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• ACUS is an electronic platform that has been developed for Academic 

Adviser Counseling Unit (AACU) at Collage of Nursing (CON) at King Saud 

bin Abdul-Aziz University for Health Sciences (KSAU-HS). 

Introduction

https://acus.ksau-hs.edu.sa/

System Link

https://acus.ksau-hs.edu.sa/


• Click menu icon for appear all tasks to select. 

• Click X to disable the menu.

System Main Menu



Admin Role



• This page allows admin to create new semester.

• Type the name for semester, the start date and the end date.

• Click “Add” button.

• A green notification massage will appear: (Semester is added successfully).

• If there is semester inserted before with same name, a yellow notification 

massage will appear: (Semester name exist type another):                                   

• If admin click “Add” button and one of the input box is empty The following 

yellow notification massages will appear:(Semester name or Start date or   

End date field is required).

Insert Semester



• In this page admin has to select the semester to notify the system this 

selected is the current.

• Click “Set Current Semester” button.

• A green notification massage will appear: (Setting current semester is 

successful).

Set Current Semester



• This page allows admin to create new quarter.

• Type the name for quarter.

• Click “Add” button.

• A green notification massage will appear: (Quarter is added successfully).

• A yellow notification massage will appear above: (Quarter name exist type 

another):                

• If there is quarter inserted before with same name.

• The following yellow massage will appear above: (Quarter name field is 

required):                           

• If admin click “Add” button and the input box is empty.

Insert Quarter



• This page allows admin to create new course.

• Type the name for course.

• Click “Insert” button.

• A green notification massage will appear: (Insertion is added successfully).

• A yellow notification massage will appear above: (Course name exist)                                         

• If there is course inserted before with same name.

• A yellow massage will appear above: (Course field is empty),                                    

• If admin click “Insert” button and the input box is empty.

Insert Course



• This page allows admin to create new exam type.

• Type the name for exam type.

• Click “Insert” button.

• A green notification massage will appear: (Insertion is successfully).

• A yellow notification massage will appear above: (Exam type name exist) 

• If there is exam type inserted before with same name.

• A yellow massage will appear above: (Exam type name field is empty)

• If admin click “Insert” button and the input box is empty.

Insert Exam Type



• Type name for course coordinator.

• Type email for course coordinator.

• Click “Insert” button.

• When course coordinator details inserted successfully, it will appear 

automatically in the table.

Insert Course Coordinator



• Type username (KSAU user) for adviser.

• Type full name for adviser.

• Type email for adviser.

• Click “Insert” button.

• When adviser details inserted successfully, it will appear automatically in 

the table.

Insert Adviser



• Select the quarter.

• Click “assign” button to assign exam type from second table to the 

selected quarter, and it will appear automatically in first table. 

• Click “remove” button to remove exam type from first table to the 

selected quarter, and it will appear automatically in second table. 

• Note: There is a (remove all assigned exam type) button to remove all 

exam type from the selected quarter in one time.

Assign Exam Type to Quarter



• Select the course.

• Click “assign” button to assign quarter from second table to the selected 

course, and it will appear automatically in first table. 

• Click “remove” button to remove quarter from first table to the selected 

course, and it will appear automatically in second table. 

• Type the required order for the quarter:

• Each quarter has an order number to know in which orders happens.

• Note: There is a (remove all assigned quarters) button to remove all 

quarters from the selected course in one time.

Assign Quarter to Courses



• Select the grade group (level).

• Click “assign” button to assign course from second table to the selected 

grade group (level), and it will appear automatically in first table. 

• Click “remove” button to remove course from first table to the selected 

grade group (level), and it will appear automatically in second table. 

• Note: There is a (remove all assigned courses) button to remove all courses 

from the selected grade group (level) in one time.

Assign Courses to Level



• Select the course coordinator. 

• Click “assign” button to course from second table to the selected course 

coordinator, and it will appear automatically in first table. 

• Click “remove” button to remove course from first table to the selected 

course coordinator, and it will appear automatically in second table. 

• Note: There is a (remove all assigned courses) button to remove all courses 

from the selected course coordinator in one time.

Assign Courses to Course Coordinator



• Select the quarter.

• Click Search

Insert Total Grade - Exam Type

• It will appear quarter table with all exam type and total grade.

• Type the number of grade for every exam type.

• Click “Save” button.

