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wik: PDF (Portable Document Format) TRFEINT=, BFRFRF 1AV I7AILDOZETY.

121 PDF 274 ZBET S 5%

PDF77A ILEREE 9 BIZ(L“Adobe Reader” (LLHij [ “Adobe Acrobat Reader” EFE(ENTLVELT:)
NIHLELITYFET? “Adobe Reader’ AV AR—/LLTWVEWA X BETHATEEI DT, 7REHR
DT HArH5“Adobe Reader” X O—KL TS,

Windows*°MacOS X7ZE DY 5 T4 A - 1—H -4 2—Tx—R(GU]) RIETIL, “Adobe Reader”H'
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#, MacOS X D “Preview” [F/NRT—KDEDPDFI7AILIZIER IELTLEEA.
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Learning Management System
— Teacher’s Manual —

(Version 1.0.9)

Nagoya University

The Nagoya University “Learning Management System” is used to
facilitate procedures for processing information concerning educational
affairs such as inputting student grades and registering student course
enroliments via a computer network. Grade and course enroliment data
are basic personal information at any university. When inputting and
outputting these data, it is required to handle these information carefully
for their safety. This manual describes the basic procedures for using
this system, along with security measures that users must take on their
personal computers.

Before using the Learning Management System, read this manual
thoroughly and pay particular attention to security measures.

Drafted by the Student Affairs Information System Committee
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1 System Overview

1.1 Tasks done on the system

The Learning Management System can be used to perform the following two tasks:

1. Inputting student grades and finalizing them (end of each semester); and

2. Outputting class rosters and approving/disapproving additional class enrollments (beginning of each
semester).

Each task can be broken down as follows:

* |nputting and finalizing student grades
V¥ Inputting and correcting grades (p.17)
¥ Querying and finalizing grades (p.21)

* Outputting class rosters and approving/disapproving additional class enrollments
V Acquiring class rosters (p.25)
V¥ Processing applications for additional class enroliments (p.29)

1.2 Using the system

Refer to the pages referenced below for details of how to use the System for individual user’s need.

* Preparing individual Web browsers (p.5)
The Learning Management System can be accessed using a Web browser run on a computer
connected to the Nagoya University computer network (NICE). Each user must be sure to check the
settings of his or her browser before accessing the System.

* Accessing the Nagoya University Portal (p.6, 14)
The Learning Management System is a network-based system used via the Nagoya University
Portal (https://portal.nagoya-u.ac.jp/). Therefore, users of the System must access the portal site
first.

V¥ Inputting and correcting grades (p.17)
Refer to this section on how to key in student grades for an academic course or how to correct
grades previously keyed in.

¥ Querying and finalizing grades (p.21)
Refer to this section on how to query (check) grades already keyed in or how to finalize grade
data.

V¥ Acquiring class rosters (p.25)
Refer to this section on how to acquire class rosters.

V¥ Processing applications for additional class enrollment (p.29)
Refer to this section on how to process applications for additional class enroliment.
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1.3 User authority levels

Some academic courses are taught by more than one teacher. In this case, the authorities for carrying
out operations on the Learning Management System differ for a chief class teacher (the teacher whose
name appears on completed course check sheets distributed to students) versus other class teachers.
User authorities for these teachers are described below:

Chief class teacher Class teacher
Inputting & correcting grades O X
Querying & finalizing grades @) X
Acquiring class rosters O O
Processing applications O X
for additional class enroliment

O Permitted
X Not permitted

[Chief class teacher vs. class teacher]
The chief class teacher is responsible for processing (inputting) grades (the
teacher whose name appears on completed course check sheets distributed
to students) when a class is taught by more than one teacher.

The class teacher, on the other hand, has no authority to process (input)
grades. This distinction is made by the time the person in charge of
educational affairs at each School offering academic courses registers the
class timetable in the System. If you are unsure of your status, contact the
person in charge of educational affairs at the respective School.

1.4 Recommended computer systems

Nagoya University Portal and New Registration System has been verified to operate normally using the
operating systems and Web browsers listed below. If you access the System using another operating
system or Web browser, you do so at your own risk’.

Whichever operating system or Web browser you use, make sure it is the latest version available.

<0S>
Windows 7, Mac OS X 10.9, Solaris, FreeBSD, Linux

<Web browsers>
Mozilla Firefox (Recommended), Safari, Internet Explorer

' Almost trouble-free operation can be expected if the latest version of each Web browser is used.
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2 Getting Assistance

If you are having any of the problems below, try to reach the relevant contact person. See the list of
contacts at the end of this document (p.41).

1. Although grade data were finalized during the grade input period, they have to be corrected.

2. Names displayed on the user identity confirmation screen in the Learning Management System for
finalizing grades or other displayed items are in error.

3. The name displayed on the login page of the Nagoya University Portal or other displayed items are in
error.

4. When you forget your Nagoya University user ID or the password for your user account.

5. When some of the courses you are teaching do not appear in the list displayed for you by the
Learning Management System.

6. If you have difficulties accessing the Nagoya University Portal.
7. If you have difficulties using the Learning Management System..
If you have a problem related to computer network such as difficulty connecting to the Nagoya University

Portal, refer to Section 13 “Addendum: Network Troubleshooting.”

* Contacts
e Regarding problem 1 above, contact the Educational Affairs Section or the like of the School in
charge of your class.

e Regarding 2 and 7, contact the Student Affairs Planning Division.

e Regarding 3, 4 and 6, contact the Information Technology Center.

¢ Regarding 5, make sure, through the Educational Affairs Section or the like of the School in
charge of your class, whether you are registered as the chief class teacher of the class that is

missing in the list of your classes. If the class is not listed despite you being registered as the chief
class teacher, contact the Student Affairs Planning Division.
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3 Preparing the Web Browser

3.1 Preparing the Web browser

The New Leaning Management System is a network-based system that can be used with a Web
browser? run on a computer connected to the NICE? or Internet.

To use your browser to access the Learning Management System, the browser must be configured as
below*.

1. Enable cookies, sent by servers hosting websites.

Since the Learning Management System and the Nagoya University Portal both use cookies for
session control, you cannot use the Learning Management System if this setting is disabled.

. Enable JavaScript.

The Learning Management System can be used even if JavaScript is disabled. However, the
ability to jump automatically to linked pages in page navigation will not be possible, requiring you
to perform additional operations.

3.2 Closing the Web browser

Take the following steps without fail for security reasons after you finish working with the Learning
Management System.

1. Clear the browsing history and cache.

Some Web browsers save what you have keyed in, student grades for instance, in their browsing
history and/or cache. These must be cleared without fail.

. Closing the Web browser

When you access the Learning Management System, cookies are saved in your browser for
validation and session control. These are not cleared if only browser windows are closed. Cookies
are only cleared when the entire browser is closed.

2 A software application used to browse Internet content. Well-known Web browsers include Mozilla Firefox, Internet Explorer,

and Safari (Mac only).

3 Commonly used name for the “Nagoya University Integrated Computer Network Environment”
4 Normally, these settings are enabled by default unless you have customized your browser settings differently.
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4 Accessing the Nagoya University Portal

A Nagoya University user ID is required to access the Nagoya University Portal, so please make sure it

is nearby first®.

4.1 Accessing the Nagoya University Portal

To access the Nagoya University Portal, enter the following URL in your Web browser.

https://portal .nagoya-u.ac. jp/

If successful, the top page in Figure 1 below will appear.

NUPORTAL

NAGOYA UNIVERSITY

Nagoya University Portal
Login with your Nagoya Univ. ID

If you need help about this Portal, please send an e-mail to [it-helpdesk@icts.nagoya-u.ac.jp].

If you cannot login to Portal service, please check whether your Nagoya Univ. ID is active.

Input your Nagoya Univ. ID, and click [CHECK] button.

r Y

Nagoya Univ. ID
E=
NAGOYA UNIV. WEB SITE
System Requirements
Contact Information
Japanese / English
A y

Enter your NagovaUnivID and
Password

MagoyalnivID:
|

Password:

Warn me before logging me into other
sites.

