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1. Logging In and Logging Out

Summary

kibaco works on Edge and similar modern Web browsers.

kibaco no longer works on Internet Explorer.

Please do not log into kibaco from multiple devices or browsers at the same

time (e.g., from a computer and a smartphone, from multiple browsers, or from

multiple browser tabs).

Procedures

1-1.LogIn

1

o= ceco tru ac )

P~a@+x

= kibaco:ﬁsmz—‘v-“ x 4

TMUNER

eF-Tyht EA TP
kibacoFAQF ATyt
THARICSENESL

SE&ETEE
FITESRER-SHE
B PHERER

e-learning-mi@ml.cmu.ac.jo

«

& hitpsy/kibaco.tmu.acjp/

kibacon&LSCE

kibacolZEHREIT AE TOREVUEHR— RT3 2DeS—— VT2 ATATT.

BEDC(CERMERTEE - TAFREEEEINTLET.
FUWIIRREFIBAA FICEDETOT. EHETIERLESEN.

Welcome to kibaco. The manual is here.

FEHESOBHASE

[TiRHSBENLET] Yi— MEOASERLTVET

(1)

(2)

EN

Launch your browser and enter the following address.

https://kibaco.tmu.ac.jp/

Faculty members and students, click the left link; administrative staff members and local
ID holders, click the right link.
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o714 > heE

.' kibaco

3)

(3) Thelogin window above will appear for administrative staff members and local ID

holders. Enter your user ID and password and click the Login button.

ML KEFE

] roxvomerRoPOLITAN UNIVERSITY

O >&Em

HERAABEI AT LAOI—H—IDE/IAT—FZEAALTLRE L.
#A—)LAPCHE. kibacoFCOA - T BROMIDE ) AT—RTT.
#ITASRTHNBIERE - HiBRaET5Campus Square for WEBDTOTRBIER A

« JIRD-FOERRBE1808TY. SYERNESFS S, HERAAEEIATA

HIATHATEF e BRACHT IR FEEEL TS,

JAD-FEEECES

TREFHOANERTS/O/ I THATSES. BEENSRCRETOIFY

FLT<IEEW. SRt 1B ElREIEN

o Jybv—593 TETwIT—2LTEE
AN

FEA DTy Ie oI55
2EA-LIUDT v ST -SRI ES

(

a—H-1D:

(4)

JEAT—F:

(4) Thelogin window above will appear for faculty members and students. Enter your user

ID and password and click the Login button.
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> —
W kibaco Q #H ®
ARAIR—=T v * RRUFSS—FE v (5]
h—h =L
& 1-UEE X
o s B w2 | % |[ vevriTmmabooess | msmEosnsy PRI
B &n
= 20215 #8 |v
® sUsE sHms5t
Cl A x * * & + BiE 30 BEOSHSETT
& EERE 1
. 2
& FhUE 1E035 1 - | FERET
S ——
3 S3-= SEER. -
B
a 8
5 RESEICONT
6
7
stkibacoTAALBWEDIEBRCL D, LROWEEIERZnGV RN B0 ET.
FRISEADIRRIZ. CAMPUSSQUARE TRERR L T <IZ& e N
sikibacoTls. 2TIBEITHL T2NSFENSOMBBFRRENZY ATHSOBHISE hd b
BAECEREOEE - MRSBORN GRERSNF AT TRCESN.
4T3z
- _ [CRABEILET] YAR— FEOMERLTUET
. 'y - ” . B YT
« - [ dUZ2 ] % [ veyhLTE#E  FAN-ERYTIERES } [Administrator Sakal . 2020/12/18 12:31)

(5) The My Page page will open after a successful login.

1-2. Log Out

Jaz-<—JL
AE—F
kyoin02

HE

53— R1)77 \/

(2= )

(1) Click the icon in the top right corner of the page.
(2)  Click the Log Out link.
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1-3. If You Cannot Log In

o454 e

(1) The page above will appear if login fails.

o741 >hiE

(2) Click on the indicated link.

FAQ

HRBLKP

kibaco (COJ 1 > TCEFEA

fobaco (COJA 2 TR, HF

(E=)
HFBIOF D VABRBALF IRAPBHRORPICH I F v/ AMRPO/ XD — FBRIECONTE
FaUtzy b 1 2TR< R

NRDO—-KESENTLEDE
20— KL WABTEIT

SBRCINTLERD

074 2(CHAT 31—-H 00N 580

CHETEI-YI02

L LESERT =
EULWIRD—REANTVSHOT 1 > TERN
SEEERAES 27 0]~ IO kpacod—WIDO)(ZT - KCSENEENANEY, SOMBEANTIS

(3) The FAQ page will appear. Follow the instructions and try logging in again.
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2. Screen Sections
Summary

This section describes the main sections of the kibaco screen.

RIAR—T v t(l)— =:

R—Ls w—h
& a-vEm
S— o [vuzr | # | vevriommnbozems | mesmosis Quss
(S
o BH5 amgﬁ
B A 3 * * & + R 30 BEIOSHSETY
& BEERT
& FHNUk 18403511 #EEER
=D
—— sEEm. v
&
o
REBRCONT

skibaco AL\ EDBBICED, FROBHICETSNRVERETB0FT.

[BAETTEOSEIE. CAMPUSSQUARECREEBL T < /2. s - 1~
skbaco T, SABEEIHL T2015FED BOMMEERSnET. PAEREISS duzs
BECEROVER - BEASNORNE S TRANITHT TRIZS.

ATz

[TEHBWALET] Y- FEOFFZHLTVET

J— _ < o FAR—BRYTCE
« BT ANE l S U¥Y ” = “ Uty bLTRE - FAR-EIYTCRS (Administrator Sakai - 2020/12/18 12:31)

(2) (3)

(1) Course Selection area — Displays registered courses.
Note: Buttons for courses from previous years are hidden.
(2) Function Selection area — Displays links to various system functions.

Click the icon ( « ) at the bottom of the page to minimize this section.
(3) Main area — Displays the contents of the currently selected function.

-10 -
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Descriptions
2-1. My Page Mode and Course Mode

These modes are selected by clicking tabs in the Course Selection area. Note that the My

Page mode and the Course mode display different functions in the Function Selection area.

My Page mode:

This mode allows you to configure your personal settings. You can also view

information about all your courses.

Course mode:

This mode allows you to manage each course individually.

2-1-1. Functions Available in My Page Mode

AT v ok BEUFSL-RR vk JOUSINIEE vk FLIUALRE v
R—A Kb LI
& 2-vime ”7“ ‘
ikl U || B || vty bLTRE by TIIRS
& 1Bk ¥ smw —
& As [zo21Fm e |- |
% e = w B0s5T a ] £ * * & +
ﬁﬁ ﬁ o EENT !
. & Tavnr : T
B =8 s o
E]
4
NET] 5
= BHEsE :
7
& EERE s
skibaco T, EIEBEICHLT: E MASEREOET
BEIBERLER - MRS RN ERENE S AT
& T7Hhoh
#raron [ Suvs HZ” Utz LT R B Ry TITES

* SEHEE v

[wuss

(S BEWARE S A7 AIDD/ A7~ FESCOWT
PRARAWE A7 LI00/) (AT FH10BMTHNEREDIN D ET, BN
et b R mtis e nwoe EEVRE Ly

2-1-2. Functions Available in Course Mode

EE ;Fff_\ AI(R=Z v * WEUFSS-—RE v & JOUSELIEE v * FAIULLEE ~
=R SN = R—5h

w sE5t R o
- ] AR E

B a8 B =a WEUF SR
B FRMFIE-

B == TR
o EwmE

& FRANTT—B PR

® ERR e

& ERER

& NEE

= a%

Q AvtE-¥

* SAnEE v
# Manage Overview
ERBFOBTSE % U2y ]
ATl % U
Auir==5 L
AEE Rl

-11 -
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2-2. Reset Button
You can reset the display by clicking on the title of the function displayed in the Main area.

The reset button allows you to return to the function’s top page from any location without

changing any settings.

#TAN—T v * BRUFS>—FRE v

B =

You can also reset the display with the Reset and Return to <function> Top button.

% Y2 H 5 || Uty NLTRE hy TEES ||

The reset button returns any settings you have made to their initial values. If you wish to

save your work, be sure to click the Save button or Update button before returning to the

function’s top page.

The reset button functions differently than your browser’s Back button.

Do not use your browser’s Back button to return to a previous page, as it may cause

questions with a test or other operation.

-12 -
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3. Screen Settings Function
Summary

The Screen Settings function lets you show, hide, and reorder course buttons.

Procedures

3-1. Hide Displayed Course Buttons

e BRAICAD DR B) (3)

BRCAD/ BT 3CFE, FlC&EaY MMIEEDHET. LWL REBRICADICaEEMENET.

Y1 &I
(NBR725HAR) TDAth
WOV NEE v AR TAR— v
OG5 5 T8 v
(2) L
BRUTT—FB hd
EtEE v

(1) Click the icon (ﬁ) in the top right of the page.

(2)  Click on % links to hide the corresponding course buttons. % indicates the course button
is hidden.
(3) Click the X button.

EFLZHSRICADYT FERS ?I:EJEJEI— Ej (4

(4) Click the reload link.

BIAR—T v * BERUFTSI—FE v * TJOUSEOEE v * FILTVALEE v

(5) Course buttons that you set to % will now be hidden.

-13-
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3-2. Show Hidden Course Buttons

5 HRICAD DR (3) (3)

BRCAD/ BT 3CFE, FlC&EaY MMIEEDHET. LWL REBRICADICaEEMENET.

Yo bEI1ILT
(BA/252HA) T DAt
PILTUZ B v & T v
OIS EIER v
EHUTST = v
BEER v

(1) Click the icon (ﬁ) in the top right of the page.

(2)  Click on ¥ links to show the corresponding course buttons. % indicates the course
button is displayed.

(3) Click the X button.

B LEBTCAD YT I“*?EE%IEEJE-JD— =l @

(4) Click the reload link.

RITA—T ~ * BRUTSZ—FB v * JOJSZUERE v * FILTVILEE ~ * HEEE v

(5) Course buttons that you set to % will now be displayed.

-14 -
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3-3. Reorder Displayed Course Buttons 1)

_ BRICADDS —(TH L
BRICAD DR FEEREN ;

IEEZZEEIBICIET bERSILTFEW. SRICADI—IZIFIS T hETERT
=F7.

FILTURLRE

HESTEE

(1) Click the icon (ﬁ) in the top right of the page.
(2)  Click the Organize Favorites tab.

BRICAD DR

IEE=ZEET3CEY FERSyILTTFEL.
TFETY.

‘ PATURLBE (3) !ﬂ

(3) Select (click and hold down the mouse button) the icon (= ) to the right of the course

you wish move.

BRICA D DRRE

IEEZEBT BT FERSYILTTFEL.
=FT.

FILTUXNEE L] ‘
Jovszoee (4)

(4) Drag (continue to hold down the mouse button) the course to where you want it

displayed.

-15 -
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St

izt S BRECA D DIERL (4) (6)

_ HEICADD I~ ZFF LT R
BRICADDIRERE = EEEN ;

JEEEEET BICEYT PR RSwILTFEL. SRICAD/ (—i1s vr hzeere | of [
=x7

I

(5) Drop (release the mouse button) the course in the position where you want it displayed.

(6)  Click the X button.
SHLESSCANY I‘*?T:E%I:&:ai-m— =1l &

(7)  Click the reload link.

RIMTA—T v * BRUZZ-=EB v * FILOUILEE ~ * JOUSZLUER v * HEEE

~

(8) The course buttons will now be displayed in the new order.

-16 -




4. Account Function

Summary

Tokyo Metropolitan University e-Learning System
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The Account function lets you display your account details and update your local ID

password.

Procedures

4-1. Update Your Local ID Password

&

FHIZ b

FhHho boFE

11—

)
fERNE
=153
BE"

EERR

NRO—F&EE

1)

Click the Change Password button.

[ Uty FLTPHS> by TR

1

kyouin1

HE—E

sis

x

Administrator Sakai
2020/09/14 3:06:57
R

2020/11/19 4:54:50

This button is displayed only when you have logged into kibaco with a local ID.

-17-
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£l HE—EB
A=)l

*RED/IAT—FEARN

FIAAT—F

Tokyo Metropolitan University e-Learning System

(2)
(3)

TR~ KEEAN [

| (4)

I © JIZAT—Fh—3%

#/ (AT FETFROL—ILTRELTLE,
@

®ER4ED/ AT— R e—FLan

I1-—YEBRMCIS =

fERE Administrator Sakai

YA 2020/09/14 3:06:57 ST

EEE #HE—H

EEHR 2020/11/19 4:34:505T

mE D b3a98f7{-6ba0-4383-3839-3dab 25415661

(5)

(2) Enter your current password.
(3) Enter the new password.
(4) Re-enter the new password.
(5) Click the Update Details button.

Operation Manual for Course Instructors

Note: Follow the rules below when setting a new password.

¢ Beatleast 10 characters long and contain letters, numbers, and symbol(s).

e Contain at least two letters:A-Zora -z

e Contain at least two numbers: 0 - 9

¢ Contain at least one of the following symbols: :; =?@ []_ +

e Must not use any characters or symbols other than those given above

¢ Must not match any of the previous four passwords
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5. Course Info Function
Summary
The Course Info function lets you perform the following updates to the selected course.
« Edit course information
¢ Add or delete functions
¢ Reorder functions
¢ Register students and TAs
¢ Permit students to self-register

e Reuse data from other courses

Procedures

5-1. Edit Course Information

(1)

#vri-3 v | (% BEUFSS—RE v | * TJOSSISEE v ok FULTUILEE vk HEREE v
= o munw (3)
w SAsE szmn] mranres| peras smes DOEE SE: . TAZER SNETEE 4)-T75E BCERESE AOE20T-SZENA
5 =
ST
B ==
& ?Zf‘f?"/f—‘(z) B8 U> 5> —=I5(B001)
e 2020 BE
ra TR ERLES
- B8 FE—TF
g mER FIsIS: EEENEDs
& &% ] 2020/12/25 13:14
2020/12/2513:14
o Avtr—T i
BEE Administrator Sakai
oE ]
HEATE
O 2 DNT BRUTSY =B (=80
e Webs 3/t
T — Web2 S/ (AN Py T A= SEST>TLETOT, SEONEESELTUEN (2L, BSHACS VRS EES NS SRELRNEC ST TLET) .

(1)  Click the relevant course button.
(2)  Click the Course Info link.
(3) Click the Edit Course Info link.
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+BES A ML [EHUFS—EE | (4)

e+ | 1-HEEETALD ~| (5)

-

? | BY-2|BFTL—b B @ @ g QRIE L= = £ 99 W
E[ e e LWEMm=® Q

B I US| x x = =

ZEA) - | B - | Tk - | AR - A~ - 21 4

[ ICTInformation and Communication Technology) D@L VA ICER T B & #(C, ZNAERLEANLESEERETD.

(6)

J

BN 4 TFH (HTMLSAZS43): 2411000000

(4) Editthis field if you wish to change the title of the course.

Note: This is the course name that appears in the timetable and course button.

(5) Specify in this field the language used when the course title is displayed. When set to
User Language (default), the course title display follows the user’s language setting.
When set to either English or Japanese, the course title is displayed in the specified
language regardless of the user’s language settings.

(6) Edit the course description here.

KX (EcEstE ICTOELNTICERT E LT, 2 SALEAN Q)
HEE-ECERONE TEEEEREITO. P

7. 2RETERMFETT)

Web»SJUA http://www. kyouikujouhou.eas.tmu.ac.jp/syllabus/flame.html (8) |
Eas ) CABRIC DOV TR EEWEBS S/ (AL AT AREBE LTI EEW.

(7)  Enter a short description.
The description entered here appears in the popup that opens when clicking the
Details link with the List Courses function on My Page.
(8) Enter the link to the course on the online syllabus system. Steps 9, 10, and 11 are not

needed if you refer students to the online syllabus.
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BRoIEEERUFT—Y

? |BY-2| @ 7T @& & g QBIB L= == €98
BI US(x.x|z==s/neo- NM@=id@MmMsEeQo
2540 - | L - | JAvh <[ 84X - |A-B-|8 E

(BROmE, 51, HF, BE, RE, HELEOBRUECENIENONE. BRESOBLSL, TNCEDRE |

EREREERR AR DDA L.

(%)

S

EEN 1, XFE (HTMLEZSZE0) 741000000

Enter the course’s objectives and themes.

9
EROME L AL
| BY-R | BFYIL— B & & & QL E L == £ 9 W
B I US| x. x E E = E |1 T4 e m w f QB MA=S© 0
e - | 5 - | TAZr - | BAX -|A-B- |3 &
( _ . N _ _ N N\
eT—— AV AFACEEI AT FERETS. IIAICE>TIEHRICERT 384805 3.
(10)
\, J
EEI 1, T (HTMLSAF S5 54/1000000

(10) Enter the course’s outline and methodology.
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BRHE

?2  BY-Z|BF¥IL—h B RN & g QLIE L= = £ W
B I US x X == ==/ % e e L EE=EQ QO
2500 - | BR - TAve - | B1X - | A-B-|H G

=S EES)
1. ESmEEEE, 0JAL, BEH5 22, FEVATLDENT, LT 7AEE (11)

. IFPAIL s THIADER, EFA-ILESE

2

3. DvE1—&vRy FO—201H7, BEEE (Www, HSEESERs)

4. TEHEE

(=#] (4~c@EE)

(5. D—FJObvHCEZEERE]L J.
EEH 8, wFH (HTMLSSESEE): 354/1000000

(11) Enter the course plan.

(12)

(12) Click the Next button.
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RENBEOED: FRUTI>—=K

ROBRETFBETEFRT ISR TO ET] 2HUvHLET. EEUI TeNFET.

B L BRUFST—=R

ESE BESNTLEEA

EIL ] ICT(Information and Communication Technology)DEWA[CERT & HiC, ThEZEALEENRRERAETD.

KX ICTOEWICEBRRT 3 &3, TNEERAULRRNRRERAETD

Web>ZJ(A http://www.kyouikujouhou.eas.tmu.ac.jp/syllabus/flame.html|

BROHERERUT— BHROME, o, Hi, &F, RBE, HERLOBBLR(CEL3RA0R L. BREBEOEVWGE, TNCLZERNRRERRENOR L.
BEROBE LTI eS——YIYARFALCEEI - FPERET . VSRAICL>THAICIERT 386053

i=E 5] [BX] (4EEE)

1. FEREEEE, OJA>, BRI X, BEYATLAORBMNT, L7+ RABE
2. J7AI TS OER, EFA-AERE

3. dAxEa—#¥Ry bO—J048H, FRERE (Wwww, BSEEERE)

4. TEiRHEE

[iE%] (4~ 6EEE)

5. D-FIORyHICLBNEREL

6. I FTORyHICLABNERE2

(13)

=

(13) Click the Done button.
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ATAR—T v

*

BHRUF7>—RE v * JOUSEUEE v

= A & BEIGE (1)
w SASE ExiEs ;ﬁx-ﬁtﬁﬁ:zzﬁa@ﬁ mEEE =3
B =8 \
REIGER
B ==
& FANTZT—I S8R UTSS—EH(B001)
® BxiR .
& Bz AEIRR
3/ =]
===
(1)  Click the Edit Functions link.
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HEEERSE

EEE
A MF2—k

-

P
a0

o meE

" (3)

I
—

l " #v;t;b

10 EREhbE Ak
= L x
¥ EA S kS

-k *

x

L5 *x
& *

REWE

- W kS
B e *x
= i ®

(2)
delete.

(3) Click the Next button.

Check the functions you wish to add. Conversely, uncheck the functions you wish to

e S
mERs mOSE @S

BRUREEEER WAk FRUTS>—=B

=L

SHSE

Exl

E%E_E

FRMNT =
B

FEEER

S

Aut—%

(453

-

EEOROEBENMERENFLE (ENESNEBERFTRRSNTVET) ¢

-TAZE

Click the Done button.

(4)
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The corresponding functions will now be added and/or deleted. The addition and/or

deletion of functions will be updated on student pages as well.

5-3. Reorder Functions

#TAA—T vk BEEUFSY-RE v & JOUSILUEE v
= -k 5 BRI (1)
© BASE E=me ssEwces beces| mees |woee
= = o
FERIGH
B ==
& FANFZI- 153U 55 3 —=#(B001)
® ETR 35
o EEEE R
e

(1)  Click the Function Order link.

