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1. HOW TO GET STARTED

Step 1:
Open Internet explorer and type the address in the address bar.
Step 2:

You will be greeted with a login screen

INCEIF

Enter Login ID and Password below and Click Login.

Login 1D: & | Your Login ID and Password

Password: /
Login

fpply : CIFP | Apply : Graduate Studies | Check Application Status | Feedback : Prospective

Students

Figure 1-1 Login Screen

Step 3:
Enter your login ID and password and click on login

Once logged in you will notice a navigation panel on the left side of the screen. From
here you can access all the tools. On the right side of the screen will be the dashboard
where you will notice the shortcuts and notices.

File Ref.: UM02 Common Features_v1.0.doc Page 6 of 18
Date: 8-Jul-08



INCEIF USER MANUAL Y %
INCEIF e-UNIVERSITY (PHASE 1) “\?——"j

2. DASHBOARD

INCEIF 55755 o, st ot

Figure 2-1: Dashboard

The dashboard will display the following things:

Schedule — Displays the appointments and activities that are scheduled in
the calendar.

e Quick Links — Lists shortcuts to frequently accessed tools
e Announcements — Displays the latest announcements
e My Bookmarks — Lists frequently accessed websites

o  Alerts — Lists the latest alerts
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2.1. 'THE NAVIGATION PANE

Once logged in you will notice a navigation panel on the left side of the screen. The
Navigation pane builds more efficiency by combining the main navigation and sharing
aspects of the program into one easy-to-use pane. With the Navigation pane, users

experience more relevant and context-sensitive navigation, rather than a simple, static
list of folders.

I N CE I F ggnngut, Iy Profile,

Mavigation %

»

Personal Messages

»

(Cankacks

Calendar

*»

Diocurments

% Home

38 Administration

J Learning and Content

g Student Management

A -
o4y Academic Structure

d B
|

=3 My Documents

] = HReporkts

Figure 2-2: Navigation Panel

Each of the four Navigation pane modules has a unique but consistent user interface
that presents the most relevant information in an efficient space. The following four
Navigation pane modules are available.

2.1.1. Personal Messages

The Personal messages tab contains your Inbox, Sent Items, Deleted Items, Drafts,

Flagged Items and Folders. You can categorize and keep your mails according to
folders.
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2.1.2. View Messages

Click on Inbox or Sent Items or Deleted Items or Drafts or Flagged Items

2.1.2.1.

Mavigation
Personal Messages

=4 Perg

£

¥

pnal Messages

3 Inbiox

iy sent tems
Tl Deleted temz
-_) Crafts

% Flagoed tems
=g Fol

[ Jinvaices

Create New Folder

Figure 2-3: View Messages

Click on the ‘+’ sign next to the folders.

£

Mavigation

4

Personal Messages
= Persongl Messages
A nbox

iy =ent tems

Tl Deleted tems
._;;5 Drafts

Figure 2-4: Create New Folder
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2.1.2.2. Compose Mail

(
‘\

Click on Inbox in Personal messages and then click on the ‘Compose Mail’

button on the top left corner of the bar on top.

I N CE I F g;:(iggt, My Profile, My Preferences, Change Passwiord

| || %51 Dashboard o Personal Messages '*

Mavigation

Personal Messages ¥ Messages

= Perzonal Messages —

=3 4 [=] Cormpaose Mail | | & ’
3 Inbox .

Figure 2-5: Compose New Message

Templates: Choose from the stored templates by clicking on the drop down

box

&% Dashboard = Personal Messages *

..-3' Compose Mail =

Messages
[l Send [=] save J€ Close. Letter of Registration

To:

Subiject:

Tahoma > B I U A A PIIEEE@E

INCEIF

fntemmationa Canter for Coleation i fsamie Anance

Figure 2-6: Using Message templates
The other operations that can be performed on the mails are reply to the
message, delete the message, move the mail to another folder and add flag to

the mail
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2.1.3. Calendar view

The Calendar pane shows the date navigator at the top and under that the list of all
calendars to which the user has access, all in one simple list. Calendars can be
individually turned on or off to view them side-by-side.

Mavigation <«

<Calendar ¥
F
=1 Ll T W T F Sm
12| 3|
4 5 B 7 & 8 10
11 12 1314|115 16 17

18 19 20 21 22 23 24
Docurnents

4

b

b

Personal Messages

b

Conkacts

Figure 2-7: Calendar View

2.1.3.1. Navigating the Calendar
You can navigate Calendar in a few ways:

1. Choose a view by selecting one of the tabs in the top bar of the page.
Tabs include Day, Work week, Week, Month, To Do List and Agenda.

&% Dashboard o Personal Messages s !l Iy Documents =] My Calendar =

[ Mew Calendar 25 Refresh (1) L workiweek |0 Week | 77| Month fgenda 3] To-Do S 03 May 2008 o

Figure 2-8: Calendar Navigation

2. Choose the dates you want to view by navigating forward and
backward from your current position with the arrow buttons in the
uppet-right corner of the bar.

3. Select any date or date range in the mini-calendar on the navigation
pane.

Initially, you'll have just one calendar (this is your primary calendar). As you
create new calendars, additional calendars will show up in the calendar list on the
left side of the page. To choose which calendars are visible, just check the boxes
next to the calendar names in the list.
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2.1.3.2. Create an Event

You can create an event as follows:

1. Double-click on the day where you'd like to create a new event. A
create event dialogue box will pop up

Enter the name of the event in the subject field
Enter the location of the where the event will take place.
Choose the calendar in which you would like to enter the event.

Enter the start date, end date, start time and end time of the event

A

Select the status that you would like to show on the calendar, the
priority of the event, reminder option and reminder time.