LOGIN | clear

Figure 1: Top page of Portal / Figure 2: Login

[ATTENTION] The Nagoya University Portal can be accessed only with browsers
that support SSL (browsers that can access URLs beginning with https). You
cannot access the Portal with a browser that does not support SSL.

If you encounter a warning message stating,

“Electronic certificate cannot be
validated” while accessing the Nagoya University Portal or Learning
Management System, contact the Information Technology Center.

4.2 Logging in to the Nagoya University Portal

Next, log in to the Nagoya University Portal. Here, you can log in with your Nagoya University user ID ©.
Enter this ID in the User ID box, and the password for your user account in the Password box. Then click

the Login button.

5 Contact the Information Technology Center to ask about getting a Nagoya University user ID.
5 If you cannot remember your Nagoya University user ID or password, contact the Information Technology Center.
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NurerTAL D D (o) 1, Please find the "Student

Affairs" contents by scrolling
down the page.

O Announcement

@)

Environment Management Office @ 2015/04/01 b 2018/04/01 L porial ]

o - Aol o, hanging the portal
janguage | ®

lou can change the language to
apanese by clicking on this panel,
Higashiyama . alanguage change

13,060 kw Pottom right-hand

68% used E page, or at the login
Tsurumai 7,200
kw
80% used
282 kw
55% used

L ]

“Course registration
and grading”

You will go to "Educational
Affairs System" directly.

Student affairs °

Course registration and grading © "Course registration and
grading (schedule etc.)”

Class schedule @ You can check important

. " .
The five-level grade evaluation standards and GPA notes regarding L?am Ing
system (date posted: July 16, 2014) © Management System".

Institute of Liberal Arts and Sciences (ILAS) @

o0 CZD

& Course registration and grading
(schedule etc)

Important Notes

= [For teachersConfirmation of final class roster
The: perod durnng which teochers con view final cless rosters s planned to stort
9 a.m. Thursdiy, May 8. To view it, enter from this “Learming Manbgerment Sy
Acsdemic year 2019 Spring Semester” in the “Acadermic Afairs Menu [for Acad
Stoff)”. This systemn & NOT ovailoble from Monday, May 20 to § a.m. Thursday, May
23 becouse of the mainterance.  (Dote posted: Aprl 26, 2019)

» [For teachers and undergraduate students] Suspension of Learning
Managemeant Systam services
An ad hoc meintenance of the Learming Management System will be carmed out from
& p.m Friday, Apal 26 to 9 o.m Thursday, Moy 9. Wa Sxpress o regeet 1o thase
concerned in advance for any smconverience thas may cause. (April 26, 2018)

e A N ] — To Learning
e ' Management System

Figure 3: Login screen
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You can tell that you have logged in to the Nagoya University Portal under your user authority by your
name displayed in the dashboard.

After logging in to the Portal, you can change the display language from Japanese to English. To do so,
goto the Personalize ({8 AF) tab, select your preferred language from User Locale, and click Update.
To reflect the change, please log out from the Nagoya University Portal and log back in.

[ATTENTION] If the user name displayed on the screen is not your name, stop
accessing the Portal and contact the Information Technology Center immediately.

[ATTENTION] Some part-time lecturers (including some full-time teachers) who
teach classes offered by multiple Schools may be provided with multiple Nagoya
University user IDs. If this occurs, such alecturer should have received a multiple
number of postcards from the Information Technology Center. If your class is not
displayed on the screen after logging in, try to log in using a different user ID.

* Please note that the page design of the Nagoya University Portal and its display contents as shown
here are subject to change.
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4.2.1 Points to note when logging in

Sometimes you may see a screen like the one below.

?) Naeora University Portal Service Authentication System — Mozilla Firefox

ZriliE REE FTAW BES  dehw-aBm v ALTHHE

ﬁ Magoya University Portal Service ... = -

fheors AFC TS TSRO
FAALTTNET,

L, CChend T aBEitd T um
Q5 A tze g FEh T
I F o AEL T EEO S AL
[ nt=10Y

FET AL, R ARE IS
a IO S A IR ISV ET

e )

FPassword:

O wmorsvposave mmzss

T
B B O g@uei-nrreneames
l Login

Figure 4: Message displayed when other login session exists

This happens when your status is internally stored as still logged in to the Nagoya University Portal,
meaning you did not log out from the Portal the last time you accessed it. If this happens, select the
Cancel other login session (ft@dOS' A v 3 U EEHIZT SH) checkbox, and then log in to the
Portal again.

This can also happen when you log in from multiple browsers. In this case, the access from the browser
from which you last logged in is treated as valid, and no action can be taken from any another browser
from which you might have logged in.

[ATTENTION] If you have not logged in from another browser, or if it continues to
happen more than one hour since your last access from the logged-in browser, it
could mean that someone else may be accessing the Portal using your
University-wide user ID. If this is suspected, contact Information Media Office.
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4.3 How to log out (end the session)

To log out from the Nagoya University Portal or Learning Management System, take the following action.
e Click Sign Out in the upper-left part of the top page of the Portal (Figure 3 (p.8)).

If you close your Web browser without clicking Sign Out (or if your Web browser hangs), the system may
determine that your next login attempt is a “double login.” Therefore, be sure to end your session by
clicking Sign Out.

After logging out from the System, first clear the browsing history and cache of your browser, then close
the browser (see “3.2 Closing the Web browser”).

4.4 Session control implemented by the system

The Nagoya University Portal and Learning Management System control each user’s session as
described below.

¢ If no action is taken by the user for more than one hour (3600 seconds), the System determines
that the user has logged out.

¢ If some action (clicking a link or button) is taken in the Web browser after a logout is assumed by
the System, the login page (Figure 2 (p.7)) appears again. After the user logs in from this page,
the page that appears next will not be the original page but rather the page linked to from the link
or button that was clicked.
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5 Accessing the Learning Management System

processed on the Learning Management System.

[ATTENTION] On the Learning Management System, you will be handling highly
confidential information such as grade data and class enrollment data. The page
where you handle grade data is configured such that it cannot be accessed from
outside Nagoya University. On the other hand, the page for querying on class
rosters and the like can be accessed from external networks.

When you access the System from outside Nagoya University, or when you
access from a location within the University where others can see what appears
on the screen, take special care not to let others see the information being

The Learning Management System can be accessed by clicking the Student Affairs (%) tab
on the screen (Figure 3 (p.8)). This opens the Student Affairs window.

oD I O © T

&)

Higashiyama
13,060 kw
68% used
Tsurumai 7,200
kww
80% used

282 kw
55% used

Daiko

1, Please find the "Student
Affairs" contents by scrolling
down the page.

, CIicn "Stdent Affairs" to use sub-menu

Operations

g o

[Student affairs l °

“Course registration
and grading”

You will go to "Educational
Affairs System" directly.

Course registration and grading @

istration an: ing (schi ! @

Class schedule ®

The five-level grade evaluation standards and GPA

system (date posted: July 16, 2014) @
Institute of Liberal Arts and Sciences (ILAS) @

"Course registration and
grading (schedule etc.)’

You can check important
notes regarding "Learning
Management System".

o o CZ=D

& Course registration and grading
(schedule etc)

Important Notes

E[ucalianal Affairs ]

«— To Learning
Management System

Figure 5: Student Affairs window from the Student Affairs tab in the Portal (English)
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Click the Course and Grades Menu (Learning Management System in Academic Year XXXX XX
semester- - -) heading in the center column of the Student Affairs screen (Figure 5). A new window will
appear.