& ERIER
PRREIRRF
I O HEEFEZELCE [#F] 20Uy 7T 3S CHBEASNSCA. [RE] TG [Friwll R 2RT CEsERERoSIoEaE ST

=R
o BH5T
B En
By ==
[ ® 2T —k ] (2)

®, 57T

£ EiEE
B mEs
o aE

a Avt—

Lo R = R = A - NN < A - AN - R - R < A -

EE HBROy OADIATOFOTAERLT OCERY O SBREFETIC L TEREF M T ANDF O EAN T ER SN TS D ER AL

[ - H P77 sy METY— | ]

(2) Select the function you wish to move. (For this example, the Tests / Surveys function will

be moved.)
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& BRI
HERIER
I 0 BREEFEEELCE [#F] 20Uy P93 TRERASNERA. [BF] FLE [Frl] me-2879 SERERSRORIOEENEDET .

= b k=3

[— & FR T L\,(3) &

w SHstE

-
B ==

», ETIR
& ERER
& mEs
w2

a Avt—%

=0 - B - - A - B - - A <)

Ef  BREOy NI TOFIERZREILT BIe)CEREY >IN SHREEFFRICLU CERRTF 1T ANDF I AN TSR LABHITEDERA.

EI Frotn “ FILIFAy METY—F ]

(3) While keeping the function selected, move the cursor to where you want to insert the

function.

& {BRIAE
PERENRFF
I O WEIEFEEELTS [#F] 20Uy I3 TRERSNERA. [BE] = [Frowll RS 2R CEEERm0SIoEa =07,

= As

& FRNTT—h (4)

! SHSE
& =n

B ==

®, BT
£ FRIER
& mEE
& o

a Ave—%

L= A - - - - B - - - B

B B0y I \DITATOFIERAZREILY B [CERY I SHIEEIFRRICL TERR 7T ANDFI AN TERLRBIDIITHDERA.

![ Frobil H FITFy METY— ]

(4) Release the mouse button.
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(5) Click the Save button.
& TAN—T v * BRUTSZ—EE v * TJOUSELOER v * FITUILEE ~
= A-A (6) & BXI5ER
(& _=2bzeo—t )| Tams sseeees seass sews weer Sme.azes smzeEE
= BHs5E
£ JE
s &R
B == 875> —=(B001)
= IBTIR €= 2020 &1
& EEEE FEHER
N S ES N
8 me AR e
= A% =] 2020/12
2021/01
a vt Eras
EEE FE—F
(6)  The functions will now be reordered. The new function order will be updated on student
pages as well.
You can use the gear beside functions to either lock or hide the corresponding
function.
=
B 3,
& CORENDTIEREOVILET O BEASBECEABVLOCLET
Py e

Lock access to this function ... hides the function on student pages. Students cannot
access the function even if they directly enter the function’s address.
Hide function from students ... hides the function on student pages. Students can access

the function however, if they directly enter the function’s address.

Note that some functions cannot be locked or hidden.
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5-4. Register Students and TAs

See FAQ: I want to add another instructor to a course on kibaco for details on

registering instructors.

#IIA—T v * RHUFII—RBE v * JOUTILIUER v * TFITUZLEE v * HETEE v

= b & ERIEE (1)
w Sust SEEE E=cEzEs 4ETES AuEs BOD SNEZEE JL-TREE HoEmEE 0E20T-5EENA
[
BEIEH

B ==
® FAMTLE—b BV T3> —=H(B001)
® ERIE P 2020 &%
& s FHIER

i na FE—F
& #iEs FIES EEEEDs

(1)  Click the Register Students / TAs link.

(4)

Sl&E%E
feDERSNE
ERSNEOPERE, EFANT R ASR1—Y5
16000001
(2)
g

BEO1L—FEDERNE, —FI—ANOL—HEEANTETELLOAATEZENTEET (BT NIOB TRetwrn +—F2fd Enter $—Z AN LET)
ShNEHER
o £NE2BCALERENDLTS 3

SHECEROERENDSTS ()

(2) Enter either the Student Number, Email Address, or User ID of the student(s) or TA(s)

you wish to add.

16000001
16000002

P

BEROI—FEOBEE, T ADI—HEEANTEILICLDANTEIZLATEET (BT FUOETReturn F—Fz(d Enter F—ZAHLFET)

To register multiple students or TAs at once, enter one person per line, as shown in
the screenshot above. You can copy and paste data from Excel or other source to
speed up the process.

(3) Select whether you want to give the same access level to all registrants or assign access

levels by registrant.
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(For this example, Give same access level to all registrants will be selected.)

(4) Click the Next button.
o BEIEE
SMBOIEREERLET
1 (5)
( D
TA/Fa—H— 5\ HHET B I3 YO REOTHERRBILEL TRETEET,
0 st BHOLRE BB CREADRIENMTR £
\ J
ZhE

u6000001 ( LLBIAES, Yamada Tarou )

u6000002 ( £5ATETF. Suzuki Hanako )

(6)

(5) Select the access level to be given.

(6)  Click the Next button.

& BRIAH

EMEZEM *5:

BRERDFBTEREICR O EEENUEI—YICHSE3IEF AN ZEHNCES LN TEFT.

SHTCES - EELSHAGICR ECEEI—HICHSEEFAINESTIEDET
0 ESRV - BRAFIATGCR e EEFMLVWENECAISEZET A IERELFEA

(7)

Oll == [N
(7)  Select whether or not to send a notification email about the course addition to

registrants after completing the registration. If you select Send now, notification emails

will be sent out when the Done button is clicked in Step 9.

(8)  Click the Next button.

o ERIAE

BRUTIS—REAOSNEOEINZEREL TWET.

To IRT1 Re>EHUyHTBE, ROGOFELCEBNENET. Chso1—FICHEEOHRAFAEETENT 38T A—)LERTENERA.

il D R
LL|EEREB, Yamada Tarou u6000001 s
#ATET. Suzuki Hanako u6000002 ZEE

)

R
FoF1T

TOF47

(9) Click the Done button.
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E=1.1) A EERE HIEE
{iAE R EE, Satou Jirou ( 6000003 ) TA/F1—4—

AIE—F. Kiba ichiko ( kibaco ) (10) e

AR, Yamada Tarou ( us000001 ) FEE b=

#$7AIEF. Suzuki Hanako ( u6000002 ) FEE flr=e=3

(10) The students and/or TAs will now be added to the course.
Note that this operation is not an official course registration. Therefore, if Student is
selected in Step 5, a provisional registration will be made. Official course registration is

done by the student through the administration information system.
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5-5. Permit Students to Self-Register
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Section 4 — Register Students and TAs describes how course instructors can register

students. With the procedure below, course instructors can permit students to self-

register in a course.

= R—L o ERnE (1)

T BESE FriEE SXEHTES RETES AEES MODE BEC TATER SNSTER CM—?”Z‘%‘ MOEEDT—SEEHA
= J

b L

B ==

® FANTFI— BV 753 —51K(B001)

® BT = 2020356

& EEEE b

- ng TE—F

& mEE AR eIty
(1)  Click the Self-Register Function link.

& BRINH

Hiing SEFEHTES HuETRE BeliF HOEE ZEL-TATER SNEEEE VL TJEEE ECESHEE
BCoEiREE

BCESFIRCLITES, BERESN COEE NBSERI LN TEET.

W ECEEEAEECT S
(=]
(2) Check the Allow self-registrations check box.
(3) Click the Update button.

This enables students to self-register in the course. It must be noted that self-

registrations are not official registrations. Official course registration is done by the

student through the administration information system.
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5-6. Confirm or Delete Self-Registered Students in a Course

RITAR—T v * EEUFSS—RE v * JOJSILUEE v * FITUZLEE v *  BiEETEE v

= KL & BREE (2] [ % U ][ Uy FUTRRER MY TCRS
w HAST sifin SARETEE WOTRE RORS mogE ,%:;gi-n.zrgii en=zeE lm,—i%%‘zi EoEREE HOBROT—SEEHA
B B
- SCE ]
B ==
& FANTLT- E]|U TS > —EH(B001)
®, BTiR (1) £ 2020 EE
& ERGE IR
= & FE—F
& meE FIEIS EEENEDH
= A% 1EmE 2020/12/25 13:14
o Awt—s EIEAF 2021/01/07 17.08
ErEs AUE—F, Kiba ichiko
BEsRaEA
] 2
04 2 [C DV T ICT(Information and Communication Technology)DEWVVI[CBHT 3 & HIC, ThEEALEHFHNTRBERREITD. .. (224)
Web>S/(Z http:/A

WebZ S5/ (AD by TR—ZICTv 2T LETD EAREERECTYIILET) .

(1)  Click the Course Info link.
(2) Click the Manage Course Participants link.

e R . BERE il
{k7ERED, Satou Jirou ( u6000003 ) TA/F1—5—

ARIE—T. Kiba ichiko ( kibaco ) Eri

IUEAEP, Yamada Tarou ( us000001 ) FEE REH

2$AJEF, suzuki Hanako ( u6000002 ) FEE RER

Students who have been provisionally registered with the procedures in either Section 4
— Register Students and TAs or Section 5 — Permit Students to Self-Register will
have a Provisionally Registered status. This lets you distinguish these students from
students with Officially Registered status (students who have officially registered in the

course).

See FAQ: A registered student is provisionally registered. What is the difference

from being officially registered? for details about the differences between

provisional registration and official registration.
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You may also delete students from the course on this page. If it is necessary to delete a

provisionally registered student, follow the procedure below.

I ) LEDS5 1 4BEEER
oo H BE ] (3) 2HEEHR | Fr ) . | B ‘ ,
(1) (2).
k=131 HER = £ L
{EBRRED, Satou Jirou ( u6000003 ) TASFa1—5—
AIE—F, Kiba ichiko ( kibaco) ErE]
LLEAED, Yamada Tarou ( ué000001) TES fire=s=4
254767, Suzuki Hanako ( u6000002 ) TES blre=s=4

(1) Be sure to confirm that the student is provisionally registered before deletion.
Please note that you can functionally delete officially registered students, faculty
members, and TAs / tutors on this page. Be absolutely sure that you are not
mistaken when deleting a participant.
Be absolutely sure that the student’s course status is Provisionally Registered
before proceeding with a deletion.

(2)  Check the Delete check box to the right of the provisionally registered student you wish
to delete.

(3) Click the Update Participants button.
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5-7. Reuse Data from Other Courses

5-7-1. Reuse Multiple Data Sets from Other Courses

You can import multiple data sets from other courses with the following procedure.

= R—Ah o BEEE
© HASE BriEn BIENTES HETES BEET NOSE S84 TATEE SNETEE 4L-T73EE HoZEE
[
BEEER
B ==
& FAMFL—b 158U TS >—2H(B001)
= ERiR 5 2020 85
& EEEE FUBR
il FE-F

(1) Click the Reuse Other Course Data link.

EXER SEERTES HETRE HREF HO0EE ZELE - TATER SNEEEE S JEEE BCEREE foRE0T-47EFR

fDFEEDT—Y & BFA

(2) =] L\(;*;—"—/Sia_\- — L

—SCN—TEnExd. COAETE (REE] SEIEfREanERZA.

(2)  Click the Merge own data link.

EEiEE SXESTEE HETEL BRlEE HOEE ZEL.TAZEE SNEEEE ML-TZEE BCEEbks oE207-4Z2EHE

MEYY 3 MoEE] MSoHEHZEFA
MELT BMDEE] HSORMEER

R e S P AR T 5T CEERTEET. — DU EOEEDS

D ==

v
]
H

MzEHHEHERT O TEET.

@ FILTULLES
¥ TO5SE e
Bt %

(3)

(3) Check the check boxes beside the courses to import data from and then click the Next

button.
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o BEAE

ERBENSA R — FENZIL T IVEFIAIL NTERRENE T, BEEBEQCOREFEIETEETA, ‘guest BT 'student' {EIR# I OBRESINE CF I/ ERANRTH I & aBHLET.

BYLTWBoERD SEMEBFHETS
HULTOBMEOBEN SEHEBHNALET ...

(4)

ENEEHEDE BT ST AT Sk &
/:JIJUXNEE JusSE IR \

HUSE «

BHAUCVWENZBRUTZEN. — 2L EORENS;

RRER

FANMF - Sz ko1
HiEE

BN

== RE

AR OMILCRES SO LT LY EA R IR EEERT L, BERERCENEINET.

(4) Check the check boxes beside the functions you wish to reuse.

(5)

[E[ ms || Frow

(5) Click the Done button.
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5-7-2. Reuse Individual Data Sets From Other Courses

You can import individual data sets from other courses with the following procedure. This

example describes how to reuse assignment data from another course.

You can choose between importing all or individual assignments or tests / surveys under

the Assignments function and Tests / Surveys function.

= AL

© BEsT

= =

:ﬁ 23 (1)
& FANTa—b

® BTR

& ExEm

8 miEE (2)
= %

Q Avg-y

B =

[EE BN BEECLORT-E REKR-E BEEE-F ATTa> Tesh #R

RE—E

1035 1-1 HEEER

200 fFFT. | Y

JEUEE

2021/01/11 13:00

i RN

2B 2021/01/04 13:00

0/0 0-100.00

E: =1 FATOEIYI Y HIL—T
&

=5

IR o BlFR

(1)  Click the Assignments link.

(2)  Check the current assignments for the course before proceeding.

= h—A
© sEsE
[
B ==

FANT A=

®

= #RE (3) g 2020 EE
& EEEE HHUIR
E ] TE—T

w I 4) [ =9

ExiRE SxEETRS HETRE REEF HOEE IELE -TAZER SNSEEE 4L -JEEE ECEgRE| toERor—SzEfE

b E S

1B 753 —=(B001)

(3) Click the Course Info link.
(4) Click the Reuse Other Course Data link.

& 19XIRE

EERHTES HETRE REEF HOEE REL-TALER EMSEZEE JIL-JEEE BCE

fhDiEEDT —FZBFA

(5)

AT —SET—ILEL

T RN —TENET. CORAETE [HEE] #EFEFRENEzEA.

(5) Click the Merge own data link.
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& 2N
ExER FXESTES KRETHE BEEF HOTE BEL . TAZER SNEZEE JL-TJZEE H

MEXT S fitniEx] MSoHEH=ZBFA
MELTBMOEL] HSORHEEFA

HETEMOEZYSOFFVZENRATECLTERTETT. DU LOEENSOEVTHRAFSHES T LN TEET.
A T7ILTUZLES

JO55z248% | (6)

B EDE

(6) Check the check boxes beside the courses to import data from and then click the Next
button.

BHEUTWSDEENSEHZEHRTD
BEL TV B MoERN SEMERAALET ..
SHRURVETEERUTZEN. —oL LaERN SENTEZE0E BT LETETTIRE, LK ONDEEDENLL).

FINIUZLES

BRASHE
FANT2r—b
S

JEIRAR

- @ (2.

=]

(7)  Check the check box beside the Assignments function that you want to reuse.

Eml

&

(8)  After checking the Assignments function check box, all assignments saved for the

selected course(s) will be displayed (including drafts and post-due date assignments).
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(i)

(9)  Check the check boxes of the assignments you wish to reuse.

(i)  Check only the Assignments function check box to reuse all assignments saved for
the selected course(s).

(i)

Check the check boxes of the individual assignments you wish to reuse if you wish

to reuse only some of the assignments saved for the selected course(s).

[ =]

(10) Click the Done button.

=53 H Froib

v BEsE 11 S5 EN ERECLOSS S RERR-E BESE-F JEFEE 733 Tesh SR
e oae (11
B =i
CET
® FAMNTLE—R 3035 1-3G6BEET
= I< < |200ffFR. Y| > >
®, BERR il IS
& EwEs Frikdvl b3S HRE ARHE fiinl=lE B /RS ESTE HIER
= LY TATOEITa L - TIL—T R 2021/01/0413:00  2021/01/1113:00 0/0 0-100.00
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(11) Click the Assignments link.

(12) Check the assignments for the course after adding assignments from the other course.

The added assignments will appear as drafts.

FAFTF—

(13)

v
MR

VINFZA2

(13)

If you check the check box beside the Tests / Surveys function, all tests and surveys

saved as drafts for the selected course(s) will be displayed. (Published tests, whether

active or inactive, will not be displayed.)
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FAN EBM EET-IL A0 1-HEELA- Trash
FA—H

#w | dRcorsvay ||

F=Ri 20 v|FRb o
Z 2 #&
E H © =28
(14) B B 4M H H EBE
EEdV] RE T 2 %k B B H EIEHE v 13
Draft - N7 A2 l__703/3>,£3§m___ Draft iﬁ Ti;% Tgég@ﬁ@d

5%

EFA-T1M &

ERUETA MEHlEE

(14) Reused tests and surveys will be saved as draft tests.
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5-8. Manage Deadlines and Dates

4)

You can manage all deadlines and other dates in one place.

LG CaSal B

* BHRUTIYEE v

* TJOJSITHE v * FITUXLEE v * HEEEE v

= b R RS (1) [ % USs ][ Uty MLTEERE M TEES
w sAsE EEEE HEEETES HoTEs tc;ﬁgmi sEd - TAZER SNEZEE 4 -7IEE BCERES MORZOT-SZEAA
= 8w »
e
B ==
& FAbres=h 158U TS5 —=K(B001)
® BEiR FE 2020 EE
& EEEE FHIR
B ] AIE—F
& mem S EEENED
= a8 1ERA 2020/12/25 13:14
a Avt—3 EEAE 2021/01/07 17:08
EIEH AIE—F, Kiba ichiko
(1)  Click the Date Management link.
o BEEE [ wuzs H ® H Uty FLTRERERTERS
BA%E&RET S
(2)
I v =2 (3)
BB RS HUEE ERSEOE ‘\
2021/01/07 10:35 2021/01/14 10:35 2021/01/1510:35
FiEg g =fe
2 2021/01/04 13:00 2021/01/11 13:00 2021/01/12 13:00
EEE EEE JipEE
2021/01/01 15:00 2021/01/04 23:00 2021/01/12 15:00
\%?3 T 5 = W,
2 FTABIFPC
> &S
> EB
2> Eril
> BHE5E
g | Froven
(2) Select type of date you wish to change.
(3) Change the date(s).
The dates that can be changed vary depending on the type of date.
(4) Click the Update button.
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Wz B3

ROBMEEELLSELTOLET:
+ RE-FREA

=2l

(5) Click the Update button.

o 12EEER [ % 1 H b H Uty bLTIREER Ny TERS

MBRZRETD (6)

I @ MERERCEFf=NELEL.

¥ 2R
1 b RO WA ERREOE
: = 2021/01/07 10:35 2021/01/1410:35 2021/01/1510:35
AEEE = s=0

(6) A message indicating the update will appear at the top of the page.
The message will disappear automatically after a certain period of time.
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5-9. Check Your Timetable on My Page
Courses are also displayed in the timetable section on My Page, as shown in the red box

below. The My Page timetable displays your courses that have been made visible.

L i
— BN [(wuss [ % |[ verriomarszems EEREoBnS Y T
= =n r b

0215 B v .
© smsH HAs5E

=] A X 3 3 £ + B 30 BEOSASETT

o EEE 1 £
a Fhovk z

i

REEE(CONWT

REDSOEHSE % UD

AF=az

[TBRASELLET] BR—FEOFERLTWET

- 202012/18 12:31)

% UST ”Tl Uy bLTEE - FAMRP RS |

(Admi

GIE] REWRANESATLIDD/ (A0~ FEECOWT
Administrator Saks

A 202012018

kibacolBfFCHLT

« Admiini

Note: The Year / starting term combination of classes initially displayed in the timetable
is set universally for all users. The default display setting cannot be changed on an

individual user basis.

5-9-1. Change the Timetable Display

& 1-9@E8 . . S
PR szl [»u>s | % || vesrimmmrooems | w2 Bz
L .
| 2021508 155 N
© SHst BsE
l B l A x ES * & T RiFf 30 BEOSHSHETT
& EEmE 1
“h 2
& THut 1503511 HE=ER
5 SEER. |v
4 #E
5 EEERITDWNT
6
7
CRRSNRERNHOET.
FENET RENSOBRSE { % U
FINTTHRIEZN
AT3
| i— MEON'E A\
#E.rab-8 | wuss | X || veyhlTsE FRE-RATERS e
HETHRSAIRES 7 AIDD/ (XD — KEEIZ DT
F— rator Sakal 218 11:54)
=] kibacoi@#FIzBIL T
- rinistrator Sakai - 20201218 11'53)

(1) Click on the pulldown menu above the timetable.
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_)_E

02EEFM  woEmcLn. CRoRD
| 0225EHA  AMPUSSQUARETRIRBL TS
AR L TISFEDE hEe

wUss |

SRR - MBI SE FHTERLEEN

[CRAOBBEALET] Y- MEOFRRLTVET

{Administrator Sakai - 2020/12/18 12:31)

[E5] BETRARES AT AIDD/AT—FEEICDWT

Administrator Sakai - 2020/12/18 11:54)

UEE] kibacoiRfRICEILT
« {Administrator Sakai - 2020/12/18 11:53)

(2) Click on the Year / starting term combination option for the classes you wish to display in
the timetable.
Note: Be sure to read through the general instructions about timetable displays listed
below the timetable.
Note: The classes you are participating in are displayed in either the First term or Second
term. Classes that run for the full school year or that span the first and second

terms will be displayed on the timetable regardless of which term is selected.

