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Training Guide for Faculty

Login to CMS

Enter the link on web browser http://qau.edu.pk/cms

Enter your username and password and press enter
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Faculty Center Menu

Go to Menu at the left top panel and click at self service
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Search: -
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[ Curriculum Management
[ Reporting Tools
= Change My Password




Now search for the “Faculty Center” link and click on it,
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Community Directory Search )
&;\ Find the emall address or the phone number of a student, an
employee or an alumnus,

. Faculty Center

e the Facu

5 My Schedule
1=] Class Roster
15 Gradebook
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nter to manage all your class reiated activities.
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Now click on “My Schedule” Link.
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Search: Main Menu = Self Service =

CEENIE
Faculty Center

[» Learning and Development

lze the F3 enter to manage all vour class related activities.

[» Campus Personal = My Schedule m Class Roster
Information ‘9@ iew your clasefind exam schedules. E Wiew your class rosters.
[» Involvement

[+ Faculty Center

[» Advisor Center

Make sure that the correct term is selected, If not then Click on “change term”
and then press “continue”.
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I
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Now you will see the list of courses being taught by you Click at the

“Grade Book “button for the course for which you want to enter the grades.
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View Weekly Teaching Schedule Go to top

List of registered students will be displayed
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> Enterprise Components
> Worklist

» Tree Manager

> Reporting Tools

» PeoplaTools

Goto:  ClassGradehook = Grade by Acsignment Cumulative Geades | Requirement Designation ~ Import Component Grades

rt
Show Active Students Only —

Salect check box next to the grade field to exclude assignment from cumulative grade calculation.
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BUTT AMNA ARIF 04161413026
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NAQVI ARSLAN ALI 04161613003
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Click at the Class Assignment link.
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TBA
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09/11/2017 -
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Simply click the “save” button without doing anything”
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Then Click on Grade book List of registered students will be displayed with

Blocks.
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Clacs Geadehonk  Ceads by Ascignment | Cumulative Geades
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MUNAZZA ASHRAF 09/11/2017 -
02/28/2018
[ Iomport Component Geadas

export |

Select check box next to the grade field to exclude assignment from cumulative grade calculation.
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Enter the sessional marks against each student and press “Save” button at

the bottom of page.
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If needed, you can change the marks any time by accessing the Gradebook.
You can print the sessional report make sure to upload the results for

complete the submission later.

Once you have finalized the results it is very important to upload the result.
Your result submission will be completed once you have uploaded the
results. However, it is important to note that after uploading you will not be
able to change the grades. Follow the following steps to upload the result:



For Result Locking:

Go to 3ratab “Cumulative Grades”.

Days and Times Room Instructor Dates
TBA TBA MUNAZZA ASHRAF 09/11/2017 -
0z/28/2018

o to: Class Cradehonk Grade hy Assignment @ Beqguirement Designation Lmport Component Grades

rt
Show Active Students Only LI

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

Nama D SESSIONAL FINAL
BUTT.AMNA ARIF 04161413026 [} [l
Mote Mote
KHAN, MUHAMMAD 04161513001 [l 1l
MANSOOR Mote Mote

SHAFIQUE,AMAR 04161513038 = =
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Look for the field Select Grade Roster, and click(:‘x the button.
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= Gradebook
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Under the Search Results, you would see “Sessional Grade”, and “Final Grade”
click on “Sessional Grade”, or “Final Grade” ,as which you want to lock .

flenu ____________ =]
3sarch: Look Up Select Grade Roster

7 Self Senvice
[- Learning and Development
[+ Campus Persaonal

Term: 1711
Class Nbr: 2345
Grade Roster Type Sequence Nbr:

i |
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Description: b th
— My Schedule . egins with ~ |
Grading Status: = - -
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> Reporting Tools

= Change My Passwaord
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This would take to previous page. Now press the “Update” button.
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After click on “update” the scree will appear.click on “OK” Button.
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“Update” action will lock the sessional/Final marks. Now go to 1sttab “Class
Gradebook”.
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You will see that sessional/final marks are locked.
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= Change My Password
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Select check bozx mneaext to the grade field to exclude assigmnment from cumulat
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Perform the steps given above for other classes as well.

Report Printing

Sessional Report Printing:

It is necessary to remember the “Class Nbr” given on the Gradebook page.
Following are the steps to print the Sessional report after saving/uploading the
Sessional marks:

Go to “Reporting Tools” in the left panel, and click on it.

[ ¥ | (ij  gaupws.mgm.qau.edu.pk/psp/hres9/EMPLOYEE/HRMS/ h/Ttab=DEFAULT
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You will see “Query Report Viewer”, click on it.

( (' J (i) qaupws.marm.gau.edu.pk/psp/hrcs9/EMPLOYEE/HRMS/s/ WEBLIB_PTPP_SCHOMEPAGE FieldFormulalScript AppHP?pt frame= €@ || Q Search 8 9 ¥
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Seum: Main Menu >

[+ Self Senvice

+ Reporiing Tools

[» XML Publisher files.
= Change My Password

0 ‘E Reporting Tools
I Campus Community Run, create, and manage queries and nVision reports.

[> Curriculum Management . Report Definition
E Define reports by associating Data Sources with layout Template

E Query Report Viewer

. XMLP Report Search
ana & XML Publisher report output using enhanced s
criteria.

eports reaktime. View in a window.