[ATTENTION] Do not close the Nagoya University Portal window meanwhile. Also,
do not use the Back button of your Web browser while you are in the Learning
Management System. We cannot guarantee its behavior when you use the Back

button.
[ D7LE) SREE) =xY) BEES) Jwiv—2o(8) Y—IUID) ~LI(H) = | B i)
EEEAFR—HIL x f Confirmation from the teac... x \ +
— N Ry A
€ A @ https://app3.nagoya-u.ac.jp/kyoin/kyke00092ticket=5T-130388-XKKTtFYUUGZIMoGL v & || Q #F T e U 3 A O =

Confirmation from the teacher

Confirm your identity.

teacher number (code) ! 00000028

First & last names  GAKUMU Test—kyoin |
E-mail address * gakeu
|

If any item of information is incorrect,
contact the Student Affairs Planning Division
( gakumu—support®adm.nagova—u.ac.jp } immediately.

Figure 6: User confirmation screen

Your name, the School you belong to, and teacher number (code) etc. are displayed on this screen.
Check that these are correct, and then click Confirm.

[ATTENTION] If any item (except E-mail address) of information is incorrect, put your
access on hold, and contact the Student Affairs Division immediately.
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¥)) Student Affairs Information for Teachers System Menu — Mozilla Firefox

JE REE &®TW EBEE  Fyhe-aE w-niD ~TH

i Student Affairs Information for Teachers .. | + |

Student Affairs Information for Teachers System Menu

*Class rosters
- Temporary class roster viewing & acquisition (Aer15 1o Mar15) HELP

*Final class roster viewing & acquisition (Apr1Dto Mar15) HELF

- Processing aprlications for additional class enmollment

*Feceive notification of student applications (Apr1Dto Mar15) HELF

- Approving/disapproving applications for dass enrollment  (Apr 15 to Mar15) HELFP
*Grade

- Grade input & conection (Apr15 1o Mar15) HELFP

*Gluery & finalize Grades (Apr1Dto Mar15) HELF

*See Teacher Manual

Figure 7: Student Affairs Information for Teachers System Menu page

After your identity is confirmed, the Student Affairs Information for Teachers System Menu appears
(Figure 7). Click a particular task you wish to carry out, then. The period during which you can work on a
particular menu item is also shown. You are permitted to perform actions on menu items only during the
specified period.

You can also download this manual from the See Teacher’s Manual link on this page.
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6 Registering your E-mail Address

[Personal Information Protection Statement]

of application for additional class enrollment” (p.29).

The e-mail address registered here will be used for contact purposes only by
Portal-related services of the Learning Management System such as “Notification

14

After logging in to the Learning Management System, you can register or change your e-mail address’.

¥ Confirmation from the teacher — Mozilla Firefox

ZrLEY REE FTA BEEG Jwiw-0E - ANZH

| " Gonfirmation from the teacher

[l

Gonfirmation from the teacher

Confirm vour identity.

teacher number (code) : 00000028

First & last names s GAKUMU Test—kyoin
I E—mail address I |eakumu-support@post. jimu.nagoya-u.ac. jp| I

If any item of information is incorrect, contact the Information
and Communications Technology Services Division
( gakumu—support@post.jimu.nagova—u.ac.jp ) immediately.

et b et iyl s call

Figure 8: User confirmation screen

You register your E-mail address used for contact purposes only by Portal-related services of the
Learning Management System such as “Notification of application for additional class enroliment”
(p.29)8. If your E-mail address has not been registered yet, the E-mail address (for PC) which has been
registered to Nagoya University Portal will display automatically. Please confirm and correct if

necessary.

[ATTENTION]

“E-mail address error”. E-mail address is the mandatory field.

address one of the following formats:

e End the address with nagoya-u.ac.ip e End the address with nagoya-u.ip

If you register blank in E-mail address form, you don’'t go on the next screen by

Full-time teachers are strongly recommended to make their registered e-mail

7 Use only single-byte (not two-byte) alphanumeric characters in your e-mail address.

8 A text-messaging e-mail address for a user’s cell phone can also be entered on the screen. However, usually a strict restriction is
imposed on the number of characters in text messages sent to a cell phone. Therefore, some discretion may be exercised by

the System by not sending long messages to cell phone e-mail addresses.
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Enter your E-mail address at this page (Figure 8), and then click the Confirm button
When you access this screen, your E-mail address gets registered with the System (Figure 9).

) Student Affairs Information for Teachers System Menu - Mozilla Firefox [M[{=]E]
IrfILE REE FrAr BEQ  Mubhw-hE w-Dr AL

! Student Atfairs Information for Teachers .. L+

Student Affairs Information for Teachers System Menu

*Class rosters
- Temporary class roster viewing & acquisition (tor 15 to Mar 15 ) HELF
- Final class roster viewing & acguisition (tor 15 to Mar 15 ) HELF

- Processing applications for additional class enrollment

- Receive notification of student applications (tor 15 to Mar 15 ) HELF

* Approving/diss poroving applications for class enrollment (Bpr15to Mar15) HELF
=Grades

= Grade input & correction (Bpr15to Mar15) HELF

- Guery & finalize Grades (tor 15 to Mar 15 ) HELF

- Ses Teacher Manusl

Figure9: Completion Screen

In addition, part-time lecturers must register your English-letter name (Figure 10).
You must input your English-letter name starting with family name, followed by first name, and with
your family name in all capital letters and your given name with an initial capital letter and the small
letters for the rest.

(Example) &KX XBF — MEIDAI Taro
If your English-letter name has been already registered, you can confirm it displayed on this screen.

#) Confirmation from the teacher — Mozilla Firefox
IrLE wREE Frl BEGS hbhy-SE YD A HE

| {7} Confirmation from the teacher Lt

Confirmation from the teacher

Confirm your identity.

teacher number {code) : h0000028

First & last names : GAKUMU Test Example.{HA A EB) MEIDAI Tarou
E—mail address H ‘gakumu—suppnrt@pnstJimunagnya—uac in |

If any item of information is incorrect, contact the Information
and Communications Technelogy Services Division
{ gakumu—support@post.jimu.nagoya—uac_jp ) immediately.

- EFE RS OEEIEE
T ER RS OESE 2 >

Figure 10: User confirmation screen (For Part-time Lecturers)
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[ATTENTION]
You can register only A to Z, period (.), single quotation mark (’), and hyphen (-).

If you click Confirm with character mentioned above or blank, you’ll get “Error”
message.

16
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7 Inputting and Correcting Grades

[ATTENTION] Access to the “Grade Input & Correction” screens is limited to
computers used within the Nagoya University Computer Network. Accessing this
page from an external network is not allowed.

7.1 Grade input screen

When you click the Grade Input & Correction heading on the Student Affairs Information System
Menu page (Figure 7(p.13)), a list of the courses you are teaching in the current semester will appear, as
in Figure 11°.

I71IE) REE) FR(Y) BE(ES) Tvsv—4(8) Y—ILI) ~LIH) = | B i)

Grade—Grade input & cor... % | +

- c|ass *E 93

Grade —Grade input & correction

..y
!
]|

Grade input & correction

* You can click the “click” button only of the current grade input target subject in the “Process” column HELP

1st Semester, 2017 Chief class teacher: JYOHO Dum Kyoin Two "

The ‘

Class Class D numbers of Input ‘
Period Code| Period Day-Period Course Name students Status Process

enrolled |

| [ st |Mon-i — \ 0 Moot || |

| [ st [Mond ‘ - ‘ 2 Noinput | L

Figure 11: List of Courses screen

The Input Status category shown in this list can be one of the following:

Input Status Meaning

No input Grades not input for any student

Input pending Grades not input for some students

Input completed Grades input for all students enrolled in a class

Input finalized Grades input for all students, finalized and cannot be changed

% If a class has multiple course names, this same class appears under each course name. If multiple teachers teach the same
class, the course name of this class appears only for the chief class teacher of the class.
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7.2 Selecting a course for inputting grades

When you click the click button in the Process column for a course you are about to input grades for'°,
the Grade Evaluation Method Selection screen (Figure 12) appears.

I7AIAE) \|E(E) TR() BES) FJwisv—o(B) Y—ILI) ~ILTF(H) =ancy X

Grade—Grade input & corr... % | +

€ | @ https://app3.nagoya-u.ac.jp/kyoin/KYKEO409 C = wEae U 3+ 4 O

Grade —Grade input & correction —Select a grade evaluation method

Select a grade evaluation methed

¥ The evaluation methed is decided depending on the course. Please check carsfully
3 If you should input using the wrong methed, please notify your office.

