session

Viewing the Courseassignments

Follow these steps:

1. FromMy School, selecMy Courses (Instructor) to display thély CoursedNavigator as
shown in Figure 2.4

From theAssigned PosCoursedropdown list in th&ly CoursedNavigator,

2. Select the appropriate course
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3. Then, click on thé&ssignments link on the My Courses Navigatopanel to display
assignments posted by thecourses t r uct or f or the sel eview.ed ace
4. Also, select the last datesubmission for the assignment by clicking oDulkeDatefield

5. If you desire to attach a file, clickAdtach File to display thé&ile Uploadwindow for you

to select the file which you desire to attach to the assignment

6. Then, click oisubmit to post the assignment. Also, clickGose to close the page, and

return to the main page

To edit a posted assignment, follow these steps:

1. FromMy School, selecMy Courses (Instructor) to display thély CoursedNavigator as

shown in Figure 2.4

2. From theAssigned PosCoursesiropdown list in thevlyCourses Navigatorselect the
appropriate course

3. Then, click on the Assignments link to display assignments posted by the course instructor for
the selected academic session, for students?®o
4. Click onEdit Assignment to display the edit page where you can enter the desired changes.

If you desire to attach a file, clickRaAttach File. Click onAttach File again, to display the

File Uploadwindow for you to select the file which you desia#tdch to the assignment

5. Click orCloseto return to the assignment Edit page

6. Then, click osubmitt o submit the assi gnmentClogetor st ud
close the Edit page, and return to the main page

Collaborations

Here, the instietor sorts the students in different groups for the purpose of group assignments.

A particular group can only participate in the assignment given to that group.

To edit group members, edit assignment or view discussion forum, follow these steps:

1. FromMy School selecMy Courses (Instructor) to display thély CoursedNavigator as

shown in Figure 2.4

From theAssigned PosCoursedropdown list in thély Courses Navigator

2. Select the appropriate course. Then, click on the Collaborations link

3. From theAcademic Sessiondropdown list, select the desired session to display group
assignments posted by the course instructor for a specific group of students

4. Click on théAssignment Group field of the group which you desire to edit to display the
group memhs page.

5. Click oredit Assignmentto display the Edit page for you to enter the desired changes, and
click onSubmit andClose or

6. Click orView Discussion Forumto view theparticipation of the group members; or

7. Click onedit Group Members to puton view the Edit page for you to enter the desired
changes in the group assignment title, due date and description fields. Also, the names of the
students belonging to this group are displayed in this page. Check the box beside the name
which you desir@tremove from the group, and clickSarbmit

The studentds name i s removed from the grid.
8. If you desire to attach a file, clickRerAttach File to display th&ile Uploadwindow for

you to select the file which you desire to attach to the assignment

9. Then, click orfsubmit to post the assignment. Also, clickGlose to close the page, and

return to the Assignment list
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Practice and review

To post a new practice question, do the following:

1. FromMy School, selecMy Courses (Instructor) to display thély CoursedNavigator as
shown in Figure 2.4

From theAssigned PosCoursedropdown list in thély Courses Navigatgoanel,

2. Select the appropriate course

3. Then, click on the Practice and Review link oMyi@ourses Navigatopanel todisplay
submitted practioguestion list

4. Then, select the appropriate academic session frieglatieAcademic Sessiodropdown
list

Reading list

To enter or edit the reading list posted by the course instructor, follow these steps:

1. FromMy School, selecMy Courses (Instructor) to display thély CoursedNavigator as
shown in Figure 2.4

From theAssigned PosCoursedropdown list in thély Courses Navigatgoanel,

2. Select the appropriate course

3. Then, click on the Reading List link onMlyeCouses Navigatompanel to display reading
lists posted by the coursstructor for the selected academic session

My Calendar

This submodule enables you to handle schedules; and also, assign tasks and events to
appropriate times/periods.also serves as a reminder for the tasks and events which you need
to do.