[ i
PR [t %UZT H X || verriREBNTERS | mEvEEosISU BULT
& =8
s ‘Jnﬂ‘FEiﬂF - ~
® sEse BHSE
8 ) % @‘ = £ + T 30 HEOSHISETT

o EmmE 1
& ATk | 2 [

3

TS
4 I8
& o
5 REHERICONT
6

RN SOEsE )
AT a
J— - ) e O
sz zar—s | suxe | % | veyrites Far-sroTcEs (CEABRILET] I FROTERLTLES

(Administratar Sakai - 2020012718 12:31)

[F5] BEWRBIERS A7 AIDD/RAT—REECDOVT

Administrator Sakai - 2020/12/18 11:54)

sEr. |v] ' G2E) KibacoBAFIZBILT
« S (Administrator Sakal - 2020/12/18 11:53)

(3) Classes corresponding to the Year / starting term combination you clicked will now be
displayed in the timetable.
Note: The timetable will revert to its default display (the year / starting term set

universally) when you refresh the screen or log in again.
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5-9-2. Check a Course from the Timetable

P — ——
 oEr-w (== I % UZY Ji[ Uty hUTHREE by TICRS } EEMFROSSE [ Yy l
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& EEmE 1
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EEERITDWNT
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ATya
[CBABENLET] H7i— MEONEELTUET
(Administrator Sakai - 2020712418 12:31)
2] SERRIES A5 AIDD/ A D— KEEC LT
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=] kibacoi@#FIzBIL T
« Roministrator Sakai - 20201218 11'53)

(1) Click on the Course name in the timetable.
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B == ICT(Infarmation and Communication Technology) DL VS [CBIT 5 &3t1T, THEEML pP—
[ BN LEREEAE (T
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BiF 30 HEOSHSETY

\_ % U

249

Bl

(2) The corresponding course will now be displayed in the Main area.
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6. Notices Function

Summary
The Notices function lets you post notices and announcements to students enrolled in a

course.

Procedure
6-1. Add a Notice

(1)

®IIR—D v I* BRUFTTY—FHE V] * JOSSELOER v * TILOUILEE v * HEEEE v

= R4 2 >)
= w—n (2) faasssubﬂ(3)

pal
=13
=
&t

5 =x[en |=-> mEszE A7zs> #E

& =8

=if 365 BEDSASETY
B ==
¥ FRNFLE—b Eleaz  |v]

», 5T
RESHMSEESDERA.

F ol maslEan

(1)  Click the relevant course button.
(2)  Click the Notices link.
(3) Click the Add link.

- 46 -



Tokyo Metropolitan University e-Learning System
Operation Manual for Course Instructors

v HESE

R BN V-3 WEZE AT7Isy AR
S5 EEN

A —LILANL, BESROMS L ERLTIEEW.

*BATAT LG (4)

“ = REESC DT

* AR

? | BvY-X| BF>FL—~

L CR =

B I US| x x* E

b - | 3K

|
o

el - | B

=

BElmale s Qb
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A

J

body p

EEE 2, MFH (HTMLS A& E4): 61/1000000

(4) Enter the subject.
(5) Enter the message.

FOER (6)

@ COSHSERCOEROAVIEFFRE A TEET
COSHASEEBRULEIIN—TEFICERENET

(6) Select the access range.

Course participants only: The notice will be accessible by all people enrolled in the

course. If no groups have been set for the course, this option will be the only available

option.

Selected group(s) only: The notice will be accessible by the selected groups. When this

option is selected, a list to select groups will appear, as shown in the screenshot below.

FOER

o COSASREBRULEIN—TEFCERENET
COBHSEEEBRLEIIL—TEFICERENET
PR EB1DOIIN—TEBIRT 2HEHFHDET ~

Q | JL-TEem B

COBHASRECOREOAVIENNEEZ N TEET
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RBERBIE

O =T-(8EL, CORASEESTCERTS)
#¥EF-(FE2T—FT, CosaseEsinlLmgL) (7)
HEEE - (BREBATCORASEEETR)

M
FAEBOERA

sr—ncszEn | [uae ~|| (8)

[ o [P

(9)

(7)  Select the display method. You can select to post the message immediately, save it as a
draft, or set a display period.

(8) Ifyou select Yes for Notify by email, emails will be sent to the recipients specified under
Access.
The Notify by email setting is not saved. If you wish send notification emails again

after revising a notice, you will have to select Yes again.

(9) Click the Add button. If you selected Yes for Notify by email, emails will be sent after

clicking the button.
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© HHSE % U2 LEJ

=R BN Y-¥ EFEEE AT #R

=i 365 HEIOSHWSETT

THED351-1 582%R

< < “gf:;:ﬁ;,t__ v‘ S >

{EkE BEs IE BRRAEIS BTHaE 3

AIE—TF 2021/01/04 13:42 fizE S

(10)

(10) The notice is now posted.
Participants in the course (students, TAs / tutors, course instructors) are now able to

view the notice.

Do not revise and reuse an existing notice to create a new notice.
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7. Distribute Resources Function

Summary

The Distribute Resources function lets you upload resources to be used in a course and

distribute them to students.

Procedures

7-1. Distribute Resources

1)

#TIR—T v [* HERUF 3 —RE VI * JOJSILIER v * FITUZALEE v * BiEEE v

= R-A = FH

¥ SASE (2) EEEN WebTALSORE Sr-bEEE T3E 2R

l = &n
: . jEE

AN 1)} - BRUFS>—=B
& EFER BlZEFRR -

(3) FOER {EREE ERETH X

bl

%

r—)
FPI¥as~
e

(1)  Click the relevant course button.
(2)  Click the Resources link.
(3) Open the Action drop-down menu.

x

LGrverzer]) | @)

[

LS w AR,
Dx ') 227 (URL) 3B
FE2 b EFER

(4) Select Upload files from the drop-down menu.
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(5) Click in the box with the dotted line.
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Foutl

(6)  Select the file to be uploaded on the pop-up window.

The pop-up window may appear different from the screenshot if using a browser

other than Edge.
(7)  Click the Open button.
You can also drag and drop files, as shown in the screenshot below.

B I[ Utzy FLTES

= 8

HEEN WebIAILSDRIE Ux—4ERE I ER

I7ANEFYIO—k
B EREEI
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To upload multiple files at one time, click the dotted box and repeat Steps 5

through 7.

(8)  Click the Next button.

EEREN

Bz

- AN A FUEA i35 ERETH B4X
FaA¥3a~
9 [;’%Zii . pptx e FE—F 2021/01/04 13:59 s2M8 ]
» 5 aE—

(9) The file is now uploaded and available for students to download.
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7-2. Organize Resources in Folders

7-2-1. Create a Folder
= R—A [~ —it]
w BAsE EREH WesTASOEE Or—o%EZ T3E EE
= &8
B =s
¥ FRNTIE—
ANTORETF - ERUFTSS—EE En
®», IETiR
& EEER FlEFRR
& mEE
= &% P Eok d )TN FOER {EmE SEETFH H1X
o sve-w (1) | 2=z
EE251 Fopptx FOvaAY | EESE AE—F 2021/01/04 13:59 52MB
FIRAAE ~ :
D51 CDVT t —=

(1) Open the Action drop-down menu in the row with the folder icon (% or [3J).

(i
=)
x

= il o

(2) Select Create folder from the drop-down menu.
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T A IS EER

B BRUTII—ER

4)
A NS ST <A

(3) Enter a name for the folder.
To create multiple folders at once, click the Add another folder link and enter a
name for the other folder.

(4) Click the Create Folder Now button.

P % U [i]

EEEN WebTANSORF SA—SEEE JIIH ER

EEN
NTpEE AL - | ERUTSS B &8
FlEsRm ~
e A I A FOER 3751 ERETH hr 8
VA
(5) [ D E-—EiEEEs Bk AIE—F 2021/01/04 14:10 EDTAFA ]
BEEZ51 Fpntx Ezen HE—F 2021/01/04 13:59 5.2 MB

(5) The new folder is now created.
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vy | |

= &HH
BRER WebTALSORIE SA-sEEEZ IR ER
EEAEN
ATOBETTAL - | BRUTTYEB SR
FlETRR -
7 =R d SN ForR Eidi5=1 ERETD BAX
FOyav-
DE—EiEREs FOya | EESE FE—TF 2021/01/04 14:10 MEDTIT L
EEZT1Fpplx (1) |(7ozay-)| m2en HE—F 2021/01/04 13:59 5.2 MB
[ = dE—

(1)  Open the Action drop-down menu beside the file you want to place in the folder.

#HLW (=T a7y IO-—F
Ealey,

=5

(2) Select Move from the drop-down menu.
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RoAR

3) 5=ztm [7o¥a>-| &

FI¥av~| #

(3) Click the Paste icon beside the folder to place the file in.

P FIER fidi=] =ERETH X
- FOyaw-~
B E—EHEEE EE2E RE—TF 2021/01/04 1410 (4)
BEE25 1 Fopotx mEen FE—F 2021/01/04 13:59 5.2 MB
i > ==

(4) The file will now be moved into the folder.
You can create folders in advance and upload resources directly to the folders.
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7-3. Reuse Resources from Other Courses

SR ~

7 FOER {EmE SEETFR ho i 7.4
FO3a~
= E-EiEEEn T FE—F 2021/01/04 14110 WEDT AT 1
AEEZS1 Fppx fi-t = AB—F 2021/01/04 13:59 5.2 MB

lmm%m&%ﬂﬁ;% ] (1)

(1)  Click the Copy resources from other courses link.

Bl# R ~

P TR i35 EREIER b 7.4
T3~
BB EEsEy e 2 HiE—F 2021/01/04 14:10 MEDTAFA
BESZS Foontx Ear dE=—F 2021/01/04 13:59 5.2 MB

> fDEESCERE I — SR053 T4 —2EHL, TORECEECIE-FEPITLZEBRLTTEL.

DELR—S
(2) m

e ——

O s

(2)  Click the course folder icon containing the resources you wish to reuse.
Be sure to click only the folder icon.

-57-



Tokyo Metropolitan University e-Learning System
Operation Manual for Course Instructors

o= % s li]

BEER WebIA)HFDERF Hx—HTEE T=ZE #EE

REREN

BlEFon ~

e FIER {ERLE BEELFH X
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DRAA—S
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(3)  Check the check box of the file you wish to reuse.
(4) Click the Copy button.

= &5 % U [i]

BEEH WerTALUOBME U7-bERE JTE ER
BERER

ATOEETr (L~ | BERUFTS—ER SN

pEE T
y (5) PoEA  GME  BRETA 91X
|N—ZF‘E| FO3as~
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O E—EE A=A B HEes  AE—F 202101041410 1EOTFATA

» filASEH S EREF IV — Ehngs 7445 —FEEL, FORECERCOP— T3P TLRERLTTE.

EEeE RE-TF 2021/01/04 14:20 5.2 MB

(5) Click the Paste link where you want to copy the file.
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EEEN

o FOEA  {EERE ERETH o 24
P33~
B E-EELEH e AE—-F  2021/01/0414:10 BT AF1
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(6) The file will now be copied to the folder you clicked in Step 5.

7-4. Resources Function on My Page
My Page has a Resources function similar to that on each course button. Files uploaded

using the Resources function on My Page are only accessible by you.

RIIR—T v ok EEUFSO-ER v ok JOUSIOEE v ok FLIUZAEE v ok HEEE v
_— = an
& 1-UER EREN WebTALSOBAE Sr—SEEE T8
i s
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® aEst
IRTOEE T~ | AR~
& BEEHRE
8 oo
P R d DN FOEAR i37%=3 =EETH HAX
DEAA=S FO3a~ I
A EEREY- ; ST
IMUNER

(1)  Click the Resources link on My Page.
(2) The Resources function page will open. From here you can upload and copy files in the
same way as given in Section 1 — Distribute Resources through Section 3 — Reuse

Resources from Other Courses.
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7-5. Manage Resources from a WebDAV Client

| Utzw L CEH v 7R
&R

Web 77 LS DigdF

CONR—TTEEDEDIT) VD & COBREOSaka SR DR T, I 7ML & TA T — DR nED A
TEEMERLTVET.

T3 webDAVERENZ IO P LEERLEY . EARL —F 7 LI ZRFACHV T WebDAVEZ W [~
Ty T IO AEER - TWETOTHBT 2R TFORFTy FIC@# 2 TIREEL.

S BICEMBRIC DL E0E DT DTy T O-FLEL RS A—S0 tECas BREH =0
v LT 74N —ORILHES, PIYI> > JrNWEFPYITO—F &7 v I TLES

WebDAVA S 72 b ) (WL [CEBA LRDURLICTEE LTI EEL.

I —ID(¢ kibaco OJf - DEFIBELFT.

BS oO—HILIDOES. kibaco /(R D—FEFIHLET.

HEDES. WebDAVD/)(RT— FERETLETOT. WebDAVOFIBBESEE LTS

https://kibaco.tmu.ac.jp/dav/20151262

(1)  You can manage resources from a WebDAV client. Click the Manage Web Folder link to

display instructions on how to use this function.
Faculty members should apply for WebDAV use to have a WebDAV password

issued. Local ID users can use WebDAV without making an application.

7-6. Check Space Usage

= 5EHl
EEEH Web
DA—4H

TNRREEOEES SEROFERNRICTT 344 —49TY.

:@*?%:;[Wf 1GB M7+ —4%&FF 0% (5.3 MB) Efiotb‘-af‘g".]

(1) There is a size limit to the amount of resources you can upload. Click the Check Quota

link to see how much space you are currently using.
(2)  You can check your total size limit (quota), the percent used, and the size used.

These figures are provided separately for each course and My Page.
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7-7. Compress Folders into ZIP Archives

You can compress folders into ZIP archives.

2P 711 T ICIERR

(1) Open the Action drop-down menu in the row with the folder icon (% or [J) and select

Compress into ZIP archive.

B EEUTSS 5 =R e
B E—EEEan FHSa~
BZLITUZABEZ S Fapptx Fo¥3z~

(2) FOY3s~

(2)  AZIP file will now be created containing the contents of the folder.
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7-8. Trash Folder
Deleted resources are moved to the trash folder. You can restore resources deleted

accidentally with the procedure below.

= 5 (1) Bz H X H Uty ML CER by TIEES
EEER WebJA LS DEBE ’77-’9’5@?%@

UARFPIER

3)

DR +7 Ak Froeiv

URPFTRIFATATERL, YUANPRSLZRALTIEZWN

1ML [Ll]=5=] HIFRERS

BEEREUFSY—RE

(2) [ B ERFEEH zip FE—F 21/02/22 13:01

(1)  Click the Trash link.
(2)  Select the resource to restore.

(3) Click the Restore button.

=0 | % Uz H ® H Utry FLTER by TEES
'v".l(;3 SIS OEE Ox—4S%EE JZw ER
DX ~PIEHE

I @ XOI7-ILIFUR FFENZELE - /group/20208001/FE—EHFEER zip:

(4) Click the Course Resources link.

FowR  {EHE ERETH o1X

Eger AE—F  2021/01/0414:10 MEOTFA
EEeE KRE-TF 2021/01/04 14:49 5.2MB
fi-E FE—TF 2021/02/22 13:24 4.5 MB

¥ arE—

(5) The resource will now be restored.
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8. Assignments Function

Summary

The Assignments function enables you to set assignments for students. The function lets

you create assignments, set publication dates and due dates, correct submitted

assignments, and send notices to students by email.

Procedures

8-1. Add an Assignment

(1)
#TAR—T v l* BRUTI>—FRE vl * TJOOS=IUBEE v * FILTUZLEE v *
= =i =

(3)

w BASE & | BEEC snBE-8 BEET K ATz Trash EE
B = ) Ry
RE—EBE

I 0 COBFICERENREDDERA.

(1)  Click the relevant course button.
(2)  Click the Assignments link.
(3) Click the Add link.

H1 b+ @
E—ELK— NPE

(4) Enter atitle for the assignment.
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SReEiA *
?2 | Bv-2 | BFIL—1 B @ & a8+ QL E L E = oy B
B I US xx /& = |10 = ™ = f TEME =2 Q
e - | EE - | Zazb o~ | HAX - A- -
AREOP L2 EHME 2327V RET 3T L. N\

MEFRMIF-ILICTREL. 23FEERHET AL

(5)

e T

(5) Enter adescription of the assignment.

yNIS LS (6) (20-::_1 /01/04 15:00 =

NEBERFEFTEESFCORFTRTICRRERTEFEA.

HUEE * 2021/01/11 15:00

SRR

2021/01/1215:00

(6) Setapublication date, a due date, and a final submission date.

Publication date
This is the date and time from which the assignment can be viewed and

submissions accepted. Students cannot see the assignment prior to this time.

Due date
This is the deadline for the assignment. Students may submit or resubmit their

assignment after this date but before the final acceptance date, but their
assignment will be considered late.

Final submission date
This is the final date and time that assignment submissions are accepted. After

this time, students cannot submit or resubmit their assignment.

Set the due date and final submission date to the same date and time to disallow late

submissions.
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You can set the date and time using the calendar shown below by clicking the

calendar icon.

o‘2!321 V‘fﬁltﬁ V‘o

B A x* kx KX & £

100 1) 12 13| 14| 15 16
17| 18| 19| 20| 21|| 22| 23
24| 25| 26| 27 28| 29| 30
31

=355 15:00

Rz HUS

(7) | IR A AL TR

(7)  Set whether or not to send emails to remind students about the assignment. Checking

this check box will send reminder emails to students who have opted to receive

reminders.

After creating a new assignment:
When saved with this check box unchecked, reminder emails are not set.

When saved with this check box checked, reminder emails are set.

After editing an assignment:
Previously saved with this check box unchecked:
When saved with this check box unchecked, reminder emails are not set.
When saved with this check box checked, reminder emails are set.
Previously saved with this check box checked:
No reminder emails have been sent yet:
When saved with this check box unchecked, reminder emails are disabled.
When saved with this check box checked, reminder emails remain set.
Reminder emails have already been sent:
When saved with this check box unchecked, reminder emails are no longer set.

When saved with this check box checked, reminder emails are newly set.
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(8) FUIREFESCHLTIEER

(8) When this check box is checked, the due date will be hidden from students.
Regardless of this setting, the due date will be displayed on the assignment list on
the My Page home page.

(9) [ FEEN. FREEEOEANE A—ILERE

(9)  Set whether or not to notify students via the Notices function and email that the
assignment has been added or edited. Checking this check box will post a notice after

adding or editing the assignment as well as notify via email that the notice has been

posted.
POt
—EEEFRRETIL, JIL-TEENENFUNEIICLETEER A
o BELITICER (10)

(10) Select who receives the assignment. The only option if groups have not been set up is All
course students.
All course students ... All students in the course receive the assignment.
Selected group(s) only ... Only students in the selected group(s) receive the assignment.
Group submissions ... Selected group(s) receive the assignment. Only one submission is
necessary per group (anyone in the group can submit the assignment).

The list shown below will appear when specifying a group or groups.

FIER
—ESETERTIL, - TEEPTENZNOEASLETEFEA.
BEZFICER

@ ER=NEII—TEHICER
DI—THRE - FI—TCDE—D20EE

Ed

DR EBIDOTIN—TEBIRT ZHENHDET ~ |

BRED] o []

2R « ) v
2TOIIN—TER

2010 IL=71 Iy

¥ COFR I)L—T-2

ey |
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A condition on group submissions is that no student belongs to more than one of
the selected groups. As shown below, you can use the Check Now button to check

whether any student belongs to more than one group.

@ JIL—TEE - JIL—TCOF—DDiEE

l IRTOIN—THBRSNTVWET (2~ |*

0 HIL—TJEETE, BRULEIIL—TJICEEOENEF VRV EFNETT.

© BRCHRHULELE. BRUCEHDIIL—TODAL I —THIZFEERFVFE
Ao

ZaEmigHm
IR HTER] + S BT v ﬂ

(11) Set the format for student submissions.

Text box ... Students enter their submission in a text box in their Web browser.

Attachment ... Students attach and submit a file or files.

Non-digital ... Used when you expect students to submit their assignments directly to
you without using kibaco, but you require the option to show assignment details
and grade assignments.