HELP

M Raw score evaluation Pass—fail evaluation
ABC evaluation

4
|[ Return to Grade Input & Garrection | I

Figure 12: Grade Evaluation Method Selection screen

This screen appears only for courses whose grade input status is “No input”. This screen will be
skipped if even one grade has been input for a course. If you register all grades already input as
“No input”, this screen will appear again (Figure 12). Select either SABC evaluation, raw score
evaluation, or pass-fail evaluation according to the type stipulated by each School for grade
evaluation.

SABC evaluation New grade system (’S”,’A”"B”,”C”,"F”) is used from
2011.
(ABC evaluation) Old grade SyStem (“A” iS u@n , uBn iS nEu , ncn iS “EI" ,

“F”is “A~|]” , “absent” is “RJ&”") is used until 2010.

raw score evaluation

pass-fail evaluation “pass” is “&”, “fail” is “FEI&”

' The click button in the Process column will not appear for classes that have no enrolled students or whose grades have been
finalized.
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After selecting a grade evaluation method, a table listing the enrolled students with a grade input column
appears, shown in Figure 13.

I7AIE) BE(E) TR(Y) BE(S) JvHT—H(B) Y—IUI) ~LI(H) =ael X

Grade-Grade input 8. COM.. x | +

€ | @ https://app3.nagoya-u.ac.jp/kyoin/KYKED4202ticket=KMLAV6BBDBNUAP-116518-e1fuywjDQeSréb4iNyk + BE "B 9 3 A4 =

Grade —Grade input & correction —SABC evaluation (ABC evaluation)

SABC evaluation (ABG evaluation)

Enter the grade HELP
* There are 1 pages attogether.
After you have finished working on a page, press the Register button.
Caution: If vou move to another page without registering, the content vou have input will be lost.
Class ) . Class Period
Period Day—Period Code Page 1 of 1
Course Chief class the numbers of 5
Name | teacher students enrolled
No. School Level | Student Mo. | Student Name Grade
001 [ @ Mo input 08 DA OB OG OF © Absent
r
002 X @No input OS5 OA OB OC OF O Absent
Register

i

\ Return to Grads Input & Correction I

Figure 13: List of enrolled students and grade input column

Here you can input student grades by clicking each student’s corresponding Grade button''. A batch of
25 students at a time appears on a page. After inputting grades for all 25 students, click the Register
button.

[Registering grades]

Clicking the Register button will update the page display, with input grades
indicated as highlighted buttons.

Grades that have been input can only be registered in the system by clicking the
Register button. If you click another grade button before clicking the Register
button, any previously input grades are cancelled. If you move to the next (or
previous) page listing another 25 students before registering the grades on the
current page, all data input on the current page will be cancelled.

e ltis possible to change a previously input grade to “No input.”
¢ You can correct grades as many times as necessary, as long as you do so before clicking the
Finalize grades button.
e ltis possible to register grades with the System without inputting grades for all enrolled students.
To display the next 25 students, click the Next page button. From the second page on, the Previous
page button also appears. Click this button to display the previous 25 students again.

" When inputting raw scores as student grades, the raw scores must be input in the Raw Score column with single-byte (not
two-byte) numeric characters. Raw scores must be integers from 0 to 100. Raw scores can only be input if it is allowed by the
School a teacher belongs to.
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To input grades for another course, click the Return to grade input & correction button to return to the
screen listing the courses you teach (Figure 7 (p.13)).

Note that a five-step grading system was introduced from AY 2011 onward. When inputting grades for
applicable students, selecting the SABC evaluation (ABC evaluation) display the grades “S, A, B and
C" in the grade column.

If grading a class comprising students enrolled in 2010 or before and students enrolled in 2011 or
beyond, the grade registration screen will display both categories of students on different pages, with the
students enrolled in 2010 or before appearing first on the screen.
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8 Querying and Finalizing Grades

[ATTENTION] Access to the “Grade Query & Finalization” screens is limited to
computers used within the Nagoya University Computer Network. Accessing this
page from an external network is not allowed.

8.1 Grade Query screen

When you select the Grade Query & Finalization heading on the Student Affairs Information for
Teachers System Menu page (Figure 7 (p.13)), the screen in Figure 14 appears. You can query the
registration status of grades input or corrected on the Grade Input & Correction screen or finalize the
grades on the screen.

J7LE) WmE(E) TR(Y) BE(S) JwiT—5(B) W—II) ~LIH) N x|

Grade —Query & finalize Gr... % | +

“ e

b
H

w8 9 3 #

Girade —Cuery & finalize Grades
Query & finalize Grades

* You can check the grades vou have input by pressing the Guery button HELP
* To download as a PDF, first press the Create File button
Once the file has been created the Download hutton will be displayed. Click on the button to download
| If the Download button does not appear, wait a few moments and then click the Update screen button
* Input completed grade data will be finalized by pressing the Finalize button
From hereon vou will be unable to make corrections using this system. If corrections are necessary, please contact vour office
The Finalize button will only be displayed with Input Completed grade data
Il * Once the grade input period is over, Input Completed data will be automatically finalized
* “You can click the “click” button only of the current grade confirm target subject in the “Finalize grades”™ column

1st Semester, 2017 Chief class teacher: JYOHO Dum Kyoin Two
' The
Class Class numbers Finalize
Period Period Day—Period Course Mame of Input Status |Query|| PDF File 4
Code erio students grades
o
enrolled
| | 1st |Mon*1 H _ | Ol Mo input | | ‘
| | 1st |Mom*5 “ | 2| No input | | Create ‘
‘[ Return to System Menu ] ‘[ Update Screen ]
|

Figure 14: List of Courses screen

8.2 Querying grade data already input

When you click the click button in the Query column for a particular course in the List of Courses
screen (Figure 14), registered grades for the course are displayed for a batch of 25 students (Figure 15
(p.22))'2. To return to the list of courses from this screen, click the Return to Query & Finalize Grades
button.

"2 f a class has multiple course names, this same class appears under each course name. If multiple teachers teach the same
class, the course name of this class appears only for the chief class teacher of the class.
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) Grade — Query & finalize Grades— Querying erades -~ Mozilla Firefox

IrOHE REE ETW BES Jym-0E v AT
() Grads — Qusry & finalizs Grades — Queryin. | 4
Grade — Query & finalize Grades — Querying erades
Querying grades
Studerts attending coursss from other sshools Fave ['V-11, and Special Courss students have ['W-2), displaved in the Notes column
HELP
ass ‘ 2rd | Day-Period |Fri-2 Olass Foriod | Page 1 oF 1
Course | Chief class - The numbers of
Mame | 7Y teacher | .. students enralled 29
[ s [ A [ B [ c I F Absence | Mo input
[ 1 N 5 | 3 1 1 0
[ Ho | School [Level || Student Name [ Grade [ Remarks
[ 001 [Letters [z T [ A [
[ 00e |Letters [ 2 A
| 0 |Letters | 2 B
[0 [Letters [z A
[ s |Letters [ 2 A
[ 006 [Letters [ 2 s
[ 007 |Letters | 2 [ A
[ 008 [Letters [ 2 | B
[0 [Letters 2 [ A
[ 00 [Letters [ 2 [ A [
Lo e [ 2 | \ A |
| o1z |Law [ 2 C
[ o013 Law [ =2 B
[ 014 [Law [z F
N5 |[Law [ 2 =
06 [Law | 2 B
017 [Ecomomics [ 2 B
M8 [Ecoromics [ 2 )
[ 018  [Ecoromics I [ A |
[ 00 [Iinformatics ard Sciences [ 2 : [ |
|[ Return to Query & Finalize Grades ]I

Figure 15: Querying grades

8.3 Finalizing grade data already input
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When you click the click button in the Finalize (#3) column for a particular course on the screen
(Figure 7 (p.13)), registered grades for the course are finalized. Once finalized, grade data cannot be

changed by users of the system as explained in the boxed article below"3.