Events

You will be able to carry out the following operations using this tab: view all kinds of scheduled
events (using tighow Typealropdown list), add a new event, edit aretelétlear) an existing
event, view upcoming and paaents; and also, export calendar.
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Fig 2.5My calendar interface displaying three panels; Select date, Search events and My calendar

Viewing scheduled events

To view scheduled events, doftil®wing:

1. FromMy School, selectMy Calendar to display the My Calendar page; showreg t

panels as showngfre 2.5

2. Click orEventsto display a list of scheduled events and the time and date of the events

3. View the scheduled events

To edit theevent schedule,

1. Click on the event name to display the details of the event.

2. Enter the desired changes, and cli¢kpolate to save the changes

Adding a new event

The New Event button enables you add a new event and, at the same time, carey out thes
operations: set the events to be repeated within a certain period, invite other people to the event,
and remind others of the event via email, mobile phone etc.

1. FromMy School, click on My Calendar, and also, sele&vents to display thevly
Calendarpage On thély Calendarpanel,

2. Click orNew Eventto display th&lew Eventpage:
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My School- Uy Calendar Home | Features | Chat | Sign Ou

Hame . My 3chool ™ Registration S Clearancadmin ™ Reports . Records Mamt ™ DOCUMEnts ™ Appications H\_ b
H WwiCalendar | Discussion Forum | MyMotice Board | My Comolzints | My Recyck Bin | Wiy Transfer | ihwFees | ilwifatric/Conwoc Gowrs | W Estralur riculr Activities | ]
Selact Date [%|[=||T 2] My catendar [x| —|[O][2
< February 2007 , Persanal Calendar:  Day Weals | Month Vaar Events | Tachc Calercar Settngs
[Import Euent] [Sauz] [Save and hdd dnother] [Cancell
u Hao Tu We Th Fr Sa r i
Calendar: | Svstem ddministrator W Location:
7 . S 1 G I S
d 5 5 7 A 9 10 Share: Motes:
17 13 1 15 w17 Title:|
B 21 EE Sled Event Type: | :chedule -

T - U i
Date: |2007-02-05

Starts atz [ 7 4 w |00 ~

Today is: June 5§, JI07 Duration: | | s B [ o mins B

Fepeating] Set these options i your event repeats periodicaly
Search Events [Invitations] Invite other poople to thiz event,

@ [F=mind=rz| Requestevent reminders via email, desktop messsge or mobile phone .

Advanced Search - >

[bav=] [Save and hdd Another] [Cancel]

@ Personal Cendar
Shared Calendars

Fig 2.6: Add new event page

3. Select the calendar type fromGhkendar dropdown list

4. Check th&harecheck box, if you desire to share the events withusirer

5. Enter the title of the event in fhide field

6. Select an event type fromHBwent Typedropdown list

7. Enter the date of the event in Drae field

8. Select the commencement time and duration of the event fr@tarise At and the
Duration dropdown lists respectively

9. Enter the location of the event and your remarks irLdbation and Notes fields
respectively

10. Click orsaveto save the new record; or

11. Click orCancelto discontinue with the entire operation

Note:
If you desire to add many events in one session, click on the Save

and Add Another button after each entry.

Repeating an event

If an event is to be repeated over a period of time, do the following:

1. Follow Steps-11 inAdding a new eventabove

2. Click on th&epeatindink. The system displays the dialog box below:
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My Calendar E E| @ m
Personal Calendar: Day | ‘Week | Month | Year | Events | Tasks | Calendar | Settings
[Impart Event] [Save] [Save and Add Another] [Cancel]
Calendar: | System Administrator v/ Location: . |
Share: Hotes:
Title: |
Event Type: | schedule hé

Date: |2007-06-16

Starts at: | 2 40 v|[ 00 ~
Duration: | 1y ¥ | | 0 mins v
Repeatingl | @) This event doss not repeat,
@] Repeat .Every v | | Day v
O Repeat on the |First ¥ [5un % | of the month every | month W

End Date:

(») MoEndDate

o) Unti

[Irvitations] Invite other people to this event.
Feminders] Request event reminders via email, desktop message or mabile phane,
[Save] [Save and Add Anather] [Cancel]

Fig 2.7: Adding events that will be repesgiedibvg@esaod.