Single file uploads only ... Select this option when you want students to send in their
assignments as a single file only. (The Attachment option lets students upload

multiple files at once.)
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R iEfTT (12)
( COREEESTE \
BT | = v

E5=%A1+|100.00

BAEBICREEES
EEFHIEERT 3

o J

(12) Setthe grading method.

Check the Grade assignment check box if the assignment will be graded.

If you select Numerical grade as the grading method, enter the maximum grade.
Also choose whether to send results to student course grades and whether to use peer

reviews.

(13)

| Jrea— || Frvel

(13) Click the Done button.

B 25 % U li]

FE-E BN ERESL0BE-E OESER-E FEEE-F AUI=a Tesh #E

FE—E
OIS -1 FEEER
|< < 200 fFfR.. | ¥ > >
REI A L gk RE  AEEHE BUHR BB/ s EsAE  HE
TATOEIYa L AT Z2B8 2021/01/04 15:00 2021/01/11 15:00 0/0 0-100.00

(14)
SRS B

(14) The assignment will now be added to the course.

When the Send results to student course grades option is selected in Step 12, the assignment

will be added to the student course grades as shown in the screenshot below.
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BT

9

BEER

FltERE

i | |

D

* BHRUTS—ZEE v * JOUSEAOERE v * FILOUINEE v * 1
& miEE
WE A NIOK— b BE
FAEEIAE % EM
2D BEEE T 1155
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25 100
0 2021/01/11
K85,
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(u5000002) \ )

8-1-1. Differences between Selected group(s) only and Group submissions

The Selected group(s) only option requires all students in the selected group(s) to submit

the assignment. Conversely, the Group submissions option requires only one submission

per group.

The difference is illustrated below, with Group A selected to receive the assignment.

Selected group(s) only

8864
888
8888

Group C

GGG

Group submissions

Group A

GAGG
s

GGG

GGG
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Peer Reviews

You can allow students who receive the assignment to review each other’s assignments.

SESEAN
REECREEES
)
spimAarssE T} [ 2020111111 10:45 =) ] (2)
(3) | EEmoL 1 —oEssSEscHT
* SR LTSRN |
LE2—FICHT 558
?2 | Bv-2|F>TL—t B & & g Qb E Ll = £ 9 W
B I US|x,x == =%/ 9| mm f WBE =@
&AL~ | B - TAvk - X - | A-B-] 55
(4)
EEH 0, XFE (HTMLSSESE): 01000000
(1)  Select this option to allow peer reviews.
(2) The review due date must be set to a date after the final submission date.
(3) Selecting Anonymous reviews lets the reviewers stay anonymous.
Selecting Let students see peer reviews lets students read the reviews their submission
received.
Specify the number of submissions students must review under No. of submissions
students must review.
(4) Enter brief instructions for students about peer reviews.

Two conditions on using peer reviews are the grading method must be set to
Numerical grade and the Group submissions option cannot be used.
Students can review submissions between the final submission date and the

review due date. Faculty members can grade submissions after the review due

date.
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8-2. Check Student Submissions

FE-E BN ERECC0EE-E BEHHR-E BELE-F AT Tresh #ERE

FEE
THEDIS -1 BEEER
|= = |200{=Fﬁ,%... v| >
REIA I Hige RE  AEAE piiitl=1E] BEibE/ERs  BEohE s
FTATDEIYa Y - HIL—T ] 2021/01/01 15:00 2021/01/04 23:00 0-100.00
(1)
(1)
BRI HREHIER

(1)  Click the Results link for the assignment submissions you wish to check. You can also
click on the numbers in the Submitted / Not Graded column.

When the grading method is set to Not graded, the link name will change from

Results to View submissions.
B F=E % UsH x

2T-E EM BEECCORI-E ESRR-E FEEE-F EERE AT23> Tesh #E

B—ELAR— NERE sz

[ B AL ERS [ IR B Csvitih ]

[ FxToomo—K li swRRBEE |

y T1— Ry oERET 31— EER
2EDSS 1 -2 AEEET

FHEEE
Ry H i ] (2) 1< < ‘ 200 FHET. v| S
P EEE= A AREE Jiri Pt
@ u6000001 |1IFRER, Yamada Tarou 2021/01/04 16:02 EAE 100.00 v
u6000002 #AJET, Suzuki Hanako 2021/01/05 11:49 - iSHE ERE 80.00 @
» D

(2) The submission status for each student is displayed here.

Clip icon:
The clip icon appears on the far left when a student has attached a file to their
submission. Clicking the icon will download the file attached by the student.

Date of Submission column:
This column shows the date and time when the student submitted their
assignment. Late will be displayed in red when the submission was made after the
due date. Nothing is displayed if the student has not submitted an assignment.

Download All:
By clicking this button, you can download all submitted student reports.

This link is displayed only after the due date.
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Output Submission Status List as a CVS File:
Click this button to download a CSV file containing a list of submission statuses

including submission dates.

-72-



Tokyo Metropolitan University e-Learning System
Operation Manual for Course Instructors

8-3. Correct Student Submissions
Move to the Student Submission Confirmation page as described in the previous Check

Student Submissions section.

ET % UZ &l

HE-E it SRECLORS-E O BHER-E 2BREE-F EFEE ATS3sY Trash R

E—ELR— NREE e

BHRE—EECSVIED |

[ FEHECALERS |

[ FRTHEZO—F H AR EEL ]

v T4 — By UERET 1 HERR
2HEDS5 1 - 2HBEET

BETE —————
BT H B l [= = ‘zauﬁﬁi.n v‘ e
P i freel= i Ji%] &
@ | 16000001 |1IFBFER, Yamada Tarou l (1) 2021/01/04 16:02 EHE 100.00 v
EOOO00E TR tT, SUZ Uk Tanake 2021/01/05 11:49 - i=5E ELIE 80.00 i
» FEDEA

(1)  Click on the name of the student whose assignment you wish to correct.
You cannot click on names before the assignment’s due date, because assignments

cannot be corrected before the due date.

FREDRL
BENSORENTY. Ky I20FEIUwIL, AL FPEAATEIECEDIOFTFRAMNIIAL FPEEATEZI N TEET. ((COLIENZ

PR aFL
EOMENTEEFNE A MIBEECRFF TERINET.

? | BY-2|QF¥IL—t B @ & & QB L= = = o9 B

B I US x x| E= =|9% = e AER = Q

AL - | BR - | Ik - | B4 - A-B- 3 OEl (2)
» 2[CDNT

EBEITO L CREREmEAERATE 80 LT,

3 EDNT
EFRREELZFTRL. SV EESAZSNEHT SLENGDET.

BEH 4, WFH (HTMLSSZE5) 1231000000

RHUEREI 71

E—[ELsi— FEE ST .docx (5 M8; 2021/01/04 16:02)

=

(2) The text submitted by the student will appear in the text box outlined in red under

Assignment Submission. Here you can edit and correct the student’s text.
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FEOHIU—TAZ
CORREMADY YU JAL PETORY ZRACAA LTS,

? BY-Z BFIL—b B EM&a « Q3 |[E L= = £ 9 W
B I US|x |22 =£2|/4 % = e @M= Q
Ao, - | BEE - | A - | AR - A-B-HH (3)
3CDNT. REMICEDEIRT CRERTASINEEZITHELL D, | )
J

body p EED 1, XEH (HTMLAAZZD): 43(1000000

(3) Enter general remarks about the submission under Instructor’s General Comments.

mRHES |(5)
4)
FREBECEILAL) | FEERSLIOEDTS) | FLEa— || TEE £ |

(I EREEHE © @

2022/03/04 17:50 | l

A ENTWSBELEH | 1 v || EEERERR

(4) Click either the Evaluate (Do Not Return to Student) or the Evaluate (Return to
Student) button. If you select the Return to Student option, place a check in check box
(5) to allow assignment resubmissions.

Evaluate (Do Not Return to Student):
Your corrections and comments will not be shown to the student.
Even if you have checked the Send results to student course grades option in
Step 12 in the previous Add an Assignment section, if you choose this button, the
grading result will not be reflected in the student’s course grades.
Evaluate (Return to Student):
Your corrections and comments will be shown to the student.
Enter the number of resubmissions allowed with dropdown selector (6). This will
allow students to resubmit the assignment.
If you have checked the Send results to student course grades option in Step
12 in Section 1 — Add an Assignment, the grading result will be reflected

in the student’s course grades.
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The final submission date is shown in field (7). However, do not change
this date. The change will be displayed to students, but the actual final date
when assignments can be submitted is determined by the final submission
date set for the assignment (as described in Step 6 of Section 8-1 — Add an
Assignment).

If you have checked the Send results to student course grades option in Step
12 in the previous Add an Assignment section, the grading result will be

reflected in the student’s course grades.

-75-



Tokyo Metropolitan University e-Learning System
Operation Manual for Course Instructors

8-4. Send Reminder Emails Function

(1) Function summary
This function automatically notifies assignment recipients that the assignment’s due
date is near.
(2) Users who receive reminder emails
Users who meet all the following conditions receive reminder emails.
¢ Users required to submit an assignment
¢ Users who have yet to submit the assignment
¢ Users who have enabled receiving reminder emails
(3) Function details
1. On completion of adding or editing an assignment
The function will be enabled if the assignment’s reminder email setting has been
selected.
2. When the assignment is added or edited within 24 hours of the due date
The function activates on completion of adding or editing the assignment.
The function identifies the users to receive reminders and sends out the reminder
emails.
3. When the assignment is added or edited more than 24 hours before the due date
The function activates when the current time reaches 24 hours from the due date.
The function identifies the users to receive reminders and sends out the reminder
emails.
(4) Examples of when reminder emails are sent
The due date for Assignment A and Assignment B is October 3 at 9 a.m.
Assignment A is added on October 1 at 3 p.m.
Assignment B is added on October 2 at 3 p.m.
Reminder emails for Assignment A will be sent on October 2 at 9 a.m.
Reminder emails for Assignment B will be sent on October 2 at 3 p.m.
10,01 10,02 10,02 10703 10,03 10,04
12:00 0o0:0o 12:00 00:00 12:00 0o:o0

ZEHABMBE : 10/01 15:00

| | !

DESEA. EEROHEEE - 10/03 09:00

ZEZEEMBE : 10/02 15:00
EEEBUTA YA —)LEEEE : 10/02 15:00

BEBAUTA Y A—)LEEEE : 10/02 09:00
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Deleted assignments are moved to the trash folder. You can restore assignments deleted

accidentally with the procedure below.

FR(CHIE

e BEECCOSE-E O RMRR-E BEEE-F

[EFZE ATz3

(1)

=1

| % U H ® H Uty FLTRERY TERS

=]

3EDSS 1-3E5EET
200 FFER..

< < A > >

REEER

(2)

(1)  Click the Trash link.
(2)
(3)

Click the Restore button.

Select the assignment to restore.

localhest:8080 MDA
INeMTATLEUARTLET, LaLLWTTh?

(4)

(4) Click the OK button.
= — B
B =
IEDIE 1 -IHERET
R e
RESCML 2 s (5) ®E R OO EEE RS EaE R
FEHA TATHEIY3 Y - IIL—T $8T  2021/01/0413:00  2021/01/1113:00  0/0 0-100.00
EE |52 | 58
FTRTOEIZ3 HIL—T  $£T  2021/01/0115:00  2021/01/04 23:00  2/0 0-100.00
TATOEIYI L - HIL—TF T 2021/01/0710:35  2021/01/1410:35  1/1 0-100.00

(5)

The assignment will now be restored.
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Check an Assignment on My Page
Assignments are also displayed on the Assignments / Tests List on My Page, as shown in
the red box below. The My Page Assignments / Tests List displays published assignments

for the classes you are participating in.

" on | o = i
B8 TR | QYT H I H [ R — }:T.”mzﬁﬁnbii] Hili— hbEOFRELTWET

(Administrator Sakal - 2020/12/18 12:31)

=] BEWRAEES AT AIDD/IAD—REECDONT
r Sakal - 2020/12/18 11:5

54)

] g kMcoWT
218 11:53)
2022/02/04 R S3—
s o B kibacoloBHB&A AP MEDWNT
(Administrator Sakal - 2020/12A18 11:52)
2022/02/04 BEHRUTIS—
11:00 e
A
E
TOKYO METROPOLITAN UNIVERSITY
‘ HWALE AFEE

L]
Copyright 2003-2022 The Apereo Foundation. Al rights reserved.
« Pawerad by «.2Sakai

You can open an assignment with the procedure below.

[TRABMALET] - hEONEMLTWET

trator Sakal - 2020/12/18 123

- e s % USY % I Uty bLTESE - FAMERTICES

(2] BEHRANES AT LIDO) AT~ REBECDNT

rEEER
B4 EZd)N o) m (28] FA NP2 —hoowT
Administrator Sakai - 2020/12/18 11:53)
[P 202210204 ERUFTT— L _
- e bT 9510 sy G#5] Kibacol#H 351 APD REDWT
) (Administrator Sakai - 2020/12/18 11:52)
W =0 75;"@34‘@ G 2022/02/04 BRUTTS—
11:00 £

TOKYQ METROPOLITAN UNIVERSITY

' BHEUE  EREUASEAN LRSS BEE
&

7t iR elearning-mimmltmu.acip

L]
Copyright 2002-2022 The Apereo Foundation. All rights reserved
&« Powered by <. Sakai

(1) Click on a title in a row labeled Assignment under the Category column.
Note: Assignments whose due date has passed are not displayed.
Note: Unpublished assignments are not displayed.
Note: If an assignment is not shown in the Assignments / Tests List, check the
assignment by selecting the course in the Course Selection area in the same way as

when the assignment was created.
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FE-R BN ERITEONE-R BHAR-E BREE-F AT33> TIE #R
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—&5
1 D55 1.1 #REERR
200 AEF.. v |
BESA L ik RE  AHAE BUEE SRHE / RS wEAE A8
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J

a

PN

' BESUE : ERBUAF

BRREULO-EHE

BHAT + PHAZIEE  e-learning-mli@ml.imu.acjp

o

TOKYO METROPOLITAN UNIVERSITY

(2)
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9. Tests / Surveys Function

Summary

The Tests / Surveys function lets you create questions with the formats below and conduct
online surveys or tests that consist of combinations of created questions.

¢ Multiple choice

¢ Questionnaire

e Short answer or short essay

e Fill in the blank

e Numerical answer

e Matching question

e True or false question

e File upload

Procedures
9-1. Create a Test / Survey
(1)

®IAN—T v * BERUFSZ—RE v * JOUSIOER v * FILIVZLEE v * HEGEE v

= hen ¥ FRMPII—h

w EAsE FIN BN EET ARYNOY I FEELA—N Trash
= 2 Bl = Ak
Ehl >
g sx (2
& FANFH—b
=i ;
® #nin BB (3) I A IXML EF (4 Zip) A Z— b
o 4 -
) F2 MR (91 P EAALTEEL) 1872 -

8 nE%

R @ 7 A FEILAERAWTER
w a= R—OF TR NERNTHE
a Ave-3

SR E

o914 2[conT

(1)  Click the relevant course button.

(2) Click the Tests / Surveys link.
(3) Enter atitle for the test to be created in the title field and click the Create button.
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& FANTII—h % U li]

FAR EM BES-IL ANO04Y I-HEELR-—b Trash
R BT A
RISEE 0 - &5t=0
BRI —#Fieil | FLta — | EIRl | S 23
REYIL—7 |1 | v | Default -0 FIZE Zo~db— | B
(4)

I o ﬁbuﬁﬁ&ﬁummﬁsaéﬁmuii vﬂ

B

(4) Open the Select question type drop-down menu.

y ==
I o sLvmmEeml| meenzErLzT Y|\ (5)

MEERTERLET
FrAr—
2FLFyIO-F
HiEEE

ELE

1FESER
EVEEERFET
THED

EERER

\ BE/—/Lh5aE - 9

(5) Select the type of question you wish to create from the drop-down menu. (For this

| wemn || wnde

example, Multiple choice will be selected.)

S 6|

(6) Enter the number of marks allotted to the question.

BEIFBRUTVSEHOSEESER (7) | @ Ew RIRY-4

(7)  Select whether to show students the number of marks allotted to the question.

= (8)

(8) Bonus marks are not counted as part of the total score for the test. And no marks are
deducted if a student skips the question or answers the question incorrectly. Students
who do answer correctly are credited with bonus marks.

For example, if a perfect score is 100 points and there are 10 bonus marks, a student can

score 110 points if he or she answers all questions correctly.
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@ E—IFEE

9) FEMFEORRICHT BROES
IIERE (H—EIR)

IR (EHORIR)

(9)  Select the answer method. (For this example, One correct answer will be selected.)
One correct answer:
Students select one answer from multiple choices (one of which is correct).
Multiple correct answers (one choice):
Students select one answer from multiple choices (more than one of which is correct).
Multiple correct answers (multiple choices):
Students select more than one answer from multiple choices (more than one of which

is correct).

RISESC FTATOUFFTE R T ABES
(= hes——2 02 25 LB EBAT ZEL, |

(10)

NEA

(10) Enter the question statement.

kibaco
(11)

A
Bz

(11) Enter the answer choices.
You can add up to 26 answer choices labelled A through Z.
To indicate the correct answer choice, check the radio button beside the answer choice’s

label.

(12)

(12) Click the Save button at the bottom of the page.
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(13) Click the Settings and Publish link.
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(14) You will move to the Detailed Settings page for test being created.
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Frequently used settings

e Users and Submissions

ROI-UDRE | mmUs5s —snsss v
aJEe : :
Rt 2D EE R
O BRI EnE LI
FlF=IRe RN 2021/09/22 12:00 | &
AL [2021/09/29 05:00 | & |sREmE ) 0 v B 00 v £
BHRHER WX, @EIEESERE
FEIh-?
@[3V, PIERBIERE|2021/09/29 05:00 | &

BUFERELTWVEL TEREEIRIR—DIRETE=T.

The following users can take the test:
Select who receives the test. The default is all students in the course.
If you select People who receive the test link (including non-students and non-kibaco
users), non-students and non-kibaco users can take the test, but it will not be
possible to identify who submitted the answers.

If you have set up groups, you can give the test just to a selected group(s).

Number of submissions allowed:

You can set a limit on how many times students can submit answers to the test.

The default for the Number of submissions allowed option is “1”. If you have
duplicated an existing test however, the default for the Number of
submissions allowed option will be the original test’s value.

If you select No limit for Number of submissions allowed, students can take
the test as many times as they like based on the graded results.
Consequently, it is appropriate to set the Number of submissions allowed to
“1” for regular tests.

Only students who have yet to make a submission can make a late
submission, even if you have selected No limit for Number of submissions

allowed.
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The test start and end dates are set as described below in the same way as in Step 6

of the Add an Assignment section for the Assignments function.

Start date and time:
This is the date and time when students can see and answer the test or survey. The
test or survey will not be shown to students before this time.

Due date:
This is the deadline for answering the test or survey. If late submissions are
permitted, students can still answer the test or survey after this time as late
submissions until the cutoff date. After the due date (or after the cutoff date if late
submissions are permitted), students will not be able to start answering the test
or survey or submit a partially answered test or survey.

Time limit:
You can limit the amount of time students have to answer the test.
When a time limit is set, once a student starts answering the test, the test will be
automatically submitted either once the time limit is reached or once the due date
(or the cutoff date if late submissions are permitted) is reached.

Late submissions:
Set whether to accept submissions after the due date and before the cutoff date.
Late submissions are marked as being late and all submissions are marked with a
submission time for easy identification.
In the event of a problem in which a student claims to have made a submission,
but the instructor is unable to verify the submission, the instructor can allow the
student to resubmit the test / survey by providing sufficient time between the due
date and the cutoff date and enabling late submissions.

Cutoff date:
This is the final deadline for accepting answers to the test or survey. Once this

time is reached, students will no longer be able to answer the test or survey.
You can set dates and times using a calendar by clicking the calendar icon.
If you wish to leave the test or survey posted for a prolonged time, like the previous version

of tests and surveys, set the due date and cutoff date to a date well into the future so the test

can be used without concern about its duration.
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RN M| &7 | Frovi

(15) Click the Save and Publish button.
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(16) Click the Publish button.
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9-1-1. Other Important Settings
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You can set exceptions to the time limits or dates when the test can be taken for specific
students or groups. Exceptions can be used for makeup tests, for example.

(1) Select the student or group and set the dates when the test can be taken.

(2)  Click the Add Exception button.

(3) The exception settings will now be added.

* T A MEEEE
F=rEE O HERCEZIIRRAECTY. (BEEEHBEHO R RIVEGHTHDET. BRA—JEEA—IO MF] R

S AVEBDERA. )

@ BERNSESERERRCEADIRAAETY. (MEBEBHT DI, TR RI>E T6] RIVDFES—ZCH
nEd. )

FFRLIRACEEE —ELIRBVEBONSOT, U=FFIEAEERL, 157 5REEMOT 7L FEEEERAIC 1 BICLET.