) Grade — Query & finalize Grades— Finalizing grade — Mozilla Firefox

FPLE wRE R®TA EEG  Jwiv-SE v-nD AL

{7 Grade — Query & finalize Grades — Finalizin..| + |

CGirade —Query & finalize Grades — Finalizine erade

Finalizing grade

system
Firalize the grades below?

2nd Semester, 2011

After firalizing you will no longer be able to male corrections using this HELF

Class

N Class . The numbers of
Period Period Day—Period Gourse Name students enrolled
Code
zrd [Frircz 5 20

Finalis Grades I

Figure 16: Confirming that grades have been finalized

'3 If finalized grade data must be changed, consult with staff in the Educational affairs Section of the School offering your course.
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* What does it mean to “finalize” grades?

The act of finalizing grades means that a teacher teaching a course submits grade data for
the course input on the Learning Management System as the definite and finalized grade
data.

On the other hand, when you register grade data, the grade data input by clicking on the
screen are sent to the database of the Learning Management System. If you only click
grade buttons on the screen, the grade data stored in the database will not reflect your
actions. Only after clicking the Register button will all your input data be sent to the
database.

As described so far, registered data are accumulated in the database. Every chief class
teacher has authority to change the data as many times as necessary (during the
prescribed grade input period). If a teacher finalizes his/her grades through the screen,
even this teacher will no longer be able to change the data. Finalizing the data changes the
status of the grade data in the database to “submitted”.

8.4 Downloading grade data

Each course on the List of Courses screen has an associated Create button (Figure 14 (p.21)). Click
this button to download a PDF file of the grade data that you have input. Clicking the Create button
displays the screen in Figure 17, where you can input a password needed to open the downloaded PDF
file™,

) Grade — Query & finalize Grades— Grades PDF File Greation — Mozilla Firefox
IrLE REE FTW EBEG Jhiw-hE v AT
{ i Grade —Query & finalizs Grades — Gradss .. | +

Il
Grade — Cluery & finalize Grades — Grades PDF File Greation

Grades PDF File Creation
HELE
Create Grade Recard PDF fila?
= To display the downloaded POF file, yvou must enter vour password here.

. The password must consist of over 6 halfwidth alphabet or digit character; names
etc may not be used

PDF File Password

Enter once more for confirmation

Figure 17: Grades PDF File Password Entry screen

You are required to enter a password consisting at least of 6 alphanumeric characters (up to 8
characters recognized) that does not correspond to your name. Enter this password in the two
input boxes, and then click the Create button. If the two passwords do not match, or if a password does
not conform to the required condition'®, a warning message will appears on the screen. If the entered
password is correct, the PDF file is created and the Grades PDF File Creation screen (Figure 18)
appears. It will take a minute to a few minutes for the system to create the PDF file.

4 See Addendum 13, Section13.2, “Setting passwords for PDF files”.
'S A password longer than 6 characters that does not correspond to the user’s name.
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£ Grade — Query & finalize Grades — Grades PDF File Greation — Mozilla Firefox
FrME REE HTW EEG wav-SE vold s

{] Grade — Query & finalize Grades —Grades .. | + |

Grade — Cluery & finalize Grades — Grades POF File Creation

Grades PDF File Greation

The Grade Record PDF file is being created

Onee the Download button appears on the Grade Gluery & Fimalization screen, the file can be downloaded

|[ Return to Query & Finalize Grades | I

Figure 18: Grades PDF File Creation screen

To download the PDF file just created, click the Return to Grade Query & Finalization button (Figure
18), and make sure that a Download button now appears on the page (Figure 14 (p.21)). Then click the

Download button. If the button does not appear, wait a few moments and then click the Update screen
button.

£ Grade — Query & finalize Grades— Grades PDF File Download — Mozilla Firefox

I REER FLW BEGS T-hE v-D ALl
(i Grade — Query & finalize Grades — Grades .. I + |

Grade — Query & finalize Grades — Grades PDF File Download
HELF

Grades PDF File Download

Download Grade Record POF file.

‘fes Cancel

Figure 19: Grades PDF File Download screen

When you click the Download button, the screen changes to the one in Figure 19. If you click Yes here,
a new window opens, and the PDF file begins downloading'®. After downloading, close the newly
opened window. To return to the Grade Query & Finalization screen, click Cancel.

'6 If the Adobe Reader plug-in is installed with your browser, the downloaded PDF file will open in the new window.
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9 Class Rosters

Two types of class rosters are used: temporary and final.

A temporary class roster lists the names of students who applied for class enroliment during the regular
class enrollment period. This is a temporary class roster used until all the applications for additional

class enroliment have been filed during the class enroliment change period.

Afinal class roster lists the names of students who have been finalized after the class enrollment change

period. Inputting of grades at the end of a semester is carried out based on this class roster.

9.1 Class Roster Viewing & Acquisition screen

When you select the Temporary Class roster viewing & acquisition or Final Class roster viewing
& acquisition heading on the Student Affairs Information System Menu page (Figure 7 (p.13)), a list
of the courses you are teaching appears (Figure 20). (This is how to view and acquire temporary class

rosters but the procedure for final class rosters is exactly the same.)

¥) Class rosters— Temporary class roster viewing & acquisition — Mozilla Firefox

B REE FTW BEEE edv-aE D ANTH

| LJ Clazz rosters — Temporary class roster vi.. | - |

Clags rosters — Temporary class roster viewing & acquisition

Temporary class roster viewing & acquisition

If the Download button does not appear, wait a few moments and then click the Update
soreen button

5 To download a PDF or GSV, first dlick the Create button HELP
Onca the file has been created the Download button will be displayed. .
Click on the button to download. Importart hotes Rg@rdlngTemmra_ry;glﬁ

1st Semester, 2012 Class teacher: @ -
Class Class Acquire
Period Period Day—Period Course Name View
Code erio PDF file CSV file
T 1st Fri—2 e e [ Create ] [ Create ]

|[ Return to System Menu ] |[ Update Screen ] I

Figure 20: List of Courses screen (class rosters)
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9.2 Viewing a class roster

When you click the click button in the View column for a course whose class roster you want to view, the
first 25 students in the roster will be displayed.

Note that a five-step grading system was introduced from AY 2011 onward. If teaching a class
comprising students enrolled in 2010 or before and students enrolled in 2011 or beyond, the class roster
(class list) will display both categories of students on different pages, with the students enrolled in 2010
or before appearing first on the screen.

¥) Class rosters— Temporary class roster viewine & acquisition— Temporary class roster — Mozilla Firefox
JrUVE REE RTW BEE fubw-sE w-lD sFH

J [ Glass rosters — Temporary class roster vi. I + ‘

Clags rosters — Temporary clags roster viewing & acquizition — Temporary class roster

Temporary class roster

1st Semester, 2012 Class Period Code: - &0~

The numbers of
students enrolled

e i [ Rz e i [ 13 2ofz

‘ Course Name ‘DarPeriud Class teacher Page

’; School ’@ S‘“‘T:"l Student Mame ‘Remarks /‘ ’7’7’7’7’7’7’7’7’7’7’7’7’7
[o02[Eucaton [z 1 I O I
[0 Education ’T; : T — T
’@Edumtmm ’T;_ l_l_l_ ’— ’—’—'—
[0 [Education [z f I 1 I
o0 L2 [2 - EEEEEEEREEEEEEREEN
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|[ Previous Page I |[ Return to Temporary Clazs Roster Wiewing & fcquisition ] |

Figure 21: Class Roster screen

To display the next 25 students, click the Next page button. From the second page on, the Previous
page button also appears (to display the previous 25 students). To return to the List of Courses screen
(Figure 20 (p.25)), click the Return to class roster viewing & acquisition button.