3. Tick either of thRepeatadio buttons, and select the duration in between every repeat

4. Tick either of thBlo End Dateadio buttons if the event will be repeated indefinitely;

5. Otherwise, enter the ending date of the everg untii field; after you must have ticked the
Until button

6. Click orSaveto save the new record; or

7. Click on th&epeatindink again to discontinue with the operation, and close the dialog box
8. Click orCancelto discontinue with the entire oparat

Discussion Forum

This submodule enables you to exchange information with other students via this portal. Every
student can contribute to the discussion using thinctile.

Here, you can also post a topic of discussion, and another studenhteresied in the topic

can post a reply in contribution to the topic.
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My School - Discussion Forum Home | Features | Chat | Sign ‘:"l}

Home \ My School '\ Regstratin '\ Clesrarce Amh N Feparts '\ Records dgnt '\ Docurents '\ Applizations ”
€ diyCaknder | Oiscussion Forum | MyMoticeBoard | MyComplaint: | MyRecyck B | MyTransfer | MyFees | MyWatric/Tonwoz Gowns | My BrzCurrindar Activites | »
Discussion Forum [« [-][O1?]

-

[ Post New Topic

| Topic Author Replies  Post Date
2000-05-28

Develaping App Sery: Scott Mcnealy 2

| oUCLOpIny ervers 53 t’\' SO]“ cheaﬁ'_
A-10-29

| Channelo Software Michael Lkpong 3 <
R = b Michzel ’JT.ZOD’;

0001029

Software Devel t In Nigeri Michacl Lkpco 2 .

| YORwWare Deuciopment in Nigcrn Al Kpong L‘@' Hﬂ:h?,’f' Lk one
2000-10-29

[ web A Michael Ukpeng i =

;C—w 2 s b Michzel Lkronz

| : . 2000-10-:29

Tel Michasl Lkpoog ¢

IM U3t Kyt 0 by Michzel Lkrong

‘ 000-10:29

|Enterprise App Devetopment Michasl Lkpong 0 ‘Um, 152

| b Mizhael Lkpong
00-10-29

| Ermerprise Java Development Michagl Lkpcng 0 ¥ d

| e Michzel Lkpong
00-10-29

|- c oy 132l Lkprn: ¥ g

¥1-F1 Technology Michasl Lkpag 1 by izheel Likgonz
200-10-0

Urgent Michagl Lkpoog 0 X
Freent ‘ y Michzal Lkpong
‘ 0m 40 a0

Fig 2.8: Discussion forum page

Posting a topic

To post a topic, follow these steps:

1. FromMy School, selecDiscussion Forum.A page showing details of previopsigted
topics idisplayed.

2. Click orPost New Topicand thePost A New Topipage is displayed:

3. Enter the topic title and the details of the topic imitleeandMessagefields respectively
4. Click on th&ubmit button to send the contribution

5. Click @ Back To Homepageo return to theiscussion Forunpage

Viewing previous discussions

To view previous discussions, follow these steps:

1. FromMy School, selecDiscussion Forum.A page showing details of previopsigted

topics idisplayed.