ML Pk OEMBEEROU I T A—IcHDET
CRESEITN—T DI T TA—TFCHDFET
CF A2 -EETRERENET.

You can set how students proceed through the test or survey.

Questions are answered in the order they are displayed:
With this option, only a Next button is displayed while answering the test and
students cannot go back to previous questions. This is called the linear access
method.

Questions can be answered in any order from the test’s index:
With this option, both Next and Back buttons are displayed while answering the
test and students can go back to previous questions.

It is recommended to limit the number of submissions to one if you select the
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linear access method. Be aware that the number of submissions is not

automatically set to one when you select the linear access method.

If you set Test layout to Display entire test on one page, please instruct students to
click the Save button frequently. Setting Test layout to Display entire test on one
page displays all the questions to students on a single page. However, all answers
may be lost while taking the test if the student accidentally closes the browser or if
a problem occurs with the student’s device or network connectivity. To prevent
this possibility, students should save their answers by clicking the Save button as

they proceed through the test.

Instructions for students concerning the Save button while taking a test are given

on Page 34 of the Operation Manual for Course Participants.
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Create a questionnaire-type question where students select answers from two to 10 choices.

Marks allocated No

Automatic grading No
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(1) Select Questionnaire from the Question type drop-down menu.

(2)  Enter the question statement.

(3) Select the answer type.

To use an answer type not given in the list, please create the question from the

Multiple choice question type.
(4) Click the Save button.
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(1) Students read the question statement and select the appropriate choice.
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9-2-2. File Upload
Summary

Create a test question that students answer by uploading a file.
Marks allocated Yes

Automatic grading No
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(1) Select File upload from the Question type drop-down menu.
(2) Enter the marks allocated to the question.
(3) Enter the question statement.

(4) Click the Save button.
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(1) Students read the question statement and upload a file.

-92.-




Tokyo Metropolitan University e-Learning System
Operation Manual for Course Instructors

9-2-3. Numerical Answer

Summary
Create a test question with a formula or equation that students solve by entering a
numerical value in a blank field.

Marks allocated Yes

Automatic grading Yes — Graded on whether the student’s answer matches the answer

indicated as correct.
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(1) Select Numerical answer from the Question type drop-down menu.
(2) Enter the marks allocated to the question.

(3) Enter the question statement with the correct answer contained in brace brackets {}.
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(4) Click the Save button.

Question preview
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(1) The question statement and answer field will be displayed.
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9-2-4. Matching Question

Summary

Create a test question that students answer by selecting matching pairs of words or phrases

from a list.

Marks allocated Yes

Automatic grading Yes — Graded on whether the student’s answer matches the answer

indicated as correct.
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(1)  Select Matching question from the Question type drop-down menu.
(2) Enter the marks allocated to the question.
(3) Enter the question statement.

(4) Enter alist of matching pairs to be selected in the question.

-95-



Tokyo Metropolitan University e-Learning System
Operation Manual for Course Instructors

=R e
(5)
4
(6) i
==k
(7)
4
(8)
==
WOBEIN—TCEDHTS : [BE2L—7 1 -Defautt v |
HIE D ATS | T-LEEERLET (17253 v
TR - FIERED D+ — Iy Y
E#R@FRE (AT>3>) I FFEALTIFIEEF (BLUNFID
A
FEMIE (A7>3>) ETEA TE SEEE (BLUEERSUR

(9) )

[« ]

(5) Enter the statement to be matched in the Statement field. For example: “Has a long
trunk”

(6) Select *new* to add an entry to the Match list.
*new* ... Adds a new combination.
*None of the Above* ... Adds a combination without a match.
*Existing* ... If the combination is the same as an existing statement, select the statement

number.

(7)  Enter the match in the Match field for the statement above in the Statement field. For
example: “Elephant”

(8) Click Save Pair to save the combination.

)

More than one matching pair is necessary to form a question. Be sure to save
multiple pairs.

Click the Save button.
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Question preview
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(1) The question statement will be displayed.
(2) Students open the Select ¥ drop-down menu and select the correct matches to

statements 1 through 5 from A through E in the list. Students select E. None of the Above

if there is no match for the corresponding statement.
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9-2-5. True or False Question

Summary
Create a test question that students answer by selecting whether the question statement is
true or false.

Marks allocated Yes

Automatic grading Yes
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(1)  Select True or false question from the Question type drop-down menu.
(2) Enter the marks allocated to the question.
(3) Ifmarks are deducted for an incorrect answer, enter the number marks that will be
deducted.
You cannot select a deduction larger than the marks allocated to the question. If a
student gets a minus score on the test, the final test result will be 0.
(4) Enter the question statement.

(5) Select the correct answer, either True or False.
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(6)  Click the Save button.

Question preview
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(1) The question statement and the True and False choices will be displayed.
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9-2-6. Short Answer or Short Essay
Summary

Create a test question where students write in the answer.
Marks allocated Yes

Automatic grading No
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(1)  Select Short answer / short essay from the Question type drop-down menu.
(2) Enter the marks allocated to the question.

(3) Enter the question statement.
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(4) Click the Save button.

Question preview
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(1) The question statement and answer field will be displayed.
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9-2-7. Fill In The Blank
Summary
Create a test question that students answer by filling in a blank.
Marks allocated Yes
Automatic grading Yes — Graded on whether the student’s answer matches the answer

indicated as correct.
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The Statue of {Liberty} is located in {New York}.

(1)  Select Fill in the blank from the Question type drop-down menu.
(2)  Enter the marks allocated to the question.

(3) Enter the question statement. Indicate the correct answers within brace brackets {}.
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(4)  Use case sensitive grading?
For this example, we will create a fill-in-the-blank test question using an English
sentence. Check this option to use case sensitive grading when marking answers.
This option can be left unchecked if case sensitive grading is unnecessary.

(5) Mutually exclusive
This option is set when, for example, there are two fill-in-the-blank questions that
require two mutually exclusive answers from the same set of choices.
Example: “As altitude {increases | decreases}, air pressure {increases | decreases}” — 20
marks allocated
Correct answer 1: “As altitude increases, air pressure decreases” — Score 20 points
Correct answer 2: “As altitude decreases, air pressure increases” — Score 20 points
Partially correct answer 1: “As altitude increases, air pressure increases” — Score 10

points
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Partially correct answer 2: “As altitude decreases, air pressure decreases” — Score 10

points

When the blank is set to {increases | decreases} and mutually exclusive is not set,

then either “increases” or “decreases” will be marked as correct.
(6) Ignore spaces?
Check this option to ignore spaces when grading answers.

(7) Click the Save button.

Question preview
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(1) The question statement and answer field will be displayed.
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9-2-8. Multiple Choice
Summary

Create a test question that students answer by selecting from multiple choices.
Marks allocated  Yes / Automatic grading  Yes

One correct answer
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(1) Select Multiple choice from the Question type drop-down menu.
(2) Enter the marks allocated to the question.
(3) Select One correct answer.
One correct answer is set by default when creating a multiple choice test question.
(4) Deduct marks for an incorrect answer
Select to deduct marks when an incorrect answer is selected.
You cannot select a deduction larger than the marks allocated to the question. If a

student gets a minus score on the test, the final test result will be 0.
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(5) Enter the question statement. For example: “Select the meaning of the following word:

careful”
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(6) Enter choice A. For example: “gentle”

(7)  Enter choice B. For example: “careful”

(8)  Enter a check that choice B is the correct answer.

(9)  Enter choice C. For example: “thankful”

(10) Enter choice D. For example: “detailed”

(11) Delete
Click this link to delete the corresponding answer choice.

(12) Add answer choices
Select the number of answer choices to add from the drop-down list. (The maximum
number is 26, from A to Z)

(13) Shuffle answer choices?
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Check Yes to randomize the order that the answer choices appear in.

ROBETIL—TICEIDHT

BISE//)L— 1 - Default | ¥ |

D

MET—LCEDETS

| T-LBTERLET (AT723>) | v |

EREL (AT>3)

FESBFEZ (AT

=2

(14) Click the Save button.

Question preview

BUINWTAE

BiR
MEIIL—T1/1-

FRE1/1

10 &=

(1)
AELL

Zzaowy o
L= S

e

B.3

C. BDATEL

D. fEHHE

MOESOERTEVIEL. careful

EaES -

(1) The question statement and answer choices will be displayed.

Clicking Reset selection will uncheck the selected answer choice.
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Multiple correct answers (one choice)

RIZEEmeE: v 772+

RARET - =mmn
HEERERE N EE 3|
s (2) [ 200 ]

REBELEFRBLTVWSHORE el
ETR

LA

® IEIIER (E—ER)
(4) | FEE#ESORRCHT SAOBR (00 |
BBIERR (IBEOER)
RESESC TAZQUwF=ET T S
ROEEOEWEEREN SEULEL .
(5) book
WV,
wAT7 A
I FAILTEDFEEA
| wao7ormem

(1)  Select Multiple choice from the Question type drop-down menu.

(2) Enter the marks allocated to the question.

(3) Select Multiple correct answers (one choice).
Multiple correct answers (one choice) is a question format where the student selects one
answer from multiple choices of which more than one is correct.

(4) Deduct marks for an incorrect answer
Select to deduct marks when an incorrect answer is selected.
You cannot select a deduction larger than the marks allocated to the question. If a

student gets a minus score on the test, the final test result will be 0.

(5) Enter the question statement. For example: “Select the meaning of the following word:

book”
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ERE T BRRBICF Ty IEANTEEN.
(6)

) g

(8) [¥993

(9)

(10) SEIES

(12) la
£

RSN (13) |

BEIREEDIERFEZE T >4 Ak [
(14‘) oLNF
A

RWMERDD [E{A
ol

(6)  Enter choice A. For example: “book”
(7)  Enter a check that choice A is a correct answer.
(8)  Enter choice B. For example: “to make a reservation”
(9)  Enter a check that choice B is a correct answer.
(10) Enter choice C. For example: “car”
(11) Enter choice D. For example: “to run”
(12) Delete
Click this link to delete the corresponding answer choice.
(13) Add answer choices
Select the number of answer choices to add from the drop-down list. (The maximum
number is 26, from A to Z)
(14) Shuffle answer choices?

Check Yes to randomize the order that the answer choices appear in.
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ROBBETIL—TCEDYT
5

FSSE/)L—7 1 - Defaut | v |

MET—LICHDNTS [7-L2ZBRLET (7232 | v|

ERSRE (AT33a)

FIERRL (AT>3a )

(15) | (Y >+ |

(15) Click the Save button.

Question preview

BYTWTAE

B
BEIIL—T1/1-

REEE 1 /1 20 =

(1)
ROMBOEHERREN SBODEL. book
A%

B.FHT2

[ ====

D.E3

Eara -

(1) The question statement and answer choices will be displayed.

Choices A and B are correct, but only one answer can be selected. If either A or B are
selected, the answer is correct.

Clicking Reset selection will uncheck the selected answer choice.
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Multiple correct answers (multiple choices)

R ERmE: v 7 =2+
FIE1 -=mar
RISEERIEEE (1) BELER
mR (2) {200 J
ZEENFSBRLTVWEEOSH ()1
ERT WAE
HRl=
EHIERR (H—2R)
o EHIER (EEER)
® IFEES| < AIEEE
25h+0
FTARTOUWFFEI LT IBEES
ROEEOEWE BRI S TATEIREL,
(5) book
. /
w271
SO LEEDEEA
[ Beft 77 A LEIBH

(1)  Select Multiple choice from the Question type drop-down menu.

(2) Enter the marks allocated to the question.

(3) Select Multiple correct answers (multiple choices).
Multiple correct answers (multiple choices) is a question format where the student selects
multiple answers from multiple choices of which more than one is correct.

(4)  Subtractincorrect answers from correct answers
With this option, the marks for incorrect answers selected by the student are subtracted
from the marks for correct answers selected by the student to find the final mark for the
question.
The marks per correct or incorrect answer are found by:

Marks allocated to the question + Number of correct answers

In this example, the marks per correct or incorrect answer are 20 + 2 = 10 marks.
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If a student checks A and B ... the student receives 20 marks.

If a student checks just A or checks just B ... the student receives 10 marks.

If a student checks an incorrect answer, the number of incorrect answers x 10 marks will
be subtracted from the marks given for correct answers as above.

Full marks or 0 marks

With this option, the student receives full marks for selecting all the correct answers.
Otherwise, the student receives 0 marks. You may also select the Deduct marks for
incorrect answers option in this case.

Enter the question statement. For example: “Select the meaning of the following word:

book”
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ERE T BRRBICF Ty IEANTEEN.
(6) I

) g

(8) [F53

(9)

anles

(12) la
A

SRR BN (13) |

BEIREEDIERFEZE T >4 Ak [
(14') ®LNF

RWMERDD [E{A
ol

(6)  Enter choice A. For example: “book”
(7)  Enter a check that choice A is a correct answer.
(8)  Enter choice B. For example: “to make a reservation”
(9)  Enter a check that choice B is a correct answer.
(10) Enter choice C. For example: “car”
(11) Enter choice D. For example: “to run”
(12) Delete
Click this link to delete the corresponding answer choice.
(13) Add answer choices
Select the number of answer choices to add from the drop-down list. (The maximum
number is 26, from A to Z)
(14) Shuffle answer choices?

Check Yes to randomize the order that the answer choices appear in.
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ROBBETIL—TCEDYT
5

FSSE/)L—7 1 - Defaut | v |

MET—LICHDNTS [7-L2ZBRLET (7232 | v|

ERSRE (AT33a)

FIERRL (AT>3a )

(15) | (S > |

(15) Click the Save button.

Question preview

BYITWTAR

B

MEIIL—T 171

FERE 1 /1 20:

(1)

MOBEQEHREZERENSIATERISZ V. book

Eara - |

(1) The question statement and answer choices will be displayed.

Multiple answer choices can be selected.
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Using question pools allows you to reuse questions. A question pool is created in advance

with the procedure below. Once a question pool is created, questions can be reused from

the question pool.

9-3-1. Create a Question Pool

¥ FANMFP2T—k

FHRET =L

$RT — )L iEi | FREiEES)

T—lfae fEiE

?zfl}mw/ FOY A-UEBLA-- TE

[ wuxs ][ Uty FLTZR MNP — by T RS

BAEER B

BTN Hlez

(1)  Click the Question Pool tab.
(2)  Click the Add new pool link.

¥ FANMPT—h~

[ %uss ][ Uty FLTFR MFYo— by TS

T—IEiEN

F =S EE AT AT ATY.

Tt (3)| ®=imEr
{emE HE—HD

FWEZRIN—T

AR

F-O—K

(= |

(3) Enter a name for the pool.

(4) Click the Save button.

® FANMF>o—h

FiRET—IL

R T =)L =B | PREHERE

Z _!kﬁi

SR B EBET-IL ARYROY I-HEHLR- TZE

[ ®us ]@[ Uty FLTFR NP5 — b by TR

i HIT— HlER

(5) %ﬁ_mﬂg{zﬁ—m
TIT-zmE | Ob— | 28 | #5

HE—BP 2021/03/09 22:39
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(5) The question pool will now be created.

9-3-2. Copy Questions to a Question Pool

® FANFII—h B ][ Uty hLTFRA NP S o— b by TRS

sﬁ_u MES—)L AAZPOY I-HEELA-~ =@

FZh—E

&R| TEEOFAL  v|

S| 20 v FAR R R
#7
= =%
B F AH {EIE il
-Ed D" RE B F Kk AEEE fdnlS 15 -1 {EFEE ¥ 23
FTEE-H2TUTAN SEE 2021/01/05  2021/0112 B 2021/03/09
&2 12:00 5:00 —HB  10:44
=l
FEZ - RS = 2021/02/04  2022/02/11 B 2021/03/01
£ 850 10:20 —EB  20:04
8
FE=-test e 2021/02/19 2021/02/27 BE  2021/02/20
#2 12:00 5:00 —BB 1349
s

(1)  Click the Test tab.
(2)  Open the Select action drop-down menu beside the test to add to the question pool.

Select Edit from the drop-down menu.

A TANPT—b [ % U ][ Uty RUTFANZ o — kv T EES

FAR g MEI-L ARr R0 a-YEBLA- T35

FIRE: U T IILFX b

RSERHN 2 - A3tRI20
BRI —TF7=ie | FlLta— | EEE NG

BEIN—T 1 v |Defeul - 2 P98 (3) ' 2 [ | < I e

(3) Click the Copy to pool link.

Clicking Copy to pool will copy all questions in the Question Group to the specified

question pool.

® FRANFI—k [wuss ][ Uty FLTFR NPV — b by TR

mMEZIE—
RDT DI DR SAER :

T—lge {EnkE jEnas] i) HIT—L
(4) k1Rl HE—E0 2021/03/09 22:39 0 0

(4) Place a check beside the question pool where the questions will be copied to.
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(5) Click the Copy button. The questions will now be copied to the question pool.

9-3-3. Reuse Question Pool Questions

® FANTIT—R [ W USS ][ Uty NUTFZ MNP —k by TIES

FAL Bl BEES-L A~ ROY I-UEEHLR-—F T3

BifE: BT b

IR 0 - &5TR0

BRI —F=Bil | Lt a— | EEENE

RIS~ | 1 || Defautc- 0 FaiE TolAdr— |

(1)

=

O FUV\EEZE

Fa—

TrAITFyTO-F
SREEN FFZR sppms

ZomE
TEEEER
M RREFIC 3R
et 2o

B — L5 —

(1) Open the Select question type drop-down menu and select Copy from question pool.

® FANMPYT—k [y ][ Uty NUTFANPYO—F Ry TEED |

FAL 8N BES-IL AR HOY I-HEELR- T35

FIRET =L

BEOFAMNCOE— UV RSN S 3R T — ) s8R L ET.

HE—5 2021/03/09 22:39 2 0

(2) Click on the question pool that you wish to copy questions from.
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4)

¥ FANFPZT—b [ % Uzg IEH Uty FUTFR Moo — by TiERS

FAL M EES-IL AR ROY | 2-HEELA-~ T

R —)b: FTx 1 BT —I

BOVTTLCERTEN, BEDFA MCIE— LIV MEEERT B BER TOF T v oy JREEAL [D8—] #9UyILET.
TohE Es1mET L
femE 5E— 1

FREEFEINL—T

L]

F—o—k

0BTT—I

2 [
MEtA PASEFER =u maern (3) avrv~rmEr

EIRFENS T ATEGEREL,  book EEER 20.0  2021/03/09 22:51 v

Jr-ILFyIFO—F 0.0 2021/03/09 22:51

RESEYL—T 1 - Default ¥

(5)

Pl —T([CRADYTS:
! aE— i Frow
(3) Place a check beside the questions you wish to copy.

(4) Click the Copy button.

& FANT2—bk I % Ul I@I Uty FLTFA NP2 — by TERS

FAL BN BES-L | AASO0Y I-HEELA-t T8

M > TIIFTA
RAEH 1 - £ETE20
BRI —F#EN | FLPa— | SeEe s

Foungr- | Ek

MEIN—7 | 1 | ¥ | Default -1 RAEE

I O HUUVEEERA BEECERLET v

i Bk | &
ROEEOBRERARD S ¢ A GEURED, book
¥ AE
7 B. TS
[ Ca8E
rD.ES

BET—AB
\_ J

(5) The question you copied from the question pool will now be inserted in the test.
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9-4. Check Test Results

Check student test results with the procedure below.

=2
E =3
i F 4k BE
A don RE B & 2EAE fiinl=ls] A EEBE~ AlER
R A sh o fz)] 2= 20210105 2021/01/12 AE 2021/01/05
75> vEER (1) I £2 1200 5:00 —F 1332
(1)
Draft - BR7 X b [ Jia— | Draft FE 2021/01/05 2021/01/12 A3E 2021/01/05
DRI £2 1200 5:00 —F 1330
Draft - N>R b2 P HS o uEEER - | Draft =k ] K| 2021/01/04
£2 —F 1333
8

(1) Open the Select action drop-down menu beside the title of the published test you wish
to check and select Test results. Alternatively, click on the number in the Submissions

Received column.