9.3 Acquiring aclass roster

A class roster can be downloaded in PDF or CSV format. To download a class roster, click the desired
Create button in the Acquire column for the course whose class roster you want to get in the List of
Courses screen (Figure 20 (p.25)). The Class Roster File Creation screen (1) shown in Figure 22
(p.27) appears. (The screenshots below show how to download a PDF file, but the procedure for
downloading a CSYV file is exactly the same.)
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%) Class rosters— Temporary class roster viewine & acquisition — Temporary Class Roster PDFE File Creation - Mozilla ...
JrLE REE FTW EEE Yuw-sB oD ALTH

[ Glass rosters — Temporary class roster vi.. | + |

Class rosters — Temporary class roster viewing & acquisition — Temporary Class Roster PDF File Greation

HELF

Temporary Class Roster PDF File Greation

Create Tempaorary Class Roster POF file?

Figure 22: Class Roster File Creation screen (1)

When you click the Create button, the screen in Figure 22 appears. Then click the Return to class
roster viewing & acquisition button.

¥) Glass rosters— Temporary class roster viewine & acquisition— Temporary Glass Roster PDF File Greation — Mozilla ...

VB REE FTl BES Sby-hE VoD At

{7} Glass rosters — Temporary class roster vi | + |

Glass rosters — Temporary class roster viewing & acquisition — Temporary Class Roster POF File Creation

HELP

Temporary Class Roster PDF File Creation

The Temporary Class Roster POF file is being created,

Once the Download button appears on the Temporary Class Roster Yiewing & Acouisition screen, the file can be downloaded

“ Return to Temporary Class Roster Viewing & Acquisition

Figure 23: Class Roster File Creation screen (2)

To download the PDF or CSV file just created, return to the Class Roster Viewing & Acquisition
screen from the screen shown in Figure 23. Make sure that a Download button now displays on the
page. Then click the button. If the Download button does not appear, wait a few moments and then click
the Update screen button.

A password is not needed for the PDF or CSV class roster file.
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¥) Glass rosters— Te mporary class roster viewing & acquisition — Temporary Glass Roster PDF File Download — Mozilla... [" H’n|§|
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i__i Class rosters — Temporary class roster vi. I + |

Clazs rosters — Temporary class roster viewing & acquisition— Temporary Class Foster PDF File Download
HELP

Temporary Class Roster PDF File Download

Download Temporary Class Roster PDF file?

ez -

Figure 24: Class Roster PDF/CSV File Download screen

When you click the Download button, the screen is directed to the one shown in Figure 24 (p.27). If you
click Yes here, a new window appears and the PDF or CSV file begins downloading'”. When
downloading a CSYV file, it is downloaded in Zip format. Please use it after saving and decompressing. To
return to the Class Roster Viewing & Acquisition screen, click the No button.

7 If the Adobe Reader plug-in is installed with your browser, the downloaded PDF file will open in the new window.
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10 Processing Applications for Additional Class Enrollment

Processing applications for additional class enroliment means to take the following action.

e When a student files an application for class enroliment, decide whether or not to accept the student
into your class.

This menu item has two submenu items, described below.

1. Notification of additional applications
The chief class teacher can receive an E-mail whenever additional applications are filed for
enroliment to one of his or her courses. This submenu item can be used to set whether this service is
used for each course or not.

The teacher can also set default actions taken by the system when he or she does not process
additional applications for enroliment that have been filed. The following default actions can be taken
when this setting is not set by the user:

e For Liberal Arts and Sciences courses, the default action is “Disapprove.”
e For other courses, the default action is “Approve.”

2. Approval/disapproval of class enroliment
This submenu item enables a teacher to approve or disapprove each application for additional class
enroliment.

10.1 Receiving notification of student applications for class enroliment

When you select Receive notification of student applications on the Student Affairs Information
System Menu page (Figure 7 (p.13)), a screen for configuring E-mail notification and
approval/disapproval settings appears (Figure 25 (p.30))'®. You can set here whether to approve or
disapprove an application when not processed by the user. You can also set whether E-mail notification
is necessary or not. Initially, this setting is set to Yes.

'8 f a class has multiple course names, this same class appears under each course name. If multiple teachers teach the same
class, the course name of the class appears only for the chief class teacher of the class.
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¥) Processing applications for additional class enrollment — Receive notification of student applications — Mozilla Firef._ El@l@l
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{7 Processine applications for additional clas.| +

Processing applications for additional class enrollment — Receive notification of student applications

Receive notification of student applications

* For each class, set whether or not you wish to use the email notification service when there

are additioral enmollments in the Mail hNotifications column HELP
* For each class, set how applications for additional enroliment are to be dealth with if they
are not processed during the period for inputting approve/disapprove decisions on class
enrollrents.
= Wihen the Regster button is pressed, the settings will be updated.
Chief class teacher:™ .~ <0
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Figure 25: E-mail Notification and Approval screen
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Here you can set whether applications for additional class enrollment are approved or disapproved by
the system when you do not process them during the period for inputting approve/disapprove decisions
on class enrollments. You can also change the notification setting by first selecting Yes or No in the listin
the E-mail notification column, then clicking the Register button. Note that to register any changes
made on the page, you must click the Register button first before clicking the Return to System Menu

button.

10.2 Approving/disapproving applications for class enrollment

When you select the Approve/disapprove applications for class enrollment heading on the Student
Affairs Information System Menu page (Figure 7 (p.13)), a list of courses appears with the numbers of
students currently enrolled and additional students filing applications for enrollment displayed for each

course.

¥2) Processine applications for additional class enrollment — Approvine/disapprovine applications for class enrollment —__ [= |[2|[3<)
TrAILE) AREE FTON O EEE Jedv—hE Vo ST

|| I Processine spplications for additional clas.. | & |

Frocesging applications for additional class enrollment — Approvine disapprovine applications for clase enrollment

Approving/disapproving applications for class enrollment

. The Mumber of Studerts Gurrently Enmlled includes students already enrolled and additional studernts filing applications for HELE
enrolirmert
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P d Day—P d e Na P
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enrolled for
enrollment
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Return to System Menu I

Figure 26: List of Courses screen (enrollment applications)
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When you click the click button in the Process column for a course, a list of the additional students who
have applied for class enrollment appears.

%) Processing applications for additional class enrollment — Mozilla Firefox
JrULE REE FTOW BEE Feov-hE - sH

| ;, Processing applications for additional clas..| -+

Processing applications for additional class enrollment — Approving./disapproving applications for class enrallment

* “ou can choose to approve or disapprove the class enrollment reguest for each student, then click the Regster button HELF
- An asterisk 09 will be displaved after the names of students regstered on Special Courses.
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‘ Period ‘ 1st ‘DarPErlnd Thu—4 Code ‘ ‘ Page ‘ 1 of1
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Course |, . ., .. Chief class Do T of o
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Students
Mo. | School |Leve| | Stude 3 Student Name | Process
e e e
o |Engjr'eerir1g | 1 | . v : s M | & ppprove O Disapprove
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Figure 27: List of students filing applications for class enroliment

On this screen you can choose to approve or disapprove the class enrollment request for each student
by first selecting Approve or Disapprove for all students, then clicking the Register button.

Please note that once you have registered "Approve" or "Disapprove", the registration data cannot be
changed. If registered "Approve" or "Disapprove" data must be changed, consult with staff in the
Educational affairs Section of the School offering your course.

Each student is notified of your approval/disapproval decision based on the registered records at the
end of the period.

10.3 Special note concerning E-mail notification

E-mails notifying teachers of applications for additional class enrollment are sent by the system after
checking applications for additional enroliment at the end of the course enrollment change period for
students. The E-mails show the course names taught by each teacher.

Each E-mail is sent to the address that was set up when you logged in to the Nagoya University Portal.
If you change your E-mail address, click Please register an e-mail address on the Campus tab of the
Nagoya University Portal (https://portal.nagoya-u.ac.jp/)."®

'® For the procedure, see Chapter 5, “Registering your E-mail Address”.
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11 Addendum: Recommended Computer Systems

It has been confirmed that the Nagoya University Portal and the New Registration System can be
operated normally with the operating systems and Web browsers listed below. If you use the System
with another operating system or Web browser, you do so at your own risk?°. Whichever operating
system or Web browser you use, make sure it is the latest version available.