2. Clickon the topic which you desire to view. A page containing sent replies to the topic is
displayed.

3. If you desire to post a reply, click orRaply button

4. Then, click oBubmit to send your reply/contribution
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My School- Discussion Foram Home | Features | Chat | Sign Ou

Home My SChOOl . RZEUCATIN . UeSrace MIMT . REPORS N\ RESOMIIMEMT . DOCUTERES . APEICEHERS L
# My Celendar | Dircussion Forum | Wy MoticzBoard | My CDomplzicts | My ReowcleBin | M Transfer | My Fees | My Wetric/Corwoc Gowre | My BaraCorericdar Aotivities | L

Discussion Forum E E E E
Pait & Mew Topic

Back To HomeFage
Titte: |
Hessage: |

SUbmt

Fig 2.9: Post a new topic

My Complaits

This feature enables you reply complaints sent to the administrator; andlzoyou send
and reply complaints. Chmpleaicrotmpd . ai OResp laipepdck
o6Unreplied Complaintsd categories

Posting a new complaint

To posta new complaint, do the following:

1. FromMy School, selecMy Complaints and then, click oNew Complaint

To display the Complaints dialog box, and akeastyng complaints in the systegs 2. 10.
2. Select the category of the issues addressed fi®aheittecCategorydropdown list

3. Enter the subject in tisaibject field

4. Type the message inkhessagefield, and click oBubmit to send the message; or

5. Click orCancelto continue with theew complaint

My School- Wy Complaints Home | Features | Chat | Sign O
Home . My School . Registraton . Clearance admin . Reports . Pecords Mgmt . Dotuments . dpplications L

44 myCaendas | Diecussion Forum | M Notice Buard | My Complints | My Recyde B | dp Transfer | My Fees | Wi MatrlorComeoc Gowcs | M EiraCurricdar Soiivities | M
Instructions M H O 2| |Complaints |i| |:| =E

[Submit] [Camesl]

Selnct Categary: po iy |zues v

Subject: |

Message:

Fig 2.10: Post new complaint dialogue box
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It 1s necessary to note that the user cannot send more than 499 cases
i one message. The admimstrator can delete read messages by

clicking on the box and selecting Delete.

My Recycle bin

This submodule enables you recover folders/documents.

Viewing folder and folder details

To view a folder and the details of the folder, follow these steps:

1. FromMy School, selecMy Recycle binto display th&®ecycle Birpage

2. On the row containifgOLDERS, click onFolder Options to display a dropdown list
3. Then, seleébolder List. The systerdisplays a list of folders:

My School- My Recycle Bin Home | Features | Chat | Sign Oul
Home . MyScheol . Registration ™ Clearancs Admin . Regerts . Fecords Mgmt . Documents . applicatiors ™ "
s thwCelendsr | Owowssion forum | MiwBotie Board | WMo Complemts | W Recwde B |ty Trersfer | dhwFess | M dtetricComwoc bowns | ey Betralureiculer Activities | L
Recycle on [=][=](0[z]
"1 FOLDERS Feider Ontions
F] yData
DOCUMENTS Dacumert Opbicns

Refresh

Ciocument List
Ciocument Details
Fechore Documenti(z)
Delere DoCUmENT]s

Fig 2.11My recycle bin page displdgnsg

4. Check the folder whose details you desire to view, ao Eladéer Details

The system opens the details of the checked folder dékatseinclude: name of the folder, the
path and date it waseated.

5. View the details and clickRestore Folder (s)}o removehe folder details from the grid

Deleting a folder

To remove a folder from the system, follow these steps:

1. FromMy School, selecMy Recycle binto display th&®ecycle Birpage

2. On the row containifgOLDERS, click onFolder Options to display a dropdown list
3. Then, sele€older List. The system displays a list of folders.

4. Check the folder whose details you desire to deletéclandDelete Folder (s)
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5. Click orClose Optionto close thé-older Options dropdavn list The system removes the
selected folder from the grid; asb, the system.

My Extracurricular activities

This submodule puts on view the organizations and events that exist in the institution. You can
search through the organization and digtnt

Viewing the details of an organization

To delete an organization, follow these steps:

1. FromMy School, click onExtra Curricular Activities to display thé\ly Organizations

page, consisting of t¥ganization Lisiand theMy School Eventganels

In the Organization Lisipanel,

2. Click on the name field of the organization name whose details, you desire to view

The system puts on view the details of the selected organization which include the following:
name, email address, website, organizategoogtbrief description, full description and also,

the Document List panel which contains documents pertaining to the organization.

