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Infroduction

« 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).
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System Link

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

© Menu

Prepare the execl file before uploading:

excel file,
the first record contains these coulmns name with this order (Last Name, First Name Student 1D and Grade).

mber are 4 only.

Upload Grade File (.xIsx)
Set & Assign Seloct Courser
BNUR 203 test

Select Exam Type:

Grade File: | Choose File | No file chosen

(Only Excel files (xlsx) are allowed)

Copyright § 2023 CONJ - KSAL-HS. All Rights Reserved.

Upload

» Click menu icon for appear all tasks to select.
* Click X to disable the menu.
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Insert Semester
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Insert Semester
© Menu Hi Ms. Fatimah Mujallid

Add New Semester

Name Start Date Semester (Make sure it starts on Sunday) End Date Semester

Copyright £ 2023 CONJ - KSAL-HS. All Rights Reserved.
Designed by CONJ - 1.

+ 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 nofification 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 nofification massages will appear:(Semester name or Start date or
End date field is required).
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Set Current Semester
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Set Current Semester

© Menu Hi Ms. Fatimah Mujallid

Set Current Semester

Current Semester:second semester 2022
Start Date:2022-01-16

End Date:2022-06-16

Semester First Semester 2019/2020 v

Start Date:2020-09-01

End Date:2021-01-01

Copyright & 2023 COM) - KSAU-HS, All Rights Reserved.
Designed by CONJ - 11

* 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 nofification massage will appear: (Setting current semester is
successful).
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Insert Quarter
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Insert Quarter
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Name

» This page allows admin to create new quarter.
« Type the name for quarter.
« Click "Add" button.

* A green nofification massage will appear: (Quarter is added successfully).

» A yellow noftification 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.
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Insert Course
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© Menu Hi Ms. Fatimah Mujallid m

Insert Course Name

Course

« This page allows admin to create new course.

« Type the name for course.

» Click “Insert” button.

* A green nofification 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.
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Insert Exam Type
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Insert Exam Type
© Menu HI Ms, Fatimah Mujallid m

Insert Exam Type Info

Name

» This page allows admin to create new exam type.

+ Type the name for exam type.

» Click “Insert” button.

» A green nofification 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.

_—



83> warpaill a4 ngU
College of Nursing, Jeddah KSAU

HEMLTH SCIENCES &t anll g lall

Insert Course Coordinator
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Insert Course Coordinator

© Menu Hi Ms. Fatimah Mujallid m

Email

Inserted Course Coordinators

1 Test Course Coordinater1

Copyright & 2023 COMJ - KSAU-HS. All Rights Reserved.
Designed by CONI - 1T

« 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.
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Insert Adviser
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Insert Adviser

@ Menu Hi Ms. Fatimah Mujallid

Username (KSAU user)

Full Name

Inserted Advisers

Fouces Group fauces group test@email.com

mujallidf mujallidf@ksau-hs.edu.sa

2 Ms. Fatimah Mujallid

3 Mouf Alnejaimi alnejaimin alnejaimin@ksau-hs.edu sa

Copyight © 2023 COM) - KSAU-HS: Al Rights Reserved
Designed by COMI - .

* 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.
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Assign Exam Type to Quarter
© Menu Hi Ms, Fatimah Mujallid m

Quarter

Quarter 1

Remove all assigned exam type

Designed by CONI - 1T

» 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.
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Assign Quarter to Courses
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Assign Quarter to Courses
© Menu Hi Ms. Fatimah Mujallid m

Remove all assigned quarter

# Quarter Assign

1 Quarter 3 m

Copyright & 2023 CONJ - KSAU-HS, All Rights Reserved.
Designed by CONJ - 11,

+ 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 happen:s.

» Note: There is a (remove all assigned quarters) button to remove all
quarters from the selected course in one time.
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Assign Courses to Level
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Assign Course to Level - ACUS
© Menu Hi Ms. Fatimah Mujallid m

Grade Group

Level 4

[ Remove

BNUR 203 test m

» 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.
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Course Coordinator

test course coordinater

test course coordinater1

1 BNUR 203 test m

1 test2032 m

Copyvight © 2023 CONJ - KSALI-HS, &Ml Rights Reserved.
Designed by

« 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.
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sert Total Grade - Exam Type

© Menu Hi Ms. Fatimah Mujallid

+ Select the quarter.
» Click Search

Q&80

Insert Total Grade - Exam Type

@ Meru Hi Ms. Fatimah Mujallid
Quarter
Quarter 1
Quarter 1
test exam type 1 100

« 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 nofification massage will appear: (Insertion is successful).
» A red noftification massage will appear: (No exam type assigned to this

quarter)
« If there is no exam type assigned to the selected quarter.
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Upload Email

Upload Student Contacts
© Menu Hi Ms. Fatimah Mujallid

Prepare the execl file before uploading:
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mestudent email, student phone, father's phone, home phone, emergency phone, emergency phone name, relative relation, eme

Upload Students Information File

[ Planse chack If you want to include: Student Phons, Father's phone, hone, 3 he ralative relation, hone 2 and h 2
ol ph » ol gency pl »

Choose File | No file chosen

(Only Excel files [ xlsx) are allowed )

Copynight © 2023 CONJ - KSAL-HS. All Rights Reserved.
Designed by CON - IT,

* Upload new student information or update contact information for
registered student as an excel sheet file.

» Prepare the excel file before uploading:
* Open excelfile.
* 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 xIsx file. (Only Excel files are allowed.)
» Click “choose file” button and Select the required file.

_—
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« Please check box V if you want o 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 nofification massage will appear: (Your database has imported
successfully).