<0S>
Windows 7, Mac OS X 10.9, Solaris, FreeBSD, Linux

<Web browsers>
Mozilla Firefox (Recommended), Safari, Internet Explorer

Special notes for each operating system follow:

11.1 Microsoft Windows

[ATTENTION] Often, fatal security holes have been discovered in the Microsoft
Windows operating system. When you use this operating system, it is critical
that you install the latest security updates. However, it is possible that these
security measures will still not be sufficient to make the system secure.
Therefore, it is best to assume that serious security problems still exist anytime
you use Microsoft Windows, and to proceed with caution when you use it.

¢ Windows operating systems other than 7 are not recommended.

¢ Even in Windows 7, it is believed that a wide variety of security holes still exist. Therefore, you
need to install the latest service pack for your operating system. You also must be aware that you
may encounter security problems even after you apply the service pack, as long as you use either
of these operating systems.

11.2 Apple Macintosh

¢ Using an operating systems prior to Mac OS X 10.1x and Mac OS 9.x is not recommended.

20 Almost trouble-free operation can be expected if the latest version of each Web browser is used.
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11.3 Unix-like systems

¢ Always try to use the latest stable version of any operating system.

* How to download Firefox

Firefox is a Web browser developed by the Mozilla Project, and can be run on a variety of
operating systems. You can download a copy at http://www.mozilla jp/firefox/ 2'. Use
your current Web browser to access this site to download the latest version of Firefox.

Firefox is a fast, highly functional Web browser. If possible, it is highly recommended to use
this browser on all systems, except Mac OS X??

[Important notice concerning computer systems]

When you use a computer network other than the Learning Management System
inside Nagoya University for your work (handling various personal and
confidential data), the minimum level of ethical responsibility on your part is to
be constantly attentive of network security. One example of this is to take
necessary security measures for the hardware and software you yourself are
using. This responsibility can include only using software whose manufacturers
or distributors have taken appropriate security measures. It follows, then, that
every user is required to use an operating system and software applications
(including browsers) with the highest possible level of security in your work at
the University.

2! In Mac OS X, Firefox can be used without problems as long as the latest version of Safari is installed.
22 This software can be used free of charge.



Learning Management System— Teacher’s Manual — 34

12 Addendum: What is a PDF file?

A PDF (Portable Document Format) file is an electronic document file saved in a format for electronic
documents that was developed by U.S.-based firm Adobe Systems.

12.1 How to open a PDF file

To open and read a PDF file, you need Adobe Reader (previously named Adobe Acrobat Reader) Z3or
similar software. If you have not yet installed Adobe Reader, download a free copy from the Adobe
Systems website?*.

If your operating system uses a graphical user interface (GUI) such as Windows or Mac OS X, and if
Adobe Reader is installed on your computer, you can open a PDF file by clicking the PDF file icon.

If your operating system uses a command line interface, as in Unix-like systems, in many cases Adobe
Reader can be opened by entering the command “acroread”. Please ask your system administrator
about details of how to open a PDF file.

12.2 Setting passwords for PDF files

When you create a PDF file, you can add a variety of security features. One such feature is to require a
password when opening a PDF file?®. In the Learning Management System, lists of student grades from
the system require that a password be set for reading each PDF file output.

When you try to open a PDF file that requires a password for reading, the dialog box shown in Figure 30
will appear. When you key in the correct password here, you can open the PDF file.

HNRI—E
’ile—sss?—lu.pdﬂ FREShTOHRT, XWEMIIRAT-REAALTLS
i‘i! &L,

KRT—REAS: |

Figure 28: Entering a password to open a PDF file

If you cannot remember the password, delete the PDF file and follow again the procedure for creating a
grade record PDF file.

2 Adobe Reader can be downloaded from the Adobe Systems website (http://www.adobe.com/). This application can be run on
almost every operating system in use today.

24 Since security holes exist in older versions of Adobe Reader, the latest version should be used.

% |f this feature is used, the data portion of the PDF file is encrypted (with AES-128). In this case, it would be extremely difficult to
decrypt the data portion if the file’s password is not input. Incidentally, the Preview feature in the Mac OS X version is not yet
functional for password-encrypted PDF files.
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13 Addendum: Network Troubleshooting

If you cannot access the Nagoya University Portal or the Learning Management System in a normal
manner, i.e., if you cannot connect to these sites, the computer system providing the Portal service could
be down. It is also possible that you cannot connect because the computer you are using is not properly
set up, or because some trouble exists in the network routes leading to the Nagoya University Portal.

Below describes a brief procedure for identifying trouble spots. Please take appropriate measures after
identifying the source of your problem. Understand, however, that you cannot completely determine the
source of your problem following this procedure alone. All this can do is to provide a rough estimate of
the cause of your problem.

* Is your computer connected to the network?

[Check] If you are using your computer within the campus of Nagoya University, check to see if you
can connect to a website located in the same building as you are in now.
If you are using your computer outside the campus of Nagoya University, check to see if you can
connect to any other website (outside Nagoya University).

[Measure to take] If you cannot establish a connection to the campus site, it's possible that your
computer’s network settings are not set up correctly. Find the nearest network expert for
consultation.

* Can computer networks connected all the way to Nagoya University?

(When using a computer from outside the University)

[Check] Check to see if you can connect to more than one Nagoya University website. For instance,
try connecting to the Nagoya University Portal, http://www.nagoya-u.ac.jp/en/, and the Nagoya
University Information Technology Center’s website, http://www.itc.nagoya-u.ac.jp/.

[Measure to take] If you cannot connect to these websites, it's possible that the connection between
the Internet and Nagoya University’s computer network is temporarily down. Wait a little while
and then try again.

* Can computer networks connect all the way to the Information Technology Center?
[Check] Check to see if you can connect to the Nagoya University Information Technology Center’s
website, http://www.itc.nagoya-u.ac.jp/.
[Measure to take] If you cannot connect to this website, it's possible that the connection between the
Nagoya University’'s computer network and the Nagoya University Information Technology
Center’s network is temporarily down. Wait a little while, and then try again.

* If you cannot access the Nagoya University Portal after trying all the above:
[Check] Check the current operation status of the Nagoya University Portal, shown on the Nagoya
University Information Technology Center’s website, at http://www.itc.nagoya-u.ac.jp/ .
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14 Addendum: Protecting Personal Information

Because of a series of incidents where personal information was leaked or abused at public offices and
corporations, along with the increased public criticism of these incidents, full enforcement of the Act on
the Protection of Personal Information Retained by Independent Administrative Institutions commenced
in April 2005. Since this Act also applies to Nagoya University, the Nagoya University Provisions for
Handling Personal Information were drafted to advance the proper protection of personal information.

All those teaching at Nagoya University are earnestly requested to be aware of the necessity of
protecting personal information and to strive to deal with this issue appropriately.

14.1 Act on the Protection of Personal Information Retained by Independent Administrative
Institutions, etc.

The Act provides that the purposes for using personal information must be made clear when you collect
such information (Article 4), and that retention of such information is restricted within the scope
stipulated in the Act (Article 3). The Act also provides that divulging personal information to others or
using it for illicit purposes are prohibited (Article 8). If you violate these provisions by providing to third
parties any data recording personal information, or by providing such information for fraudulent
purposes, you will be subject to criminal penalties.

You have been warned not to leak personal information that you acquire through your use of the
Learning Management System, etc. on purpose or by mistake, or by using it beyond the scope of its
intended purposes.

14.2 Measures for protecting personal information

Refer to the Nagoya University Provisions for Handling Personal Information, and make sure to obtain
appropriate permissions when, for instance, taking with you when you leave the campus any media on
which personal information is recorded.