3. Click orCloseto close the details page and return to the Organization list

My School- My ExtraCurricalar Activities Home | Features | Chat | Sign Ou
Home ™ My School ™ Registration ™ Clearance admin ™ Reports ™. Records Mgmk . Documents ™. Applications L
# My Cakndar | Dircuerion Form | MyMoticaBeard | Wy Comphints | Wy kecydeBin | MyTrancfor | My bear | by MatriciComoe Gawns | dkp BolraCorvicdar Activities | [
My Organisations |ﬂ |:| Oj 2|
organisalion List
[Chech Al [Del=te]
[]  MLESs emal hitkp: f Fiuesa, sdu. ng
Hy School Events [=][=] O] 7]
Event List
[Check Al [Del=te]

,.-’_
\\i‘} Ewert fist & emoty, run a search.

Fig 2.12My Extracurriculactivities interface
Note:

You can view the entire contents in the details page using the scroll
bar in the Organization Info panel.

Deleting an organization

To delete an organization, follow these steps:
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1. FromMy School, click onExtra Curricular Activities to display thé\ly Organizations

page, consisting of th@rganization Listand the My School Eventspanels. In the
Organization Lisfpanel,

2. Check the check box beside the organization name which you desire to delete, and click on the
Deletebutton to delete the organization

Deleting an event

To delete an event, follow these steps:

1. FromMy School, click onExtra Curricular Activities to display thévly Organization
page, consisting of ti&rganization Listand theMy School Eventpanels. In the My School
Events panel,

2. Check the check box beside the event name which you desire to delet&, andheli
Deletebutton to delete the event

My Shop
| iz My 3chool- My Shap Home | Features | Chat | Sign Cul
Home . MySchonl . Fegicteation . Clearznes Admin . Reports . Records Mgmt % Documents . dpplicstions e
@ MyBections | MySep | Wy AddressBoch
Mavigator (] [=I[TI[7]| My Shop isptay (] [2][OI[7]
Search College Shop Transaction List
tearch Paramebzr:
! | Transaction Ho. Date: Hhatus Ainount
Date: 1] 1146734 2E] Thursday May 4, 2006 10507 GRT Paid #4,100,00
| | m 1146755417109 Thuroday Way 4, 2006 100 CHT paid #31,000.00
P 7 +] 111524 A70E4 2 Wiethesday Ay 4, 205 15:25 GIAT paid #7000 00
1| 114AEd494R1 4 Froday May b, 20006 170G GWT Paid #4,000.00
EI + 114708 1024210 #anday May §, 2006 10:57 G P #7,500.00
4 1149 7a07 565 Thursdgy Jure &, 2006 1633 GhT Paid #4,000,00
+] 1149249414074 55 Friday June 5, 300¢ 17:07 GMT psid #2,000.00
+| 114987077008 Friday June B, 3004 17:56 GHT paid #77 500,00
+ 1149871730951 Friday June 5, 2008 17:43 GWT Pzid #4,100.00
4 114957 1341573 Fricay June 5, 2004 17:50 GWT Paid #2,000,00
1] 15014 0336460 Mancay Juna 12, 2006 12014 GMT Paid #41,000,00
4] 15014 1342250 Manday Juna 12, 2006 12:00 GMT paid #20,000,00
+| T{EASTEI407 Thu sy June 23, 2006 1500 CHT paid #21,000,00

Fig 2.13Mly Shop page

The My Shop sutmodule enables you view the transaction details in the college shop.

Here, you can also view your shopping history.