Create Event *
*Subject: | .
Location:

Calendar: Moharnmad Fisal Zainal s
Al day event

Start Date; 04/08f2008 3 Start Time: & PM i

End Date: & End Time: 7P bl

Showy as: Busy w | Pricrity: Moderate | w

Reminder: none | Tmea: e b

|

Figure 2-9: Event Creation

You can enter additional details of the event like description of the event and
adding more members for the event by clicking on “Add more Details” button.
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2.1.4. Contacts

Displays your list of contacts and any pending contact requests.

2.1.4.1. Add new contact

Double click on Contacts to add new contacts. A new window will appear
showing New contacts on the right column and your contacts on the left
column. Select a user from the New Contacts and click on ‘+’. A request will
be sent to the contact. Once the user approves it he is added to your contact

list.
Fwhgelian w | | B Danbbinard fil Camtacts &
DR T CEnRomtE P Dok acks
= i capck Seah Wi Profly Gk Sty o Witws Profils
: ?;tﬁl:ﬂ.:::fﬂl L=y hame Roie Loy A= tlig]
Shes e A s Ehisdend | [amves - e 5y Sk Sisdend, [ Lesaresd B
Sunwan Fhan Sheierd | Lasmar | S et S | LT [+ |
: Flohoreres] Fideas Fapruilty' = Fullnes B st Jhrdmdedies P ﬂ-
| ey Frabap Shadert: | LogaTeld - |
Aprg ELisTe Rk gy n
Hawraah [aasd Farilly - Fill (ies B st (hraedarie e =
Farhan Gsiewi Soudere. | Loaimes [ - |
Ll : FTEVE ) Ttk Lsarres [+
;;::ﬂ x Riodiah dhej Bl 2008 | Bt (e ipeesn o L st ] 2T '
Tira s Feses v n
“;:HHTF S drher Apaly Fapnuilty = Fullones B acrect Jhrdededioe P =
¥ r s gk ismptes Sk | Lemed B
B0 o e Rl o1 Sowli o pam e R (R T
Figure 2-10: Add Contacts
2.1.4.2. Chat with a contact

To chat with any of the contacts, double click on their name. A ‘Chat’ window
will pop-up. Note: You can only chat with a contact who is online at the same
time. A red dot will appear next to the contact name if he/she is online.
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Conversation with Saiful Azhar Rosly ™ [=] 3
Yiew Profile
Me: hi
Tahoma v|B I U A & &' by @ @

2.1.4.3.

Figure 2-11: Chat

Incoming requests

Any incoming request will be displayed under contacts in the navigation
panel. User can approve the request by clicking on the right mark or reject by
clicking on the cross.

Mavigation <«
Conkacks ¥
=) <2 Contacts

((B1uzer14 phd [Incoming Request] 7 3
£ pJ

Figure 2-12: Incoming Request

2.1.5. My Documents

The My Documents pane shows all the files that are saved in your account.

1. To add new files click on the ‘Add Files’ button on the bottom right of the
window.

2. To delete files select the file you want to delete from the list and click on the
Delete icon on the bottom of the window.

3. You can sort the documents in groups or according to fields.

4. To download a particular file, select the file from the list and click on the
‘Download’ button on the bottom of the window

5. To open a particular file, right click on it, and click on Open.

6. To set status for a particular file, right click on it, and click on Set Status.
Select the status you wish to assign to the file.
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To set permission for viewing a particular file, right click on it and click on

Set Permission.

To assign tags to a particular file, select it, enter the tag name at the bottom
of the window and click on Add Tag.
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3. MY PROFILE

Click on My Profile to view your Personal details.

INCEIF g?gl?ﬂzﬂut, My Preferences, Change Password, Conktacts

Mavigation % O_"J Dashboard = My Courses

Figure 3-1: My Profile

You can edit the details and click on save.

Fuorsomal Do bails
Gaemeral Eernidientsal Dk aily Canitast Drkaily
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D Types®™; | My Kl o Rarm™; ¥ Fa
[0 humber ;| ZL23H00-24240 Ao FLaM 3 Hohils"; i e n]
L=y [DF; [¥._3lx] oty Plslwmy E Ly iy g by LSENET Tt el
Emal*;
Crthes [Lx Shatm: o
Selrg Time (1M -+08 10 Fuasds Lur |
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Figure 3-2: Personal Details
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4. MY PREFERENCES

You can edit and save your personal preferences like Date Format and Time Zone

here.
v Personal Preferences *
Personal Preferences
| - @ Set your personal preferences
Date Format ™ 2002-06-27 v
Time Zone*; (GEMT +02:007 Kuala Lurnpur v
’ Ok, l l Cancel

Figure 4-1: Personal Preferences

5. CHANGE PASSWORD

You can change your password from here. Enter the old password and the new

password.

] e Change Password

Change Password

- “  Enter password details

Old Passweord™;
Mew Password™:

Confirm Mew Password®:

[ Change ” Cancel ]

Figure 5-1: Change Password

Page 17 of 18

File Ref.: UM02 Common Features_v1.0.doc
Date: 8-Jul-08



INCEIF USER MANUAL Fi——
INCEIF e-UNIVERSITY (PHASE 1) “E——"’J

6. CONTACTS

This is a shortcut to your Contact list. You can invite new contacts and approve

pending contact requests from here.

INCEIF gi-.gl?ﬂzﬂut, My Profile, My Preferences, Change F‘asswu:urd

%/ || ®5 pashboard & My Cour

Mavigation
@ Wealth Planning and Management

Personal Messages

Figure 6-1: Contacts
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