Be careful when handling information downloaded from the Learning Management System. Also be
careful when handling any of the software, computers, or recording media that are used for the
information so none of them become a source of information leakage. This is urgent nowadays in light of
the fact that incidences of lost PCs and the like, thefts of the same, and information leakage from
discarded PCs are becoming more frequent. Therefore, the following measures must be followed:

1. Encrypt all information so it cannot be read even if some of the hardware is stolen.
2. When discarding any items of hardware, delete the data from them completely or destroy all
information recorded on it.



37 Learning Management System— Teacher’s Manual —

[Reference]

Act on the Protection of Personal Information Retained by Independent Administrative Institutions
(excerpts from Law No. 59, 2003)

Article 1 (Purpose)

The purpose of this Act is to protect the rights and interests of individuals while encouraging proper and
smooth operation of businesses of independent administrative institutions, by laying down a basic
philosophy on the handling of personal information by independent administrative institutions in view of
the remarkable increase in the use of personal information by independent administrative institutions.

Article 3 (Restrictions on the retention of personal information)

Independent administrative institutions shall limit retention of personal information to cases where it is

required to discharge their statutory obligations and specify the purposes for the use of the information

as much as possible.

2. Independent administrative institutions shall not retain personal information beyond the scope
necessary to achieve the purposes for use specified in the preceding paragraph (hereinafter referred
to as the “Purpose of Use”).

3. Independent administrative institutions may not change the Purpose of Use of personal information
beyond the scope reasonably considered that the Purpose of Use after the change is duly related to
that before the change.

Article 4 (Clarification of the Purpose of Use)

When acquiring personal information about a person recorded on paper directly from the person

(including a record made by an electronic method, magnetic method, or any other method not

recognizable to normal human senses (defined as an electromagnetic record in Articles 24 and 52)),

independent administrative institutions shall clarify the Purpose of Use to the person in advance except

for the cases listed below.

a. Cases where the information is urgently required for the protection of the life, body or property of the
person

b. Cases where clarification of the Purpose of Use to the person is feared to harm rights and interests
such as the life, body, and property of the person or others.

c. Cases where clarification of the Purpose of Use to the person is feared to impede the proper
execution of the official work or business of a governmental agency, local public body, or local
independent administrative agency (hereinafter the agency stipulated in Article 2, Paragraph 1 of the
Local Independent Administrative Agency Act (Law No. 118, 2003))

d. Cases where itis considered that the Purpose of Use is clear in consideration of the circumstances of
the acquisition.

Article 5 (Proper acquisition)
Independent administrative institutions may not acquire personal information by fraudulent or other
dishonest means.

Article 6 (Maintenance of the accuracy of data)
Independent administrative institutions shall endeavor to maintain personal information retained by
them correspond to past and present facts within the scope necessary to achieve the Purpose of Use.

Article 7 (Security control measure)
Independent administrative institutions shall take necessary measures for the prevention of leakage,
loss or damage and for other proper control of security of the personal information retained by them.



Learning Management System— Teacher’s Manual — 38

2. The above provision shall apply mutatis mutandis to the case where a person is commissioned by an
independent administrative institution the business of handling personal information.

Article 8 (Responsibility of officials handling personal information)

The persons listed below may not disclose to others or use, without due cause, any information they

have acquired in the course of conducting their authorized businesses for purposes other than those for

the authorized businesses.

a. Officers or employees of an independent administrative institution engaged in the handling of
personal information, or persons who previously held these positions

b. Persons engaged in the commissioned business stipulated in Paragraph 2 of the previous article, or
persons who previously held these positions

Article 50

If a person specified below provides to third parties personal information data recording confidential

information about any individuals stipulated in Paragraph 4, Iltem 1 of Article 2 (including a copy or

modification of all or part of the data) without due reason, the person shall be sentenced to imprisonment

of not more than two (2) years or a fine of not more than 1,000,000 yen.

a. Officers or employees of an independent administrative institution, or persons who previously held
these positions

b. Persons engaged in the commissioned business stipulated in Paragraph 2 of Article 7 presently or
previously.

Article 51

If a person specified in the items of the previous article provides or plagiarizes personal information that
the person acquired in the course of discharging the person’s official duties for the purpose of profiting
self or third parties fraudulently, the person shall be sentenced to imprisonment of not more than one (1)
year or a fine of not more than 500,000 yen.

Article 52

If an officer or employee of an independent administrative institution collects documents, pictures or
electromagnetic files recording confidential information about individuals mainly for the purpose other
than the person’s professional duties abusing the person’s official authority, the person shall be
sentenced to imprisonment of not more than (1) year or a fine of not more than 500,000 yen.
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15 Addendum: Glossary

Finalization of grades

Finalizing grades means performing an operation that submits as definite and finalized all grade
data for an applicable academic course in the Learning Management System.

Registering grade data means performing an operation that sends to the database of the Learning
Management System all grade data selected on the computer screen.

Registered data are accumulated in the database, and a class teacher has the authority to change
the data as many times as desired (during the grade input period). Clicking the Finalize button on
the screen will submit the current data to the database of the Learning Management System. After
the data has been submitted, however, even the class teacher can no longer change the data.

Temporary class roster ({R3%:&& &%)
A roster of students who have applied for an academic course during the official course registration
period. This roster is treated as a temporary roster until all additional applications filed during the
period for changing course registrations have been processed.

Final class roster (FEEREESLE)
A roster of students in an academic course that is finalized after the period for changing course
registrations. The inputting of student grades at the end of a semester is carried out based on this
class roster.

SSL
A protocol for providing secure network communications on the Internet using cryptography. When
accesses to websites use SSL, their URLs begin with https. A digital certificate issued by a server is
required to encrypt this type of communication. If the server’'s digital certificate cannot be
authenticated, a warning message appears.

NICE
An acronym for Nagoya University’s computer network, whose official name is the “Nagoya
University Integrated Computer Network Environment.”

Web browser
A software application used for browsing Internet content. Firefox, Internet Explorer, and Safari (Mac
only) are well-known Web browsers.

PDF file
A PDF (Portable Document Format) file is a computer file created in an electronic document format
developed by the U.S-based firm Adobe Systems. PDF files have become the de facto format for
electronic documents. PDF files can be opened with Adobe Reader, which can be downloaded from
the Adobe Systems website free of charge, or with other similar PDF reader software.

CSV file
A CSV (comma-separated values) file is a text-format file type for storing tabular data, with values
separated by commas. It can be opened and read with a spreadsheet application such as Excel.



Learning Management System— Teacher’s Manual — 40

Firewall
A software and/or hardware system used to block unwanted accesses to a computer network from
the outside.
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16 Contact List

Student Affairs Planning Division gakumu-support@adm.nagoya-u.ac.jp

Information Technology Center

General Affairs Section center@itc.nagoya-u.ac.jp

Staff in charge of educational affairs at individual schools

School of Letters
School of Education
School of Law
School of Economics

School of Informatics and
Sciences

School of Science
School of Medicine

School of Health Sciences

School of Engineering

School of Agricultural Sciences

Graduate School of
International Development

Graduate School of
Mathematics

Graduate School of
Environmental Studies

Graduate School of Informatics

Graduate School of
Pharmaceutical Sciences

Institute of Liberal Arts and
Sciences

Ext.
Ext.
Ext.
Ext.
Ext.

Ext.
Ext.

Ext.

Ext.

Ext.
Ext.

Ext.

Ext.

Ext.

Ext.

2206
2606
2317
2357
4823

2808
5179

1518

3177

4010
4957

5756

4272

4722

6780

Ext 4725

Educational Affairs Division
Educational Affairs Division
Educational Affairs Division
Educational Affairs Division
Educational & Student Affairs Section

Educational & Student Affairs Section

Student Affairs Section at Student Affairs
Division, 81-5179 from Higashiyama

Educational and Student Affairs Section,
General Administration Division, 82-1518 from
Higashiyama

Educational Affairs Section of Student Affairs
Division

Educational & Student Affairs Section
Educational Affairs Division

Graduate School Section of School of Science
Graduate School Section

Educational & Student Affairs Section of School
of Informatics and Sciences

Administration Office

Office of Institute of Liberal Arts and Sciences
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