Viewing transaction details

To view youtransaction details, follow these steps:

1. FromMy School, selecMy Shop to display th€ollege Shop Transaction Ligage

2. Click on the transaction number of the transaction whose details you desire to view in the
Transaction No.field; or simplglick on the plus sign beside the transaction number

The system displays the details of the transaction as shown below:

3. View the details of the transaction

4. Click orCloseto close the details page, and return to the College Shop Transaction list
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Hy School - Hy Shop Hoime | Featuies | Chat | Sien O

Home ™ My Sehonl . Registration . Clearance Aomin . Reports . Records Memt . Documents ﬁ\ foplication:

M MyHections | #hyShep | My kddressBeck

Transaction Mo.: 1145735022343
| | Date: Thursday Hay 4, 2006 1037 GHT

Bare: [Cloz=]
| | o Product Code Product Uinit Price Quantity Sub Total Deliverad Delivery Date
1 SHI0I01 3ganish SeatIirts #2,000.00 1 #2,000.00 Talse i
[1] @ 2 TEHA003  Hawaian T-Chirks 2 000.00 1 #2,001.00 falze il
Tatal 4, 00000

Fig 2.14: Transaction details

My Address book

The Address book subodule enables you to add new contacts to the address book. You can
also import contract.
Viewing details of an existing contact

To view the details of an existing contact, dfotlosving:

1. FromMy School, selectMy AddressBook to display theMy Contactpage, containing
alreadyexisting contacts

2. To view details of a specific contact, click on the name field. The system puts on view the
details page.

Exporting contact

1. If you desire to export the contact, clicExport Contact to display a warning prompt:
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Microsoft Internet Explorer a

\? Make sure contact was saved before exporting!

[ OK ][ Cancel ]

Fig 2.15Warning prompt to save contact before exporting

2. Click onOK to display thé&ile Downloaddialog box for you to save the download to a file
location; open the download or cancel the download operation

Adding a new contact

This feature enables you add various categories of contact.

When you click on Add New contact, you have access to two different options (Portal and Non
Portal user): you capecify if the contact is a portal user or not.

If you specify that the contact is a portal user, the system displays a message requesting the
username of the contact.

To add a new contact, follow these steps:

1. FromMy School, selectMy AddressBook to display theMy Contactpage, containing
alreadyexisting contacts. On thavigatorpanel,

2. Click orNew Contactto display a dropdown list for you to select a type of user; by checking
the PortalUser or the NePortalUser check box

3. If the user is portal user, select tRertal User button and enter the user name in the
providedEnter Usernamefield displayed, and click O&K

4. But if the user is not a portal user, selettdhd?ortal User button and click o@K

The system displays My Contaeige with the different panels:

My School - My AddressBeak Home | Featurss | Chat | Sign Out
Home ™. My School . Registrstion ™ Cleararce dmin = Feparts ™~ Recorcs Mgmbt . Documents ™. Apolications ™, L

W mhfectione | WiwShoo | i AcddressRook

|Havigatar ! [0 [7] My Comtact (== O[]
=1 [ et e a
Heraniaes -.|_..n rt Cortact] |

. || | Mame

CrPorrailser Last-l Firsty

(& Mo Portllzer Widdie Title

|§| Canczl
It | | Decupation
|Imeart Contacts | Schon ICompary Cepartment
| Address
Home Shool Cther

Fig 2.16Add new address page
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5. Enter the required information in all the fields displayed in the Name, Occupation, Address,
Phone Numbers and Others panels

6. Click onSaveto save the contact details to the syst&m.new contact is displayed on the

grid in the My Contact page.

Importing a contact

This feature enables you to import a contact from any Outlook Express formatted file; or
another portal.

To import a contact, do the following:

1. FromMy School, selectMy AddressBookto display theMy Contactpage, containing
alreadyexisting contacts On tiNavigatorpanel,

2. Click orimport Contacts. The system displays the File Upload dialog box:

File Upload

H Browse...