& FANTIT—h e

FAN EM BEI-L AASLPOY I-HERLA-

BRI ERETAL
REAE S BME RiEE BEEsw Iot-n~
o
comsmEn || |As osms osnses.
= 2EOFATLIE - 2FER
#=n SEOmE || S ek
< > | -
- IlZFx | ¥
e awe=z ]
Delete i a1t ID FEEs. PmeEs. HER 2 EHOE : ERES BBETOEOHOIA | (NLT)
X FZRED. Yamada Tarou u6000001 16000001 ZESE  2021/01 1(5293 10 0.0 10
)
Wt 7 A I

X #RTEF, SuzukiHanako | U6000002 | 16000002 FEE 2021010051334 0 0 ‘

w2 7 1 LBl

* ZOFRAFTFEHEOERHAROSNTUT, S5EVESAEHEINBLEICHESNTLET.

Frowl

(2)  The testresults for each student will be displayed.
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Check student answers with the procedure below.

"R ERETAN

EE#H TOAf—

cossEER | |usowms oBiELes.
=n SEoEE | v| U bk

W Emcamsran | wa | 207 |

Delete i I1-Y%ID FEES -FWMsES: #ER 2 EHOs

p=telt |
X FAAES. Yamada Tarou us000001 16000001 FEE 2021/01/0513:33 10 10
X AT, Suzuki Hanake  uB000002 16000002 TES 2021/01/0513:34 0

=]

(3) Click the Questions link on the Confirm Test Results page.

CDeT— IS AT LAOBIVERA TS,
+ A.kibaco

B.sakai

C

D.

B

&5 sEoms v

Wi 12T s | v | P hak

2RET

2EDFATLIE-2

BR FEZTORFEFCEID

< < [/ = >
all ZEm "

(4)

) a—#%ID EEBS. PEESHSs HER Beg =) BRTOME — BHTOEHOARY P (AT
)
EHZAED, Yamada Tarou u6000001 16000001 BEE | 2021/01/05 13:33 « kibaco ‘
)
RIT7AIUSBOFEA
AT 7 -1 bEsail
#AIET, Suzuki Hanako u6000002 16000002 FEE 2021/01/05 13:34 D % sakai ‘
A
AT 7 IS BOFERA
\ y Wl 77 f L

(4) You can now check the answers each student gave.
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You can download a file containing the test results with the procedure below.

& FANFPO—k
FAL BN HEIL AAYNDY a-FEBLR- b
B EETAN

EHRRE Se BME B
o

comsmEn | |iRcsm osnEes.
=

#3 gEome  |v|Uahes

W% [EEEosmsreD

Delete  &Hi 1-Yip ZFEEs f@sEs. ER 0 Shoe
X EA#0 YamadaTarou  u6000001 16000001 FHE  2021/01/0513:33

(5) Click the Export link on the Confirm Test Results page.

¥ FANTP—k
FAb BN EES—L AALEDY I-HEELA-
IOAR—b: R A~
R =5 ME GHEE BEAW Toam
== Iy I EE, DO TIATOFA OREEET /AR - MUY 20—FTEET.

©

(6) Click the Export button. The test results will be downloaded as an Excel file.
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9-5. Send Emails to Students Who Have Not Submitted a Test

Send notification emails to students wh

o have not submitted a test with the procedure

below.
=3
BE
B ZABAEE fiinl=ls] A EEBE~ AlER
f
R A I 2021/01/05 2021/01/12 fx_g 2021/01/05
L 12:00 5:00 F 1332
(1)

Draft - BR7 X b [ Tba= % |Draft FE  2021/01/05 2021/01/12 A3E 2021/01/05
2l £2  12:00 5:00 —F 1330
=

. — E=F
Draft - IR 2 e POYavEER - | Dt ;ﬁ fﬁi fg'zswgfowm

1)

Open the Select action drop-down menu beside the title of the published test you wish

to check and select Test results. Alternatively, click on the number in the Submissions

Received column.

& FAMP2—k

FAM

BN BESL A BOS 2-HEELM-

S ERETAN

IO —

(2) |

: EEH S

S RS DENSLE.
v| o e

= HL)
cosssEd ||
==

| Emmms

us
Delete  #H] J—HID FEEE . TRSES:

X HZEE0, Yamada Tarou u6000001 16000001

MR AR 2

1

FHEE  2021/01/0513:33 | 10

(2)

Click the Submission Status link on the Confirm Test Results page.

B B HsHE®

HM=

FRBBCANEERS |

R0
FRINTOL
DyazErEEd
TIN—7

EESH ILHAR—h

(3)

£

sazoEREE D

LIRSS, Yamada Tarou

#RIEF Suzuki Hanako

FTRICEHENTVBFREFRETIRL. REEE2RICAILEZEELET.

ad—% 1D

ue000001

u6000002
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(3) Click the Send Email to Students Who Haven’t Taken Test button.

A-NEEELET. L3LWTTAH?

@ | I v

(4) Click the OK button.

RHVRES: e -
BERE S5 HE AR EESW ToRR-h
FREBCA-NEHES HTRCHADSINTLVIRZFETEAR FEFF2ECA-LEEELET.
=Pl
FRIR
oty (5) 2EDTAFLIE - 2BET
2avE
=Cer PN | R — [
— AEER | v
W% EEEcemsraw

(5) Search results and other updates do not affect who receives the notification email.
The recipients of the notification email are as follows.
e Users who are eligible to take the test but have not submitted a test at the present
time.
Note that some users who will receive the notification email do not appear on the page
due to group updates or search results.
You may send notification emails for tests whose due dates have passed.
Differences between Draft Tests and Published Tests

& FAMNF -k [ % Ul ] = [ Utry FLTFA NP 2 r— R by TERS

FAb EM HET-L AAVEOS I-YEHLA-~ TEE
FTAM—E
B | TRTorsyay v |

k| 20 v |FR b=y B

ZABS3 Swp -
21 Pl REE & eS0T fiiulslsS Id E@gE- 23

HEFAN D #7001 féafi 2021/01/05 2021/01112 TLE— 2021/01/07
e E 12:00 5:00 ¥ 13:29

FTEE-#ETARL PO UEER -~ TE= ”g’*fi 2021/01/05 202170112 :fiﬁ— 2021/01/07
z=8 12:00 5:00 ¥ 13:29

FEE-MNFAb2 PO UEER -~ TE= E’*,Ei :fiﬁ— 2021/01/04
E 3F 13:33

FERA—TAN ] b/

BRULET A MEHIE

[ ¢ EE: i

E]
i
B
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After publishing a test / survey, two copies of the test / survey with the same title will
appear: one with Draft appended to it and one without (the published test). These two
tests / surveys are completely independent of each other.

Consequently, editing or deleting the draft test will not affect the published test.
Furthermore, students can only view the published test. To add a question to a published
test or survey, first delete the published test and then add the question to the draft test
and re-publish it.

A published test that students have already answered cannot be deleted. Be aware that

in order to delete a published test which has already been answered, you must first

delete the students’ answers.
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9-6. Feedback
When creating a test or survey, you can add feedback that is displayed to students based

on their answers.

9-6-1. Add Feedback
Add feedback with the procedure below.

Feedback at the question level

& FANTII—h % U li]

FAR EM BES-IL ANO04Y I-HEELR-—b Trash
R BT A
RISEE 0 - &5t=0
BRI —#Fieil | FLta — | EIRl | S 23
REYIL—7 |1 | v | Default -0 FIZE Zo~db— | B

I 0 HUVWEBEFA | mEEncErRLET v

B

(1) Proceed to Step 5 in Section 1 — Create a Test / Survey.

ERERE (A T3>

(2)

AESREE (AT>3)

(2)

(2) When the question type has both correct and incorrect answers, you can provide
separate feedback for correct and incorrect answers. Enter your feedback in the Correct
answer (optional) and Incorrect answer (optional) text boxes. After entering your
feedback, continue with the procedure in Section 1 — Create a Test / Survey and save

the question.

T4 —FIy 7 ATV \
(3) l l
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(3) When the question type does not have correct or incorrect answers, you can provide
feedback that is displayed when answering the question. Enter your feedback in the
Feedback (optional) text box. After entering your feedback, continue with the procedure

in Section 1 — Create a Test / Survey and save the question.

Feedback at the answer choice level

& FANTII—h % U li]

FAR EM BES-IL ANO04Y I-HEELR-—b Trash
R BT A
RISEE 0 - &5t=0
BRI —#Fieil | FLta — | EIRl | S 23
REYIL—7 |1 | v | Default -0 FIZE Zo~db— | B

I 0 HUVWEBEFA | mEEncErRLET v

B

(4) Proceed to Step 5 in Section 1 — Create a Test / Survey.

kibaco
@ A
r
a \
(5)
TJar—FIlw o (AT sz
Ao J
4

(5) When the question type is Multiple choice, you can provide separate feedback for each
answer choice. Enter your feedback in the Feedback (optional) text box under the
corresponding answer choice. The feedback appears to the student after the answer
choice is selected. After entering your feedback, continue with the procedure in Section

1 — Create a Test / Survey and save the question.
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Model answer

& FANTII—h % U li]

FAR EM BES-IL ANO04Y I-HEELR-—b Trash
R BT A
RISEE 0 - &5t=0
BRI —#Fieil | FLta — | EIRl | S 23
REYIL—7 |1 | v | Default -0 FIZE Zo~db— | B

I 0 HUVWEBEFA | mEEncErRLET v

B

(6) Proceed to Step 5 in Section 1 — Create a Test / Survey.

fRE: IRSEREERBECRI LLEBICRABERIET S

HEES (AT>3 ) YITE AT AT (Bt

)

(7) When the question type is Short answer / short essay, you can provide a model answer.
Enter your model answer in the Model answer (optional) text box under the
corresponding answer choice. After entering the model answer, continue with the

procedure in Section 1 — Create a Test / Survey and save the question.
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Grader’s comments

BRI ERTAL

EbkE Sa ME FEHER EESN ToR-b
R0
oEsEER | |9%coREs osises.
3

e
= BOPAFLSE1-2ERR
= |mEome | orhan
< | < |— > | >
Il ERF | v
8% EEEotmerin [neez v
FERE . AWERE a BeE
Delete  &fi 1—%ID = HR  EhEe = B = BRTOEHOIAZ | (AT
X FIAED. Yamada UE000001 | 16000001 F®  2021/01/05 10 10
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4
BT T 7 A JLEsEhl
X #ATEF, Suzuki U000002 | 16000002 F#E 2021001108 0 0
Hanako & 13:34
4
i T 7 )LEb
* ZOF R FTRHESEORESBHSNTNT, BELVESHESSNBLICHESNTUVET.

m Frotn
(8) Proceed to Step 1 in Section 2 — Test Results.
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RE EEST IO

EEAE ER ME &

Eg 10
ComspER || |EscwEs osflEeR.
=

i |mEome | v|vrres

R SHEOBMZEE D

2EDFATADIE1-2TEE

< > >

[s1z2m =

—_— &
Delete 55 21—9ID = iER BhEE =
X EEH0, Yamada us000001 16000001 ZE 202101705 10 SEEOI A b to (IEKED
Tarou & 13:33

X BATEF, Suzuki u6000002 16000002 & 2021/01/05 0
Hanako & 13:34

Rt 7 1 LB

Rt 7 1 LB
i}

* ZOF R FTFESEOREFBHENTVT, SELLE:

(9)  Enter feedback / comments from the grader about the test / survey in the Comments to

SHEEEINBLDCHESNTVET.

student text box in the relevant row.

(10) Click the Update button.
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Grader’s comments (at the question level)

MBI —T 1M1 s-meioo

TR AFLOBHEBAT IR,

I Frou

EX ] J-%0  FEHS - fmEgs. BW 0 B8 -2 BREORE  BMIOEDOIAZL (ML)
UEO00OT 16000001 BME 202101051333 |10 + kibaco
W7 LR
6000002 FWE 20211 0 K sakal

Bt D7 N BN

(11) Proceed to Step 3 in Section 2 — Test Results.

MIEEIIL—T 1: B 12 00

COeS— IS AF ADEEBATZE,
v A.kibaco

B.sakai

C

D.

S

®x| mEoms v

v‘ﬂ‘ﬂ\i{*

M| 2o

2BOPA(TLDE1-2EFR

BR | FEEOAFFEZE D

< —— > >
==k

E=t I-%ID FEEs . SEams.

LUEHAER, Yamada Tarou u6000001 16000001

#ATET, Suzuki Hanako u6000002 16000002

(13)
o

R =153 [= RATORE EATORHOIAAL P (L)

+ kibaco (] 2)

FEE  2021/01/05 13:33

R R SV ASE 0l
Bl I 7 1 )L ZB

FEE 2021/01/0513:34 : % sakai [ﬁ:ﬁs;w@&ﬁﬁ@jxyhm@%

BF

PRI T
T 7 1 LA

(12) Enter feedback / comments from the grader about the submitted answer in the

Comments to student text box in the relevant row.

(13) Click the Save button.
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9-6-2. Change Feedback Display Settings
Change the feedback display settings with the procedure below.

% FANTP 2 A—h % U LEJ

TR Em BET-L ANROY 2-HEBLKR—b Trash

RIEE: BT A~ (1)
RAEEE 1 - AETR10
BiEa)L—TEEN | Lo — | £l ' %%% afg\;%l
BESI—7 |1 | v |Default - 1 195 Zolnab— | BE

I O HUVLEFRRA | BESZERLET v

ME | v|e-Em-00 & HIE: | 185

CeS—C L AULAFT AOBIEEAT(EE,
& A kibaco

" B. sakai

BEF—A

I O HUVHEEERA | HEERzERLET v

| wxmi || meamw |

(1) Click the Settings and Publish link on the Create Test / Survey page.

~ FAMP 20—k
FAb BN EETS-L AAYROY  I—HEBLR— b Trash

HE -HERTAL

» COFACELT

v FIAEISS SOHRS

v EREEIES SULRREAIS
(2) | REEE =R VIt

a—Haiz hiEHiRN o EEmERRE

L SELEREUE SROBAERR

B

ERRS BRERAEEEREAENSHERE TS

WHEBA T3> FROATIIVICERERL, TAMOBREMREEICT<H

(2) Open the Grading and Feedback section.
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- BEBEU T — Ry
a1l DIEEIRH =
gg‘ﬁ@ﬂﬂant O BRoRSERS
E&IES || BAEIIERERSENSHRTRETS
BEBATY3 [ FROAT>avcBfe<s, TALOBREREECT <ICES
Ta—FRNyo
21— FIvOOfFlA  @MELSILOT 1 — /w2 (3)
FerlAs CRRRLALOT 1 — )52
Cms
?ﬁiﬁﬁéjazf* @BBECET Ry IERESNIHA
;gyﬁﬂ)ﬁﬁl&mfb ORI —F)w S
CRHMIADT £ — )y T
CREOHEC T 1 — Ry InB Bt RmengT
Fl7 1 Ry IAT BAEOTAMAROHELR MERRTINERA
>3 VERET S .
o MESIUROEDERR
BEEORS
RO
BEFEL LT 1 — By
BIRBEL~SILDT 1 — )y T
REEOIA
MEOSs
FA OER
\ HEHEBEUERANIS A )
v FX EERE

(3) Make feedback settings as appropriate. Section 6-3 describes each setting in detail.

(4) Click either the Save and Publish or the Save button.

4)
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9-6-3. Details on Feedback Display Settings
The details of the feedback display settings are given below.

Test score to be recorded when users make multiple submissions
This setting selects which test score to record when students are allowed to submit a test
/ survey multiple times.
e Record highest score
This choice records the highest score among the multiple submissions.
e Record final score
This choice records the score of the final submission among the multiple

submissions.

Anonymous grading
This setting selects whether to conceal the student’s name and Student Number when
grading.
e (Conceal information that identifies students from the grader
This choice makes it possible to grade without seeing the student’s name or Student

Number.

Student Course Grades option
This setting selects whether to reflect the score of the test / survey immediately in student
course grades.
e Immediately send test scores to student course grades regardless of the options below
This choice makes it possible to send test scores immediately to student course

grades.

When the Student Course Grades option is checked, students are able to view
their test scores in their course grades regardless of the feedback settings. Be
aware that if Number of submissions allowed is changed to No limit for the test at
this time, students could potentially guess the correct answers on the test by
going back and checking their test scores in their course grades after each
submission and redoing the test repeatedly. See Section 12-4 — Hide Grades
from Students for the procedure to conceal test scores in course grades from

students.

-132 -



Tokyo Metropolitan University e-Learning System
Operation Manual for Course Instructors

Choose the level(s) at which feedback is provided
This setting selects where feedback can be provided in a test or survey.
o Feedback at the question level
This choice enables the provision of feedback when answering and feedback on
correct and incorrect answers.
e Feedback at the answer choice level
This choice enables the provision of feedback for each answer choice or matching
pair.
e Both

This choice enables both levels of feedback.

Choose when students receive provided feedback
This setting selects the timing when students can see feedback.
e Do not show feedback to students
Students are not able to see feedback.
e Immediate feedback
Students can see feedback while taking the test.
e Feedback shown on submitted test / survey
After submitting the test, students can see feedback on the submitted test.
e Feedback shown to students after the specified date and time
Students can see feedback after the specified date and time. After the specified date
and time, students will be able to see the feedback regardless of whether they are

still answering the test or have submitted the test.

Be aware that the Immediate feedback option reveals feedback during the test
and could potentially allow students to get the right answer while answering a

question.

Set detailed feedback settings
When the Post only test scores option is selected, only the students’ test scores will be
posted.
When the Post questions and the following data option is selected, the following options
become available.
e Student’s answers
Students can see their own answers.

e (orrect answers
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Students can see the correct answers for the questions. They can also see any
provided model answers.

Question-level feedback

Students can see feedback when answering and feedback on correct and incorrect
answers.

Answer choice-level feedback

Students can see feedback the instructor provided on correct and incorrect answer
choices when creating or editing the test.

Grader’s comments

Students can see comments the instructor left in the Comments to student text box
on the Test Results page for the submitted test / survey.

Question scores

Students can see the scores they received on each question on the test.

Test score

Students can see the final score they received for the test / survey they submitted.
Statistics and histograms

Students can view statistics about tests / surveys they submitted by clicking on the

Statistics link for the relevant test / survey.
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9-7. Trash Folder
Deleted tests and surveys are moved to the trash folder. You can restore tests or surveys

deleted accidentally with the procedure below.

&~ FANTP 40—k (1) I % U H b H Uty FLTFA NP 2o — by TERS

FR BN EET—L AR ROY :..—tf‘?ﬁi‘ll/?t‘l—l\

d=#

#mH | 20 MEZ LY e
S L 1D: {0} HIRRE FS FR bEER
EETAN 54 2021/01/07 11:41
FEEF-IFAR1 71 2021/02/22 13:32 (2)

iav\gv1f1 & e

URR7 Fr i
{8

(1)  Click the Trash link.
(2)  Select the test or survey to restore.

(3) Click the Restore button.

® FANMTZT—b [ wuzs H X H Uty FLTFANT 25— b by TEES

FTAN BN BET-IL AR O4 1-HEELR- TEE
FAN—E

#| FAToOEsIa v |

| 20 v|FRb R
=
BE 2 2
2 b B &
® OB OE M IE Hl
GA (4) BE T 2 & 2MAE 2 HUAE F EEAE- k&
FE&-MFRM1 l I ——— l ; § g igozazz
= & -
E ol
=
FEE-MFab2 l S ——— l ; § g fg_zsgozzzz
= =S -
E3 ¥
=
EEFAN l L FOYAUEER - - l F o0 1 ¥ 20210105  2021/01/12 AR 2021/01/07
i #1200 5:00 #1329
/7 & —

(4) The test or survey will now be restored.
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9-8. Event Logs

Event logs show student activities for all tests and surveys in a course.

¥ FAMPI—R (1) B e e

FZ Em EET—) a-HEELG-N T

BHRUTS>—REos

< Bi e
STV E T NILES] BEFZ - | \
ZAbl D0 & (2) zxrum- =] W IS—
BEFA 55 |LIFESKER, Yamada Tarou (U6000001) 2021/01/07 13:30  2021/01/07 13:38 94 TS—IdasDERA(L—HIRH)

(1)  Click the Event Logs link.
(2) Eventlogs will now be displayed.
No log is displayed for students who have not started a test.
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9-9. User Activity Reports
Instructors can use this function to display a test submitted by a specific student.
Tip| Ifa student has submitted the same test multiple times, all the tests will be

displayed.

¥ FANMFZo—hk (1) [ wu>y H ® H Uy FUTFR NP Yo — h by TERS

FAN BN BEF-IL AR ROY) 3

I—YEELAR—b : umsm

ZHER -|J4333&§E(ueooooo') vl (2)

FAMD B e N—tos—% mEEIHS

55 2021/01/07 13:38 - —

(1)  Click the User Activity Reports link.
(2)  Select the student.
(3) Select the test or survey.

