Academic/Exam Quick Reference Guideline

Steps

Roles

One Time Setup

Manage Faculty
Click on Academic > Manage Faculty

Manage Program
Click on Academic > Manage Program

v

Manage Grading Group
Click on Exam > Manage Grading Group

Grading group must be tied to each of subject
in Manage Subject.

Manage Subject

Click on Academic > Manage Subject
Assessment of each subject can be set here.
However, user must manage the assessment

template first in Manage Assessment
(refer Step 4) before tying it to the subject.

Manage Assessment
Click on Academic > Manage Assessment

Once assessment template is created, user
can tie the assessment of each subject in
Academic > Manage Subject > Assessment
(action drop down list).

Manage Study Plan
Click on Academic > Manage Program >
Filter by Faculty. Click on Study Plan link.

Program structure can be set here. User is
able to set the subject semester and type
accordingly.

Academic Settings

Click on Academic > Settings

General, marks, attendance, academic
status and etc. settings can be set in this
feature. The settings are important to

indicate the output of all information
related to the academic module.

Manage Group

Click on Academic > Manage Intake Batch

> Filter by Faculty & Intake. Click on Manage
Subject.

Usually it is done every new intake. However,
the user has an option whether to group the
student or directly assigning the students into
the classes/sections.
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Semesterly-Based Setup

Manage Academic Session
Click on Academic > Manage Academic Session

User is able to set the date of marks and
attendance entry here. User won't able to key
in the marks and attendance if the entry date
keyed in exceed the system date.

v

Manage Intake Study Plan

Click on Academic > Manage Intake Batch >
Filter by Faculty & Intake. Click on Manage
Subject.

Intake study plan will be copied according to
the master study plan created in Manage
Program. Usually, the intake study plan must
be reviewed before semester registration can
be performed.

Create Class/Section

Click on Academic > Manage Subject Offer >

Filter by Academic Session and Faculty. Click on
Manage Section link.

User is able to set at least 3 lecturers for each
class/section.

Assign Student into Class/Section

Click on Academic > Manage Subject Offer >
Filter by Academic Session and Faculty. Click
on Manage Section link. Choose Manage
Student on action drop down list.

Copy To and Copy From (action drop down list)
can also be used to assign student to the other
class/section.

Manage Exam Schedule

Click on Exam > Exam Schedule > Filter by
Academic Session & Faculty. Click on Update
link.

Facility must be set first before adding new
exam schedule.

Perform Semester Registration
Click on Academic > Manage Academic
Session > Sem Reg.

Semester registration can be done either by
batch using Sem Reg or individually using
Admission > Student Search > Student Profile
> Semester Registration.
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Operation

Key In Attendance

Click on Academic > View Subject Section >
Filter by Academic Session, Faculty and
Section. Choose Attendance Entry in Action
drop down list.

Student attendance percentage will be
calculated based on the attend flag set in
Academic > Settings > Attendance Type.
Attendance can also be updated here, however,
user must choose Attendance Update in Action
drop down list to update the attendance.

l

Key In Coursework Marks

Click on Academic > View Subject Section >
Filter by Academic Session, Faculty and Section.
Choose Marks Entry in Action drop down list.

Choose assessment in Select Assessment drop
down list to key in the coursework marks. User
has an option to key in the marks by percentage
or raw mark. Lecturers can only key in marks
once. Only Academic Officer or Head of
Department can reset the marks.

Publish Exam Slip
Click on Exam > Publish Exam Slip

Publish exam slip setting must be turn on in
Exam > Settings > Config in order to use this
feature. If the setting is turn off, all student
exam slip will be automatically publish to the
student portal.

Key In Final Exam Marks

Click on Academic > Manage Intake Batch >
Filter by Faculty & Intake. Click on Manage
Subject.

Choose assessment in Select Assessment
drop down list to key in the final exam marks.
User has an option to key in the marks by
percentage or raw mark. Lecturers can only
key in marks once. Only Academic Officer or
Head of Department can reset the marks.
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Publish Result

Click on Exam > Publish Result > Filter by
Faculty, Program, Academic Session &
Semester No (at least mandatory fields).

Print Result Slip
Click on Exam > Reports > Result Slip
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Print Student Academic Transcript
Click on Exam > Reports > Generate Student
Transcript
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