Note: For every Program generate separate reports .

For MSC Sessional report type “ sess”
For BS Sessional report type “bs”
For Mphil Sessional report type “"mp”
For Phd Sessional report typ “ph”

Then click on “Search” Button

QAU —

[Search:
[+ Self Senvice

[ Campus Community
[» Curriculum Management
- Reporting Tools
= XML Publisher
= Report Definition
= XMLP Report Search
= Change Wy Password

Query Report Viewer
Enter any information you have and click Search. Leave field,

ank for a list of all

- ReportName + beqgins wit

Wvanced Search



Then click on “view Report”

sarch;
Self Senice

Campus Community Query Report Viewer
Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.

Reparting Tools
= XML Publisher
= Report Definition Search | Advanced Search

= Query Report Viewer

= XULP Report Search Search Results  Show Template Prompts
Change by Password

*Search by; ReportName v begins with |SESS

Custonize | Find | View A1) B First 4 of ] Lot
Data Source ID ‘format  |Burst| View Report

SESSIONL_RPT  Msc Sessional Report SESSIONAL_RPT PDF «» N View Report |}

~

Select Intitute by clicking on

TY

Select career by clicking - Select PGRD for all Post Graduate programs and
select UGRD for Ubder graduade.

“\ .then click on the term for which report is requires

a

Select Term by clicking (

Then type class Nbr.and click on OK Button



This will show you the Sessional marks report which can be printed.
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[ Selfl Service . SESSIONAL_RPT
[ Campus Community

> Curriculum Management .
=~ Reporing Tools Instltut‘;—_{]ﬁ u;; @

= XML Publisher Career: C@
— Repor Definition
Term:
= XMLP Report Search Class Nbr: 0

= Change My Password

Ok | Cancel |

Terminal Report Printing:

It is necessary to remember the “Class Nbr” given on the Gradebook page.
Following are the steps to print the Terminal Report after saving/uploading the
Terminal marks:

Go to “Reporting Tools” in the left panel, and click on it.

[ 4= ) (i7  gaupws.mgm.gqau.edu.pk/psp/hrcs8/EMPLOYEE/HRMS/ h/Ttab=DEFALLT

[ Self Service
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You will see “Query Report Viewer”, click on it.

| 4= ) (i7 | qaupws.mgm.qau.edu.pk/psp/hrcs9/EMPLOYEE/HRMS/s/WEBLIE_PTPP_SC.HOMEPAGE.FieldFarmulaIScript_AppHP7pt fnames= C || A search w B8 ¥+
Ql \ ‘_ Hume | Sign out

Search: Main Menu >

'E Reporting Tools

Run, create, and manage gueries and nVision reports.

[- Self Service
1> Campus Community

[> Curriculum Management = Report Definition Query Report Viewer = XMLP Report Search
[~ Reporting Tools Define reports by associating Data Sources with layout Template E Raglery-based X1 eports reaktime. View in a window. Locate XML Publisher report output using enhanced s
I XML Publisher files. criteria

Change My Password

At search field enter the report name “TER” and click on search button.

You will see the different reports, click on your desired report for BS,MS,M.SC,
M.phil, P.hd according to description of reports.

(-f-nu qaupws.mgm.qau.edu.pk/ psp/hrcsd/EMPLOVEE/HRMS/c/XMLPUBLISHER. PSXPQRYVIEWER, GBLZPORTALPARAM PTCNAV=PSXI Q Search

OAU q

«earch:
+ Self Senvice .
p Campus Communiw QUEW REpr‘t VIEWET
+ Curriculum Management Enter any information you have and click Search. Leave fields : [Ivalues.
“Reporting Tools * . ReportName - begins wi TER
< XL Publisher Search by: g
- Report Definition Search | Advanced Search
= Query Report Viewer
= ANLP Repart Search Search Results Show Template Prompts
+ Chanage Wy Password .
Report Definition Customize | Find | View A First 1 1-80f 8 L= Last
Report Name Description Data Source ID *Format Burst| View Report
Terminal Rprt T :
TERMINAL_RPT NScSess+Final) TERMINAL_RPT PDF « N View Report
TERM_RPT_BS  TERMINAL REPORTFORBS TERMINAL_RPT FINAL BS PDF ~ N View Report
TERM_RPT WP LE,F:IT*L'N“L REPORTFOR  repyinaL_RPT WP POF - N ViewRepor
TERM_RPT_MS  TERMINAL REPORT FORMS TERMIMAL_RPT_MS PDF ~+ N View Report
TERM_RPT_MSC  Terminal Report MSc(Final)  TERMINAL_RPT_MSC FDF = N View Report
TERM_RPT_PHD Terminal ReportForPhD  TERMINAL_RFT_PHD POF « N View Report
TER_RPT_BS_F  Terminal Report BS Final only TERMINAL_RPT_BS_OFIN  PDF  + N View Report
TER_RP_F_PHD  Terminal reportfinal for PnD TERMINAL_RPT_FINAL_PHD PDF  » N View Report




Fill all the fields as filled in sessional Report
and presses OK, this will show you the Terminal marks report which can be
printed.
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= Reporting Tools Institu

= XML Publisher .:,,ee,:
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- Query Report Viewer Term: 1711 Q2

= XMLP Report Search
= Change My Password

Cancel |