& FANTP—b I % U4 H x “ Uty bLTFANPr— by TERES

FAR iEm EES-L S0 3-HEELR-

LLIEAAEP

BeiE &4 HS GHES (4)

FHEOHOIA
b

Bix
BEEEYIL— 1 - Default - 1/2 #B&E#HHEE. 0.0/ 0.0 5

1L SHOEE TR FEBCHT ZERFHIT T,

AAMBEORIEFHT TS0,

MBI L= 111

RISE1/2: | 00 /005 /

(4)  You can now check the student’s test.
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9-10. Check a Test/ Survey on My Page
Tests and surveys are also displayed on the Assignments / Tests List on My Page, as
shown in the red box below. The My Page Assignments / Tests List displays published

tests / surveys for the classes you are participating in.

2] BEWRANAES AT AIDD/ (A T— REEICDNT
r Saka 218115

(Admi 54)

GEF] kibacol#FICELT

W e [EE] FR NP2 ME2WT
A 218 11:53)
2022/02/04 R S3—
o o 21 Kibacol B354 AP MZDWT
(Administrator Sakal - 2020/12A18 52)
2022/02/04 BEHRUTIS—
11:00 e
a
KX
ﬂ
TOKYO METROPOLITAN UNIVERSITY
‘ HWALE AFEE

L]
Copyright 2003-2022 The Aperec Foundation. Al rights reserved.

&« Pawerad by «.2Sakai

You can open a test / survey with the procedure below.

[TRABMALET] - hEONEMLTWET

strator Sakal - 202 123

- e s % USY % I Uty bLTESE - FAMERTICES

(2] BEHRANES AT LIDO) AT~ REBECDNT

5424 EEdV ] F-r =] FRANPT—HoouT

Administrator Sakai - 2020/12/18 11:53)

7 2022/02/04 BT T _
o0 sy [ KibacolZBiHF 351 L7D MIDWT
dministraror Sakai - 2020/12/18 1152
po22so2ia ERUFTSI—
11:00 =

TOKYQ METROPOLITAN UNIVERSITY

' BHEUE  EREUASEAN LRSS BEE
BT PHEEEE o learning migmlmu.acjp
[:]
Copyright 2003-2022 The Apereo Foundation. Al rights reserved

&« Powered by <. Sakai

(1) Click on a title in a row labeled Test / Survey under the Category column.

Note: Tests and surveys whose due date has passed are not displayed.

Note: Unpublished tests and surveys are not displayed.

Note: Tests or surveys that have been submitted are not displayed on the student’s
screens. If multiple submissions are permitted, the test or survey will be displayed
until the due date.

Note: If a test or survey is not shown in the Assignments / Tests List, check the test or
survey by selecting the course in the Course Selection area.
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(2) The corresponding test / survey will now be displayed in the Main Area.

TOKYO METROPOLITAN UNIVERSITY

«
A 1 =
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10. Forum Function
Summary

The Forum function lets students freely discuss preset topics. You can check statistics on

student posts.

Forum format
The hierarchical structure of the Forum function consists of forums, topics, and

threads. The Forum function allows for multiple forums, each with multiple topics,

and each topic with multiple threads. Each thread can have multiple posts.

Permissions can be set on a topic-by-topic basis. This means one topic can have
restricted permissions for students, while another topic can have no restrictions and

be free for any student to use. In this way, course participants are able to use multiple

topics.
Procedures
10-1. Add a Topic to a Forum
(1)
AT1~—T v |k BRUTSI—RB v | ® JOUSIHEE v ok FLOUZAEE v Kk HEHEE v
= L ® 5RIR
w EAsE ST FULVETH ETESEE LTL—hEE FEHEE oauF
[, _
1B
B ==

¥ FANTZI— MEMESE] BLU ThEwoHE] ZHEALET.
ifs. FERFHICERAULNINDT o EAEER2ALEITTT.

() (SN S VR
(3)

& IEEER — _
TEHRIFSS—=REE] BFRR FEeo by IR

& mEE {ERE B: 2020/12/25 13:23

= 4% O —RFTA2AVEI> osmovt—s bEwORE | ZSICET
{ERREIR: 2020, 13:23

a Avt—-¥

(1)  Click the relevant course button.
(2)  Click the Forums link.
(3) Click the New topic link.
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cEw OE

* w5 L 4)
| #s0me

R EAIEFETET
EEOREREL TS,

(5)
B
? | BY-2| BFTL—h B @E & 8« QY E L= = oy W
BI US % x|z =5%e-Nm@miaf=0Q0
sl - | EE - | 7AYo+ | BAZ - A~ B-| 5 A
E )
(6)

body p

EEH 1 XFH HTMLS S ZET) 431000000

(4) Enter atitle for the topic.
(5) Enter a brief description of the topic.
(6) Enter a detailed description of the topic.

v HERR
" HRL L (7)
A F2 s Et » NRSIAZ )
THEE | =EE - - DRIZAX
e == wEEe EEE
AT L w7
W FHLWRLw R LT —4 @3l O
v =E BERETL— i i
= ] iEEEERLEL e S
& | FEs v v NRSTAZ

J

(7)  Setthe respective permission levels for TAs / tutors and students.

Click the Customize button to reveal detailed settings.

(8)

Y —
zeeer |y H SEEREL, hEyoEem H T

(8) Click the Save Settings button.
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®, I5RIE
ETHE HULWERE FRNEEEE FLIL—HRE eSS

18t

[pe—

MNEsxEUTS>

—EK| BFIE FLLREY | BTIESE | 25CER

DA wF

{EREE B5: 2020012/25 13:23

(&

bEwImE | E5CERY

{ERE B5: 2021/01/05 14:52
EEOEETEVTIES V.

\ ~ HELNEET

(9)

O —IRTA APV oxmi0 vt

bEwOBE | Z5CERY

{ERE B5: 2020/12/25 13:23

)

The new topic will now be added to the

forum.

Click the Show full description link to reveal the detailed description entered in Step 6.

10-2. Check Information on Student Posts

®, BTIR

ETE HLVETE STEEEE DA wF
18Rk

TERVUFSS—EK] iR #HLLhEy s | BREESE | S5LER
VERREIES: 2020/12/25 13:23

& g I2Avt—T BEwORE | S5CET.

VEEREIE: 2021/01/05 14:52

EEOFETENTLEEL.

~ RBRERT

O —BFAL ANV o5 0kut—3  bEWIRE | Z5ICERY
{EEREIBS: 2020/12/2513:23

(1)  Click the Statistics link.
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EBTRE FLLETE =TEFEE FoIL—hEE FErEE OxvF
18t / HiEtiBER
{TEEIRED, Satou Jirou 0 0 2 0%
B EL, Yamada Tarou 1 1 1 50%
AUB—F, Kiba ichiko 0 0 2 0%
I $FIET, Suzuki Hanako I (2) 1 1 1 50%

(2) Click the name of the student whose posts you wish to check.

BTR FULVETE =REFEE FoIL—MRE FEER OAvF

1BF1E / 511528 / ATEF, Suzuki Hanako ROBHIE >

BEEsAYE— (3)
e brwssLral i
[ERUTo3—=R] Brif  EZR0OBE 2021/01/05 15:02

BsmAviz—2
Bmins -1 Hb ey I5 1L Bfi= 8
\iﬁEU?59f§ﬁjﬁiﬁ BEOKE 2021/01/05 15:02 ETHKLBMOELE

(3) Information about the student’s posts will now be displayed.

(4)  Click the Show full posts link to check the content of posted messages.

® {5 % U [i|

BrE HULLWEBTR FFEEEE FLIL—MERE FEiEE AT

1BRiE / #5155k / §8AKTEF, Suzuki Hanako / 18TEH#

FEyZTy—F | BTY—hs
(5)

| Bl O R

[MERUFSS—=K] B85/ BEORE/ ETELLANDEUIE 2021/01/05 n 8BS | [RLY BFTER
15:02)

SV EBEDE oo e oz TTA,. ELANLI a0 ELE.

[ [#7K767, Suzuki Hanako] OUEHERICES

(5) The content of posted messages will now be displayed.
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10-3. Grade Forum Activities
You can enter grades without moving from the Forum page to the Grades page.

[ % U»2 H X “ Uty FUTERR TR ]

® i8R
BT FUVERE FEREFEEE UL REE OBREEER oAvT
BT/ _NERUTF>—EK] 5T/ BE0RE  K<E@EcxFLE.
<EDALY E H ROALw >

| aLvrcee || mxevcsccer—s || & |

#m| ALy E v

[ SNOFHLVAYEZ—IA

WHEARS (2021/01/05 15:03) - BB
[.j e LTI—7 ] SEE ] s

e H RAwE—TaEEE

F<IEBTEELL.

(1) Display the posted thread and then click the Grade button.

BRI AY - ZRS
B8V T5>—=i8] BRIk - EFR0ORE

F<HBETEFUI. LUEALR(2021/01/05 15:03)

S<EETEELR.
2
BET AT DT — 7% (2)
_ (r )
*REEP AT | suEEE v | (10 AEEETE)
* S (SBOH):
CCIEaA FEEA
b7 o
o
3) . J

(2) Enter the graded item, grade, and comment.

(3) Click Submit Grade.
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B SR
S ISR
B ==
W FATFLA— =) O 200 FEEEET 2IEED2EFTER | H3L4
P E LS . EEE ﬁ&'ﬁlalﬁ
L
& EEER b
8 s (4) (5)
LLFRAER, Yamada Tarou . .
= zE (U5000001) ‘ & (95.45%) o0 s
a Avt—3 %&%ﬁ% & (72.73%) 20 0
(4) Click the Grades link.
(5) Confirm that the submitted grade is now saved in the student’s course grades.
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The Registry function lets you check the list of users (course instructors, TAs / tutors, and

students) participating in the course.

Procedure

(2)

1

11-1. Check Course Participants

R—L

A

BHASE

B

[

FAMNMT T

®

1B

°

ERER

&

& miEE

L Avte-=

#HTAR—D v [ * BHRUFSY—RE VI * TJOSSILUER v * TFITUZLEE v * HEEE v

#
BE ER

i

m 28 |

I—

5 [2= |

: [ . [T

i

(3) 4 NDENSEER - TA/ Fa—4—" R, "RHE HE2A, WA HE1 A
¥EES + &a : R : FiE ¢ &R & 141D ¢ 7 q
16000001 \WEER, Yamada Tarou FEE uB000001 FN—TTEICLBN
16000002 SHATEF, Suzuki Hanako &L us000002 IN—TZELULRL
FIE—F, Kiba ichiko e kibaca FN—TZECLBW

16000003 FERRIRER, Satou Jirou TA/ F1—%5— ug000003 =TT ECLBN

(1)  Click the relevant course button.

(2)  Click the Registry link.

(3) Alist of participating users will now be displayed.
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12. Grades Function

Summary

The Grades function lets you tally the results of grades given with the Assignments function
and the Tests / Surveys function and assign grades.

Grading of assignments and tests / surveys is done within the respective function.

Procedures

12-1. Check Student Results

(1)
@& IAN—T v * BERUFSI—FE v * JOUSELIER v * FILTVZLEE ~ * HEEE v
w BHASE (3) ‘/rﬁ— MNIZAM— =E

5 &
RAEEEEEM
[
& FRTLa—k 2AD BRERE 1mEoeETR | oboRs v || mRows || e |
®» Erin FE -~ EEAE
& EEER
& s I (2)
LUFZAED, Yamada Tarou . o0
w zm (U6000001) I At (100%)
= #A{EF, Suzuki Hanako B (20% o (4)
o Avb-T (L6000002) AELT -

(1)  Click the relevant course button.

(2) Click the Grades link.

(3) Click the Results link.

(4) Student results will now be displayed.

& miEs (5)

o R Eo

TIOAMR—b

AiEEEEESFERA T Ly b2 — P TUS -2 L ORERICANT BhBERECV I 7L TIFAR— RLET.
pLiiia i LR LA A

[ mmwrozs—t |bxssrozs—t

(5) Click the Import / Export link.
(6) Click the Export Grades button to download a file with a list of student results.
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12-2. Assign Student Grades

T L;)ﬁ— NILZZM— | RE

iEEIEE=EM TARTOEESRFSNELR

‘i

D EEEEET 2 EEEERE [ hShOFR v ] [ EEOEE ] [ J— ]
24 - BERSE B FELA—FEE REEE
&5 100 &t 10
7 2021/01/04 ) -
(2)
- A- (90.910%) 100
9‘%‘5? ¥ Suzuki Hanako C- (72.73%) 20

(1)  Click the Results link.
(2) Enter numerical grades in active grade boxes
Locked grade boxes () are for assignments or tests / surveys. Use the
respective function to grade assignments and tests / surveys. These grades cannot

be edited on this page. Grades can only be entered for items added with the Add

Graded Item button.
D BEERES CEEOEERE | hSLOER v ] [ S
24 - BERE B ¥ EL+R—hEE FEIEE
&5t 100 &5t 10
Ft 2021/01/04 -

LLFRED, Yamada Tarou P . 3
o) A (95.45%) 00 3] e 5

EBAAETF . Suzuki Hanako S o
{u6000002) £ TmeiEt - .

(3) Agreen check mark appears after assigning a grade. This check mark indicates that the
grade has been saved.
Arrow keys can be used on this page. Click on the keyboard icon at the top of the

page for details on how to use arrow keys.

owrs || e |
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=4 - EERE B ¥ ELA—HEE REIEE
F-*EE. Yamada Taro
s EUEIE D A(95.45%) 00 5
{us0000a1)
#AIET, Suzuki Hanako S — -
{uS000002) C{72.73%) -
(4)

The green check mark will disappear automatically after a certain period of time
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12-3. Add Student Grades with a CSV File

Locked grade boxes () are for assignments or tests / surveys. Use the respective
function to grade assignments and tests / surveys. These grades cannot be added or

updated with a CSV file. Only grades for items added with the Add Graded Item
button can be added or updated with a CSV file.

gmwms (1) B ][ Utry b THAES by T RS |

REEEEEEN [zrTovrssavareoi-|v|

SAD EBEERR ABEEQERTN | ASLDER v H HRDWEF H & HFIU—RIIN—T 1 H —IER% l

2& v SREE

ERE RALA—
R—b &5 : 300

FHZER, YAMADA TAROU
(seito02)

=, TANAKA MINORU
(seito03)

S5, SUZUKI ICHIROU
{seitaD1) 3(70%) 80 70 60 70%

(1)  Click the Import / Export link.

& REE Uty bUTHESE by TICRS

g AR NIORR- N BE

IORKR—F
FHEMBIERE DT =RAT LY Re— b P T U —2a D OREEIC AN T 2B EECSV I 7 LTI AR— RUET.

BESTOAMR— | ORYLTIRA— I~

A >R—hk
TORAEEDREFRDCSVET Y TO— 3 LICKDERE TR INE/ME SR EIEE(C 1 > /R— hUET.
R 7y IO RN T Ly R~ ROERIFT IS RIHRAICE D TURITNERDERA.

D7AIVEER | BRESNTLERA
IrAIETYvIO-RIBBE. T7-IEEFELT. IROI7NIIVERUCRETIREET > TZEN. J7ILERUVSRETIRFT L. ELK Py IO—RTE
RVEERBDFET,

5113 Frl

EON Iz

ROIBFINA 2~ HWIF R FTOERTlEDNES

T 6l "RREE1[50]"

BAVR-FT FHEIEEETE L 5NFET.

o ERQAIT SR 0DESEATOEDHNER THILBNEDET

(2) Click the Export Grades button.

This will download a CSV file. Open the CSV file in a text editor or similar application.
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"ZHEE D ZEER"E 1 EFRE [100]" £ 1 EFRE"E 2 EFRE [100]" £ 2 EIFRE""E 3 EEE [100]"* £ 3 [ERE"
"seito02"," LI FHK BF, YAMADA TAROU ",,"10","20",
"seito03","A §1 5, TANAKA MINORU ",,,"30",,"40",

"seito01","#5K—EF, SUZUKI ICHIROU ","80","","70","60",

(3) Record student grades under “Graded item name [full marks]” columns in the CSV file

and then save the CSV file on your computer.

& HiEE [ wuss ]@[ Uty MLTRES MY TICES
BRE A h—NIoZR—-~ BE
IOAR—b

RS SFERRAT Ly B2 — b T T U —23 D ORMEECATIS BIbmiiEE e VI 7 1L TTHUR— HLET.

BAEEIOAR—b | HWRSILT MR-t

1 >R—bk
TORBEDREROCVET Y T0— K73 2 & (T BRI CHT S S B s 2K — hLET.
| 7y T0 B2 Ty B — ORI T (BT S IR0CA D TOBITIER D FHEA,

(4)' T7-1ILEER gladebook.,,990(5).csv

e Y L R BIEE. JPIVEREL T BROT7 (L EHUSRETREEIT> TSV I7-MLEBUCRETRIET 24, FL< Py JO-RTE
RBEDBDET,

(5) *ren

fEhNZR

ROIBEINA - NIFAR— RO TRONET

&
o BEQZDPEFER10DEH & 24FOEDE

(4) Select the CSV file saved on your computer.
(5) Click Next.

& HiEE B ]@[ Uty ML THIES by T IR
g AT OR- BE

FEARTEIRE 1 > 7R— hEEiR
SRFTLBTF ATy TO— R USRI LB R B ER e B LT

HE  ENEETERT S S TOERICH T SEEDOEN EEEEnET.

0 ZEBEORVEBZIFERT

1ML 25 REE
551 lEReE 100 SH85
+A b -
v EPIE 100 £
(6) + %A b ZELL
v FE3EERRE 100 e
+IA R EEIZL

%Frgzcﬁliiﬁ’&i%})??é CIROEE CTOREEHERSNET.

2l = |

ql

(6) Check the corresponding check boxes.
(7) Click Next.
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8 RS
g AR NMIORR— b RE
TR
ETEOUY IS BE, ROBIFNET LET

I O BFRiEEEEDT —YEEHT

gl
FE2EERE
3R (8)

|

Fr I

[ %y ][ Uty NLTREE MY TICES

ot
100
100

(8) Click Done.

& itEE

E AR NMIOAR—b HE

| BAEEIEENER(C- > R— hEnELE!

SR EEM

A (]

3D EBETRR

2E - BEREE

FHAER, YAMADA TAROU

(seit002) 0(15%)

EHH=E, TANAKA MINORU
(seito03)

$8R—£B, SUZUKI ICHIROU
(seito01)

0(35%)

3(70%)

[ Uy ][ Uty LTRSS My TICES

[ TotreasgrZzaL— | v]

4 BEEQ4EToRH

HSLDER v

H HEOEF H & AFJU—RICINL—T1E H —IERE l

'—D%ta 2021/02/07

SH2[ERE

R
&5t 300

9

30

40

15%

35%

80

70

60

70%

)

The student grades will now be updated.
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12-4. Hide Grades from Students
By default, students are able to view all results in their course grades. You can select to

hide from students either specific assignment or test / survey results or all course

grades.

12-4-1. Hide Specific Results

A i = H X ][ Uty LTHES YIRS |

miE A NIOZR-b RE

RAEEEEEEN TATOESTIYFLEIIL— v |

= = 1 )L ©  2000A0 BEEEFR @
AEEDAT TR | ASLADFRE v H HEONEF H & AFIU—BICIN—T ik l —IERE '
2£ - BREE B SB1EER B2 B3O
HFTY : FELAR- b HFIU : #ELKR— b HFIU : RELKR—b
&st: &3t : 100 &3t : 100
&t]) 2021/02/07 ] - &t -

248204, GAKUSEI8204
(seito8204)

248205, GAKUSEI8205
(seito8205)

248206, GAKUSEIB206
(seito8206)

(1)  Click the Results link.
(2)  Click the Edit All button.

IHEDO—ERE
| RBECOB EREREHE
: 73 cans | R
- REEIEE @ FTATER TATER ITATER
FE1EEE=E D v
EE2[CIERRE v ")
EE3[ElERRE v L
@
TEEEFF Fv
|

(3) Uncheck the check box in the Make public to students column to hide the corresponding
assignment or test / survey results.

(4) Click the Save Changes button.
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12-4-2. Hide All Course Grades

B s D { % UL ][ % H Uty FLTHESE My TICES
R (A TSR
SRTE

INTERE SATRDED
» BiARA R

@

> BEE=IL—IL

PHENEEEEEEFECRTI D

MEREEEFRLIVBELZN T 3 R EREE 2 SEECRET BT LA TSET.
¥ EROEBERETTESCER

W LFRE

v

W =

BERBET A —Ty FTEATLILEBRLT T, BEMEDOATLIEERLTTFSL.
BAEBN hTIUESLUEHMTT TRESNTL\ 388 S8 BBRTEERA.

Tl 1 — B+ (88%) [176/200]

» HFOURUGEHTH

» ERAF—V

=R Fv N

1)
(2)
(3)
(4)

Click the Settings link.