+ A yellow notification massage will appear if the file not matched the
requirement.
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Upload Students to Adviser
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Upload Students to Adviser

© Menu Hi Ms. Fatimah Mujallid

Upload Students Information File (.xlsx)
Select The Adviser:

CiPlease check if adviser name is included in the uploaded excel sheet.

Choase File | No file chosen

(Only Excel files (lsx) are allowed )

Upload

+ Upload the student to specific adviser as an excel sheet file.
+ Select adviser name.

» Prepare the excel file before uploading:
* Open excelfile.
* 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.

_—
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« Please check box ¥ if adviser name is included in the uploaded excel

sheet.
+ Click “Upload” button.

+ A green noftification massage will appear: (Your database has imported
successfully).
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Upload Student GPA
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Prepare the excel file before uploading:

= Open excel file.
tains these columns name with this order (Student ID and GPA).

Upload GPA File (.xlsx)
Salect The Dagrea:

Chaose File | No file chosen

(Only Excel files (lsx) are allowed.)

Copyright © 2023 CONI - KSAU-HS. Al Rights Reserved
Dasigned by COM) -1

» This page inserts student’s GPA and calculate low GPA and sends
nofifications by email to the student and her adviser and the unit.

» Prepare the excel file before uploading:
* Open excelfile.
* Make sure the columns name exist.
« Columns number are 2 only.
+ Columns order: Student ID and GPA.
« Save as xIsx file. (Only Excel files are allowed.)

e 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.
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Upload Student Grade

Upload Student Grade
© Menu Hi Ms. Fatimah Mujallid

Prepare the excel file before uploading:

el file.

e columns name with this order (Last Name, First Name,Student 1D and Grade).

Upload Grade File (.xlsx)

Select Course:
BNUR 203 test

Select Exam Type:

Grade File: | Choose File |No file chosen

(Only Excel files (xlsx) are allowed,)

+ 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 excelfile.
*  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.

_—
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* A green nofification 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”

Your file has been imported successiully to the database,

Students With Low Grade

Course: NURS 415 Community Health Nursing and Health Education
Quarter: Q1 Assignment out of 5

Total Grade: 5 - Success Grade:3

No. Student Name Student Email Adviser Email Course Coordinator Email Grade

1 Test Test mujallidf@ksau-hs.edu.sa conj @ hs.edu.sa Esheabac@ksau-hs.edu.sa 1

Send Email and Confirm

* A green nofification 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.

« Ared 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.

_—
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View Students Adviser
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View Students Adviser
“ Hi Ms. Fatimah Mujallid

Copyvight © 2023 COM) - KSALI-HS. All Rights Reserved.
Designed by CONj - 1T

« Select adviser name.
« Click “view'" button.
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View Students Adviser
© Menu Hi Ms. Fatimah Mujallid m

Ms. Fatimah Mujallid

No D Name Email Delete
1 1 Shaden conjinfo@ksau-hs.edusa m

22222 Sss test@tes.com m
3 33333 Suha Ahmed conjwebmaster@ksau-hs edu sa m

Delete All Students

Copyright © 2023 COMI - KSAU-HS. All Rights Reserved.
Designed by CON) - 1.

« |t will be display list of students with their information under the selected
adyviser.

 To remove all students from selected adviser:
* Click "Delete All Students” button.
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View Level's Students
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View Level's Students - Current Semester
© Menu Hi Ms. Fatimah Mujallid m

View students in specific level.

Level

Copyright £ 2023 CONJ - KSAL-HS, All Rights Reserved,
Designed by CONJ - 1T,

» 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.
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View Level's Students - Current Semester
© Menu Hi Ms. Fatimah Mujallid m

View students in specific level,
Level

Level 4

Student ID

« 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.
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View Student Grade
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View Student Grade
© Menu Hi Ms. Fatimah Mujallid

View students grade.
Adviser

Course

Exam Typs

Copyright & 2023 CONI - KSAU-HS. ANl Rights Reserver.
[ .

Select All adviser or specific adviser.
Select All course or specific course.
Select All exam type or specific exam type.

Click “View" button.
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View Student Grade
© Menu Hi Ms. Fatimah Mujallid m

View students grade.

Adviser

1 22222 Jana Almghomsi Ms. Fatimah Mujallid BNUR 203 test test exam type 1

2 333m Ms. Fatimah Mujallid BNUR 203 test test exam type 1

3 mn Rahaf Hawsawi Ms. Fatimah Mujallid BNUR 203 test test exam type 1 1
mm Wafaa Karem Ms. Fatimah Mujallid Course 1 test exam type 1 1

« It will be display list of students with their grade information under the
selected: adviser, course and exam type.
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View Low Grade Student
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View Low Grade Students
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View Students With Low Grade

Adviser
Caurse

Quarter

Select All adviser or specific adviser.
Select All course or specific course.
Select All quarter or specific quarter.
Click “View" button.
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View Low Grade Students
© Menu Hi Ms. Fatimah Mujallid m

View Students With Low Grade
Adviser

Course

Student ID
1 mm shaden M, Fatimah Mujallid Course 1 Quarter 1
2 1N shaden s, Fatimah Mujallid BNUR 203 test Quarter 1 m
] 2022 sss M. Fatimah Mujallid BNUR 203 test Quarter 1 m
4 33333 Suha Ahmed Ms, Fatimah Mujallid BNUR 203 test Quarter 1 m

« 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.
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View Students With Low Grade

Adviser

Course

Quarter

Student Name Shaden
Student ID "

Student Email conjinfo@ksau-hs edusa
Course Course 1

Total Quarter Grade 1

Emall Notification 1

Adviser Name Ms. Fatimah Mujallid
Adviser Emall muollidf@ksau-bs.edusa

Exam Type Details

Sessian Comments
Session Date
Session Status

Copytight & 2023 CONJ - KSALHHS. ll Rights Reserved.
Designed by

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