• A green notification massage will appear: (Insertion is successful).

• A red notification massage will appear: (No exam type assigned to this 

quarter)

• If there is no exam type assigned to the selected quarter.



• Upload new student information or update contact information for 

registered student as an excel sheet file.

• Prepare the excel file before uploading: 

• Open excel file.

• Make sure the columns name exist.

• Columns number are 3 only.

• Columns order: student ID, student name, student email.

• If you want to include phone:

• Columns number are 8 only.

• Columns order: student ID, student name, student email student 

phone, father’s phone, home phone, emergency phone, 

emergency phone name, relative relation, emergency phone 2 and 

emergency phone name 2.

• Save as xlsx file. (Only Excel files are allowed.)

• Click “choose file” button and Select the required file.

Upload Email



• Please check box  if you want to include: (Student Phone, Father’s 

phone, Home phone, emergency phone, emergency phone name, 

relative relation, emergency phone 2 and emergency phone name 2.)

• Click “Upload” button.

• A green notification massage will appear: (Your database has imported 

successfully).

• A yellow notification massage will appear if the file not matched the 

requirement.



• Upload the student to specific adviser as an excel sheet file.

• Select adviser name.

• Prepare the excel file before uploading: 

• Open excel file.

• Make sure the columns name exist.

• Columns number are 2 only.

• Columns order: student ID, student name.

•

• If adviser name is included in the uploaded excel sheet:

• Columns number are 3 only.

• Columns order: student ID, student name, student adviser.

• (make sure the adviser names are the same in the system).

• Save as xlsx file. (Only Excel files are allowed.)

• Click “choose file” button and select the required file. 

Upload Students to Adviser



• Please check box  if adviser name is included in the uploaded excel 

sheet.

• Click “Upload” button.

• A green notification massage will appear: (Your database has imported 

successfully).



• This page inserts student’s GPA and calculate low GPA and sends 

notifications by email to the student and her adviser and the unit.

• Prepare the excel file before uploading: 

• Open excel file.

• Make sure the columns name exist.

• Columns number are 2 only.

• Columns order: Student ID and GPA.

• Save as xlsx file. (Only Excel files are allowed.)

• Click “choose file” button. 

• If there is no error a green massage appears and if there is an error a yellow 

or red massage appear showing the error.

Upload Student GPA



• Upload new grade for student with their information as an excel sheet file. 

• Select the course name.

• Select the exam type name. 

• Prepare the excel file before uploading: 

• Open excel file.

• Make sure the columns name exist.

• Columns number are 4 only.

• Columns order: Last Name, First Name, Student ID and Grade.

• Save as xlsx file. (Only Excel files are allowed.)

• Click “choose file” button. 

• Click “Upload” button.

Upload Student Grade



• A green notification massage and table details will appear if there is low 

grade student                                  

• (Your file has been added imported successfully to the database.), 

• Note: there is a button “Send Email and Confirm” sends email to student, 

adviser, selected course coordinator, unit.

• A red or yellow notifications massage will appear, when selected course or 

exam type are not assigned to the uploaded students, or the file was not 

matched the rules.

• A green notification massage will appear if there is NO low grade student 

• (Your file has been added imported successfully to the database.)

• Note: the system will send automatically email to unit address: 

• “Dear ACUS admin, Course: #, Quarter: #. Has no low grade 

students”



• Select adviser name.

• Click “view” button.

View Students Adviser

• It will be display list of students with their information under the selected 

adviser.

• To remove all students from selected adviser:

• Click “Delete All Students” button. 



• Note: if the current semester has NO grade yet the levels will not appear.

• Select the level to view students in specific level.

• Click “View” button.

View Level's Students

• It will be display list of students with their information under the selected 

level.

• Note: to export all students under the selected level to PDF:

• Click “Export to PDF” button. 



• Select All adviser or specific adviser. 

• Select All course or specific course.

• Select All exam type or specific exam type. 

• Click “View” button.

View Student Grade

• It will be display list of students with their grade information under the 

selected: adviser, course and exam type.



• Select All adviser or specific adviser. 

• Select All course or specific course.

• Select All quarter or specific quarter. 

• Click “View” button.

View Low Grade Student

• It will be display list of students with their low grade information under the 

selected: adviser, course and exam type. Note: if you want more 

information.

• Click “View” button.



• It will be display the low grade student with her information as selected.