Click the Course Grades Publication Rules button.

Uncheck the Display published course grades to students check box.
Click the Save Changes button.
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13. View-As-Student Function

Summary

Use this function to confirm what pages look like as a student.

Procedure

13-1. View Course Pages as a Student

> .
. kibaco Q i
avri—y v Ik BEUFSY—RE v | % JOUSIOER v ok FLIUZLEBE v ok HEEE v (2)
F= SN = R—A (1) s HEEER
® BH5E
defts = B ALRR(T A U
A s s uE ABFEOSTSY PN
B == ICT(Infermation and Communication Technology)DEL\I[CERT B &I, 201 P
v: SRR AT
@ =2 st =ER LRI AT .
_ HrstE
= R i 30 BEOBASETT
o EEER
8 mES
o 2%
a Avt-u
Ay—st A —E % Uy
] :
o ~[CDOWVT
e 1=
BT 23
«

(1)  Click on the relevant course button.

(2) Open the Show course with the following name drop-down menu in the top-right corner

of the page.

MOLETEETET &I
TA Fa—4—
TEL [ 3)

(3) Select Student.
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ATIR—D v ok BEUFSS—RE v ok JOJSIUEE v & FLOUILEE v ok KEEE v
=R SN = h—h (4)
® BAst

seiz - SERE DHENS s
- R EREROBST QUYs
B == ICT(Infermation and Communication Technology)MEVAICBHT B &I, TH G7na
ER LA RS,
& st t EEELSARRERE TS
- BHs5E

L) BT

BT £ 30 BEOSMSETY
& EEER
8 mEs

1/01/04 13:42)

a Avp—y

mantt A=~ YUy

Avtr=s 1=
BT 2=

\:Eaa{:asm\(riam

St

«

(4)
(5)

The course pages will now be displayed as seen by students.

To exit, click the Exit View button in the top-right corner of the page. The student page
will continue to be displayed until you exit the view or log out.

When viewing pages as a student, you cannot carry out instructor operations such

as assign grades.

-156 -




Tokyo Metropolitan University e-Learning System
Operation Manual for Course Instructors

Appendix
The following pages describe the additional functions that are accessible through the

procedure in Section 2 — Add or Delete Functions under the Course Info function.
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14. Schedule Function
Summary
The Schedule function lets you set course schedules and other events.
The Schedule function must be added following the procedure in Section 2 — Add or

Delete Functions under the Course Info function in order to use the function.

Procedure
14-1. Add an Event
(1)
a7y v |k BEUFSS 2B v | o« TJOOSI SRR v ok TUTUILEE v ok HEHEE v
= RA 8 RTTa—-
® A5 ii:ﬂsmu/;:ﬂ—; J4—LK R
[
mHL Y (3)
B ==
& FRMNT A 20214E1838 - 202151898 JsT
o B2ER as e us - £2 2z 4y
& mEs
8:00
= 8
o - 900
(2)' th ztryz—lbl
10:00
] <
OFA2CnT TEED

(1)  Click on the relevant course button.
(2)  Click the Schedule link.
(3) Click the Add Event link.
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B ZESI—I U7

BR AN MEEN AEBAOLF-EY—T J1-ILE iER

AN

I 0 BATATAFROI—ZHINTNET: *

*94hm(4) \

&
* BAAER [ w[ea]=]st

L [+ v]mmfon]~]s

TR [- v][oolw]ssT

(4) Enter the title, date, start time, and end time.
The end time will be set automatically if you set a start time and duration.

Click the calendar icon to open the calendar, as shown on the right, to select the

date.
o ‘2021 v}ﬂi‘ﬂfl v‘ o
BH A % x® & & =t
1 2

K} 4 5 6 [ g 9
10| 11| 12| 13| 14| 15| 16
17| 18| 19| 20| 21| 22| 23
24| 25| 26| 27| 28| 29| 30
K}
Rz BEL3

(5)

Awtr—y

2 | BY-2 | BFyIL—b B & @ o QB L= s E ooy W

B I US|[x x =2 =% = e DR E OO

AEAL - | BE - | TAvh - | BaX - A-B- ol

- . =

(5) Enter a message.
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LR MR | Tl

(6)

(6) Click the Save Event button at the bottom of the page.

B A&sa—il il

BR AR bEEm FEOLA-EY-Y Jr—LE HER

BhL >4
202151838 - 202151898 J5T

<A ] =g | RO >

Hlan>s | v|| FrantsmeLTEYE
mEAT T

8:.00

ts

LTI R

(Y
N
¥
W

11:00 (7)

(7)  The event will now be added on the specified date.
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15. Wiki Function

Summary

The Wiki function promotes collaborative learning by creating and editing webpages within

the course.

The Wiki function must be added following the procedure in Section 2 — Add or Delete

Functions under the Course Info function in order to use the function.

See http://ja.wikipedia.org/wiki/Wiki for information about Wikis.

Procedures

15-1. Create a Wiki Page

(€))

= h—A

#IAR-D v l * ERUFSI-RE j * TOISELIER v * FITUXAEE v * HEEE v

zwa (3)

) EREIEL D

Home EHEHE:

Wiki EENEL S TE

Wiki &(3?

Wiki (3, D= TAFIELBETBILRL, ROV IR-SEI-FHEATEBLICTIRETT

Wiki BEEERLBTET, BERNTOT IR—VEFRLZDBRELED T3 L TEET. BENSNE, TATHB VR A0S TEERTE34ICTZI LN TS
7.

BET Wiki ZES

Wiki ZHECAVBTERIFRLL(ZAB0ET. DxTBRINE, T TAOTRNS —ARIFTZRDTBCENTEFT. AXIE, BBXRE, ARPONEICETEE
NEZEREISCLNTE, ABCaETsCeN TEEY. T, HE/ - MrBEBTARTINELLT, BRENFOINMBEF TR Wiki R—IEFR L TLSRIEL
E32

T Wiki ZES

Mj' L \’] wiki ZBUV\3 &, F-LATHRESSOSREFRLEDIOY) FOSEE—E2EMLE0 T340, FFaxs balld sz s LTI Ten TeEd
i

— EDESCRULDHESLINDTLELSH?

EEETAT

(1)  Click the relevant course button.
(2)  Click the Wiki link.
(3) Click the Edit link.
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& WIK|
Wiki /=L =
Home
E A P e
BB I x % ~vTab.ly B & = (4')
(oL wiki WEE~d D C € )

h3 wiki ¥[37
wiki 3, Dz FRAFNELELTBI LN BrOI oI UEI-FHERTE 2L DICTBWETT .

wiki EERWD LT, BEATO I URERLAVREL VTSI EHTEES. 2BSBNE, TATHES0E—BD - %
HTLETTELL DT R EHTEST.

h3 MET wiki ZE>

wiki FREHICALSFERERICLCIABYET. Do IBETHE, L TADTRLT - AT+ ERDILIENTEET. HiR
4, BHELR, HRPO L 2T REREEMET SO LHTE, HENCLET A LM TEEY. Ei, BEY - FUBEERHELMT
BRHELLT, BRESFEODIVEEFTESL wiki ~—JEEHLTHEHELLET.

h3 BIRT wiki ZfE3
wiki RS E, FoLTHARESOEMEFEHRL Y IOV 2D FOERE—EEZEWML VT LI,
WL 2T 2 & TEET.

Fad o o b EERY B ERE

h3 EQEICRLGHEAENDTL £ 2807

DA FIEBETRAD wiki DR - AN UTY. - UILF R FEENT BE

EDTFOuaLA-IleE TRE) REVES U 2L ET.

CRETEETTEA LR DAL ION- VDT R BRRINET

I TELAE] AT R FEAEL, RhUICRTLL TR P EAALET. TEALEESRMFTERER, SEMFAI T a0
EERAL, B4 wiki FRAF3- FEBALET.

\ BRIl Sa o n ET J

RAFT—RER- CON—T0OUA v F v CRAEETLERA

o K

T

» EEEELEED
> bEIERTR =

Wiki T4 WA
HUWA—TEERTBIEE

AIEMICTARRE L7z R LUV
—TOEAEANLES:

o [ LLWA— 0]
FFZ bEENFTIIES

SRMFLEVTFR bEE
RL, BRTIRS ZER
LFT. cnlckb, wikig
AT I— FA EERICEA
TNEY.
BREEBLUBESHEER
s

BEE=0RaE, BEES
DETFAFADEIC * (PR
Uy AN LET:
*PAFAL
*TPATL2

o F1FAI

o FAFh2
ES=EE&S=0ESE,
BEE=0OET AT LDEIC
#(2v— D EADLET

Wiki ZTATIH HEH
=k

Edit the text box outlined in red.

(4)

Formatting tips are displayed on the right side of the page. Clicking the Advanced Wiki

formatting tips link at the bottom right of the page will show even more detailed tips.
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wE | JloEa—
B B I ¥ X ~yFslbu|v H [& =

sNSERIAT L ETREMIT S I & EfE
Gh=FIECF 4 2R3 2L T, TRNENOA-VICEEHT S,

[FI—F11
[FIb—F21]

[FI—F3]

NAT—REE - COA—I0UA v FrICBAEETULERZA

Q| =~ |

(5) After editing is complete, click the Save button.

& WIKI YU

wikifi—f BRE BE B8R BE Jxvr  BE
Home (6) » EFHELEED

Home B#EHE:

SNSEFBT B LTCREMFB &AM ? LT ELT A ANy 2= UT. TNENOA-DICEEHTL RS,
Hl—F12
Hl—TF22
GI—T32

R[ENOIAVHETS

(6) The Wiki page will be updated with the edits.
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15-2. Permit Students to Edit Wiki Pages
By default, students cannot edit Wiki pages. You can permit students to edit pages with the

procedure below.

& WIKI (1)

Wkifhi—L TR BE|EE|EE JxvF WE
Home

S ? 1ER - Bl BE FhEzv: R=N—FPE=2-
TA/F1—HF— [Fhh [FLy [Fy LE (A1)
ZEE (AIRS-4 [F WE | LWE (RIS
ns [Z (A [F = [ATAY4

COA—YEEIMEERE - v v v

BAOS—UHER

S " ¥ 4

AT & J__
HTEH - (AIAY-3 (2]
NUHEREEET R CLICNMET | BET 2N TEET

(1)  Click the Information link.
(2)  Click the Enable editing link.

(£ WIKI

Wiki 7h— L

I3 g & EE: /site/2020B001

1EIE feR @R EE  FEIL 2 —TEE
TA/F1—5— v v (3)
FiEE v
(4)%1% v v v v

&7 Frib

(3) Check the Edit check box for Students.
(4) Click the Save button.
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The Online Content function gives quick access to specified websites just by clicking a link

in the Function Selection area.

The Online Content function must be added following the procedure in Section 2 — Add or

Delete Functions under the Course Info function in order to use the function.

Procedure
16-1. Add Online Content

(1)

* BERUFSY—RE v

& 15X 3)

FANT T B8]U TS5 >—5=(B001)

® FITUILEE v * HEEE v

SNETEE JIL—JZTEE BcEs#s ]

HE
Fit]
H¥
=
T

[
g
K«W
it

®, IBTA E 2020 &4
@ s
- 85 FE—F
8 ks A sxenEDs
= 2% fFRHE 2020/12/25 13:14
(1)  Click the relevant course button.
(2)  Click the Course Info link.
(3) Click the Edit Functions link.
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~ 'jljj?:?:/_:yv-; { MCP LA SR bOEET S (4’)

2oEa—)l

FUN=- e 7 & IR L I DR R L 0 8 B

ToLsAER
BRI 2 L ERE T SNORE T

M FRMTT—

TR T — R L R LI D B T

SHaEmRE

IMS Learning Tool Interoperability (LTI) % Bu = ohake

CLo

o R

(5)
| =0 Frt
(4)  Check the Online Content check box.
(5) Click the Next button.

& SRR

ExiEg SEERETEES HeETEL BEEF BOEE ZE4-TATEER SNSEEERE S EE HCEgEsEs foE2oF—4zE08
EHOV—IL1 O AF o AEEN
BEOY—)A A AFEEEEREA T3 vEBNUET. 8V vAS0A0 [ATvaw] A-a—ZRANTCOES
HITALFIY (6)
S| O—2o2T

(ISEFHBEHTT. )

v

U—2x | https://kibaco.tmu.ac.jp/access/content/group/2015A001

| &£08<0 oI Ty waer | v |

(7) ms | *row |

(6) Enter atitle and the link to the content.
Note Enter alink starting with https. Note that some websites with an address starting
with http will not be displayed.
(7) Click the Next button.
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& 1Bk

BEMRREEER MKk FHRUTIS—FB
B2OROBEMERENSUR EISNHERFTRRSNTVET)
A
BH5E
FR T - R
BN
iR (8)

ExrE HXRRTEE RETRE BEEE HMOEE ZREL-TAZER SNEEEER JIL-JZEE BCH

(9) &%

B~

I'j::jj 72w (d—AT T F) ( https://Kibaco.tmu.ac.jp/access/content/group/2015A001/ ) |
W

(8) Confirm that the online content is now added to the list.

(9)  Click the Done button.

ATIR—T v k BEUFSS—IE v ok TOUSIUER vk FILTUZLEE
= h—A o BEEIESR
w HA5E EaER SEENTES HETES ACEF PODSE BE4.TAZES SNETEH
B oEn
EERIR
B ==
& FANTZI-b 158U 55> —28(B001)
®, EriE 5= 2020 BE
& R FJHIRR
_ 5 FiE—F
8 mEw RIS EESNEDH
= a8 FRER 2020/12/25 13:14
2021/01/06 11:05
o Xvt—3(10) i
Erd A4E—F, Kiba ichiko
@ I—X9x7F _
i

(10) The online content is now added to the Function Selection area.
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17. Search Function
Summary
The Search function searches for files uploaded with the Resources function.
The Search function must be added following the procedure in Section 2 — Add or Delete

Functions under the Course Info function in order to use the function.

Procedure

17-1. Search for Resources

(1)

RIAR—T v * BERUFSI-EE v * JOUSEIOEER v * FILTUILEE v & HEFEE v

= -4 Q &
 BHsE
| 3) |#=l [ox]
= R o COREC BADBETAT
B ==

®, BRiE
& ERES
g mEE
= a=

Q Avg—o

= o

(1)  Click the relevant course button.

(2)  Click the Search link.

(3) Enter the keyword or keywords for the search, select the search scope, and click the
Search button.

Be aware that you can only search courses where the Search function has been

added.
Q 5 = H 5 ]
HEONEODSS, 1PTaS1fR IO D E L0033
z= 55 (4)
Content: 3
http://175.41.254.138/access/content/group/2020H1 23,/ % E3%ACHIBRETHBERAGHERWBIXETWESK 9699520200101 .docx
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The search results will now be displayed.

4)

18. Message Function

Summary

Operation Manual for Course Instructors

The Message function lets you select recipients and send messages to all participants or to

specific students.

The Message function can be deleted following the procedure in Section 2 — Add or Delete

Functions under the Course Info function in the case that the Message function is not

needed.

Procedures

18-1. Send Messag(els) to Students

BIAR—T v [* BRUFS>—RE v ] * TOUSELOERE v * FITUILEE v * BERHEE v
= AL advt— (3)
w SAsT vaim fLOUTALY RE R
= =R -
Avt—%
SHE
& FAbTLr—t O =E0xvt—3-0%8)
» ERE O] 882 (05
& ERES O s (05 v -z 058
8 miEE O FE=(0xvt—5-053)
= A%
' a Avt—v '(2)
(1)  Click the relevant course button.
(2)  Click the Message link.
(3) Click the Create Message link.
a Avt—z

Awt—T Awt—DEER HLLIALT BE #R

Avt—=7 1 ¥Rk
Ayt —I&ERR

BRPAT LOI— 0+

(4)

Fak LLIFAZRER, Yamada Tarou -
@ EBiREIUT

@ Bee B

BT AINELTS BEEOEFANFFLRCAYE—SOIE—&EE

B’iE

ERE = v|

i (5) l BE-ELFR-FRBECDONT ]
(4) Select the recipients’ addresses.
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To select multiple addresses, make multiple selections on the drop-down list.

(5) Enter asubjectline.

*Ayt—
? | Rv-Z| B F>IL—t B @ @ & + QBB K|E = EENE S
B I US x,x|===©2s|"mT e = @M =EO Q

(6)z51 -| &2 - | FAZE s - | A- B-|H E

Y rrLA FERELTURVNES TIOT. BELT RS, N\

\ )
body p EEER 1 FE (HTMLS A2 253): 38/1000000
EMEIFAI
FOT7ILEBOERA
Bl 7 7 -1 LR

(7) FLE1— H FEEEET H Frtl

(6) Enter the message.
(7)  Click the Send button.

& Aytz—=

Autr—%  AwtE—TEER FLWIALSY FE ER

Ayt—

O #= 10 xvt—z-05%5)
&

OO BB (0 xwt—-0%E)
O FE=0Avte—3-0F5)

The message will be sent to the users selected by address. The message will be saved in

(8)
the Sent folder.
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18-2. Check Messages from Students

Q Ayt—3

Awtr—%  Awt—IFEEM | HUWITAILS

AyvE—>
(€))

1 Awt—-1 FE)
LI 2EES (1 40t—3)
01 BIERES (0 v t— 055

O FS8= (0 xwt—3-0%5)

(1)  Click the Inbox folder.

o — ) B <BOIANY | ROT

U — Y Y

#rR | TATOAYE—T ||

EESREL TV | EFEEL Y | g Eine | (Y Ee
IRTFIVT P EE Bit REH =BE
l 2021/01/06 17:12 LIRS, Yamada Tarou ZE

(2)  Click the subject line of the message you wish to check.

Avtz—% / Z£/Re: E—ELR— MREEICDWT

EEEO A

\
REE |LIEEARER, Yamada Tarou (2021/01/06 17:12 ) iSRS

Group  (ZEE)

FESE A3E—F, Kiba ichiko

#5 Re: E—ELsR— FRECDLT
EEE ZE

FHUENTOWELRZOT. #HLELE. 3
ENTIVERA. ( )

EEaEYEEETTTaAEY

(3) The full message will now be displayed.
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18-3. Configure Messages

Q Avt—=

Awitr—%  Awir—TEER %zu-'y-‘-j:T,L ER
(1) 9

Av{E—

O B0 xwlz—=-0%2)
O =82 (1 Avt—3)
OO MBS (0 Awi—3-0%E)

O F==(0xvt-2-0F5)

(1)  Click the Settings link.

a Xyt—

Awtr— Awt—TEER FLLIALE ZE EE

Avt— - HE

IN—YFILEE

Y4 hEEE
BEEOETA—NT FLANDIE—%E:

JE—FEETEERA 3)
® JIE—=REETILHICEETCATL I ERE
\ JE—mEERFCHF

SOEEGT Frl

(2) Setthe Auto message forwarding option.
Selecting Yes will have received messages automatically forwarded as email.

(3) Setthe Send copy to recipient’s email address option.
Selecting Disable sending copies will hide the Send copy of message to recipient email
addresses check box on the Create Message page and disable sending copies as email.
Selecting Provide sender with option to send copies will display the Send copy of message
to recipient email addresses check box on the Create Message page when the course
instructor or students create a message, giving senders the option to send a copy as an
email.
Selecting Always allow sending copies will display Message will also be sent as an email on
the Create Message page.

(4) Click the Save Settings button.
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|L|FBAED, Yamada Tarou

365k
EBMEEREER BEEERRTBICHC RS v
@ EREIUT

gaccﬁ‘ﬁnﬂ
éEE =E v|
& Re: E—ELsK— FEBEC DT
Fhytr—

2 | B v-2| QFrIL—t B @ & g QYW E L= = EERETIN

Example: Screenshot when providing the sender wit

h the option to send copies

IL/FAER. Yamada Tarou

0%k
BB EEERR BEEFRRTBCETEIUY S
@ EREIUT

© Bec ZiBA

EFA—NLELTE BEBEOBTA—LT FLRICAy T~ SOOI —%1E
E

& Re: E—EIL7K— MR DT

FAy -

2 | Bv-x | BFTL—t E Gl @ g QB R|ls = oy W
Example: Screenshot when always allowing copies to be sent

5% |L|EH7A 8D, Yamada Tarou

EMBEEEER BEBTERT BT S Uy

@ EREIUT

@ Bec FiBAN

EFA-LELTS

R

e Re: E—ELK— FREICDLT

Ay E—

@ @ & g QB L|= = EEREL

?  BY-Z|RTI—t
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19. Upper Limit on Uploaded File Sizes

The maximum file size is 150 MB.

However, the maximum file size is 50 MB for File upload questions on tests or surveys.
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