’ Upload || Cancel

Fig 2.17File upload dialog box

3. Click orBrowseto open theChoose Filedialog box
4. Select the file which you desire to upload, and clijenrto open the selected file
5. On theFile Uploaddialog box, click odpload to upload the document

Deleting an existing contact

To delete an existing contact, do tiieviong:

1. FromMy School, selectMy AddressBook to display théMly Contactpage containing
alreadyexisting contacts

2. Check the check box beside the contact name (s) which you desire to delete

3. If you desire to delete all the contacts in your adaassclick onCheck All; and then,
click onDeleteto delete the contact (s) from the grid and also, the system
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Library Module

Library Module

The Library module is designed to enable the library administrator manages the library and
carry outother sundry tasks, which include library resources acquisition, cataloguing, circulation
amongst other library administration duties.

To log into this module, SEHAPTER 1: Getting Started in pp- 3.

This module consists of the following-sutdules:

OPAC (Online Public Access Catalogue)

My Library

Book Recommendation (for the Instructor only)

OPAC (Online Public Access Catalogue)

T W T ——

Library - oPAC Home | Features | Chat | Sign Ouf
« Library . Hestel ddmin N Acacemic Gown N Extra Currizular Activities Groding N Comglants "\ MNotice Board Admin . Fasilities ‘\ »

OFLC | WMylibrary | Acquisiton | Catdoguing | Circubten | Serial | Book Recommendatxn |  Liorary Administration

1DPAC Navigator Eﬂi@ E‘ |OPAC - Online Public Access Catalogue EQE E

— Online Public Access Catalogue

g CollegePortal
External Library Search ‘ e ._ A

. -
g/) Library
MIT OpenCourseWare Google Scholar External Research Datahases
‘ \ rch
— | MITOPENCOURSEWARE E Researc
|Digital Library News [%|[—[C][7] | MAssAcqUsErTs INSTITUTE oF TECHNDL0GY GOU [e Databases
xnwg::-z &
Piggy Bank: a Firefon | | {’, -f”‘ﬂ -\ AN
extension from the MIT Search Search o Y y i
Libraries Digital Library I—[ I—l
RE?&'Ch Group MIT's OpenCoursel¥ars is a free Search for peer-reviewed papers,
Oct 24, 2005:3:31: 14 Pl and open educzhonal resource for theses, books, preprints, abstracks
Piggy Bzrk s an extension to faculty, students, and self-learmers  end technicel reports. I N A R |
the Firefox Web brows=r that around the warld, el L i m3
s £ Into @ 005emzric A 7 Learn zkbout Coogle Schoiar A R
Web browserd0 0, letting you dvance Jearch

mak= use of existing

informztion cn the Webin
mave useful and Alexble ways,
For detals, sze the Pigay Bark

weh sie, See also arecent
article from Lzctwee Notes in RESEARCH IN THE ENVIRONMENT

Computer S=ence by David

Fig 3.10PAC interface

Y o za™ i
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The OPAC provides direct access to a huge library catalogue sourced from all over the world. By
this, the users do not need go to the library in search of books or journals. In addition, the
Online Public Access Catalogue (OPAC) enables access to MIT Open Courseware, Google
Scholar and other external search databases.

This submodule consists of the features: Basic Search, Advanced Search, and External Library
Search.

Basic search

This feature enables you find records using keywords located anywhere in that record. Records
can also be searched for using specific fields like the author fig&ldtipeblisher field, call
number, subject, keyword etc

Searching for new records using basic search

You can recall saved search by doing the following:

1. From the menu bar, click bibrary to display the OPAContent and the OPAC Navigator
panels. From th@PAC Navigatopanel,

2. Click orBasic Searchto open theéBasic Searclaialog box:

Fig 3.2Basic search page

3. Enter a keyword contained in the record, topic or book you wish to search for; or the title,
author or publisher of the book of interest inSkarch Forfield

4. Select the library that the search is to be carried out fi®etdtielibrary dropdownlist

5. Select a collection type from@uwdlection dropdown list

6. Select a search criterion fromSbarch Bydropdown list

7. Then, click o8earch.The system displays the book search result in the grid.

8. To add the book to the reserve list, ditlhdd To Reserve Listto add and return to the
Catalogue Home page

9. To view the details of the book, click/eew Details and click orSearch Resultto return

to the book search result page
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