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1.  APPLYING FOR GRADUATE COURSES:
Students who wish to apply for PhD or Masters Program may proceed as follows:
Step 1: Open Internet explorer and type the address in the address bar
Step 2: You will be greeted with a login screen. Click on Apply: Graduate

Studies.
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Figure 1-1 Login Screen from the website

File Ref.: UMO07 Graduate Student_v1.0.doc Page 6 of 18
Date: 18-Jul-08



| N C El F USER MANUAL F
INCEIF e-UNIVERSITY (PHASE 1) ‘\g =

Step 3: The application form appears. Fill in the details and Click on ‘Submit’. Fields
marked with * are compulsory. On submitting, your application status will be notified
to you via e-mail.

Step 4: You can check the status of your Application by clicking on ‘Check
Application Status’ on the log in screen. Fill the temporary ID and password from the
e mail and click on Submit.

Online applicants:E-Application Status I NCE I F

Log in here with Temporary ‘application-id’ & 'password’

&pplicatin ID: |P2BEnEBtnE

Pazsword: el

Please pay the required application form processing fees to proceed.

[Back]

Figure 1-2 Check Application Status

Step 5: Once you have paid the application fee and the Administrator has accepted
your application, you will receive a notification mail confirming your admission. You
will also be provided with a permanent login id and password. Your admission process
is now complete. Enter your login id and password at the log in screen to access your
INCEIF Learning Management System account

2. COURSES

Krawler LCMS enables the student to register for courses, exams and
classes, study the course online, submit assignments and track results.

The student can access all resources from My Courses tab
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Figure 2-1 Student’s Courses

2.1. COURSE REGISTRATION
To register for any course first select the course. Click Register. A notification is sent
to the administrator who approves the request after verification and generates an
invoice of the payment to be made for that class.
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Figure 2-2 Course registration
2.2.  WITHDRAW REQUEST
If at any point before being registered the student wished to withdraw his request he
may do so by clicking Withdraw Request.
2.3. PAYFEE

After registering for the course, the Administrator will approve your request. The
student then must Click on Pay fee to pay for the course.
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Figure 2-3 Pay Fee
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Figure 2-4 Payment Window

A student can apply for withdrawal from a course for which he is registered. Click
Withdrawal. A request is sent to the administrator who approves or rejects after
reviewing the application.
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2.5. EXEMPTION

To apply for exemption select the course and click on Apply for Exemption. In case a
student does not wish to give an exam of a module due to reasons like, he may have
completed that module eatlier then he may apply for being exempted from that exam.

A student may choose exemption Type A or Type B. Attach your transcripts and click
on upload. After the Administrator has approved your request, you will be exempted
from the course.

rar fpply For Exemption [T
Type™: A w
Cornment: A

E
Trancript™: [
Additional [
docurment 1: r
Additional
docurment 2:
[ Upload ] [ Cancel

Figure 2-5 Exemption

2.6. INCOMPLETE APPLICATION

A student may apply for an incomplete grade for a registered course by clicking on
Incomplete Application

Course

Quick Search: Reqisker = Pay Fee * Print Invoice + *  Withdrawal
[7] Course Mame Course Code Status Exemption Status

Islamic Finance FNG0Z3 Registered Qpen

Page |1 of 1 Show 15 | w jkems | Total Credit Hours nconplete Application ™ Program withdrawal

Figure 2-6 Incomplete Application

2.7. APPLY FOR PART TIME

A student may apply for a part time course. Click on Apply for Part time. Your request
will be sent to the Administrator for approval
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2.8. PROGRAM WITHDRAWAL
On clicking on Program Withdrawal a request will be sent to the Administrator to
withdraw you from the entire Program.
2.9. APPEAL
In case a student requests for exemption type B for a particular module and his request
is rejected, the student may Appeal.
3. CLASSROOM
Once a user registers for a course it gets displayed here. To view details of a class,
select it and click on Enter Classroom.
1 Dashboard =l My Courses .
PhD in Islamic Finance Course Materials Accounk Stakement Open Invoices
Classroom Colrse Reqistration Audit Registration Results
7] Class Mame Section Mame  Wenue Start Date End Date Start Time End Time
[]| @ Course - Islamic Economics and Finance: Theory and Ethics
= Module - Islamic Finance
|:| Exam
[ Tutorial
|:| Lecture
Class Dretails
Figure 3-1 Classroom
3.1. VIEW COURSE CONTENT
Students can view the course content created by faculty and use it as study material.
To view course content enter Classroom and click View Course Content.
A new tab will open displaying all the content details
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The student can browse through the content and mark as completed when finished.
The student can also appear for a quiz if it is included in the content.
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3.2

CLASS ACTIVITIES

Students can manage various activities like managing teams, attending classes and
submitting assignments. To view Class Activities, Enter Classroom and Click on Class
Activities

[ @ Dashboard £ ” ‘5] My Courses x ” @ Module - Deposits Mo ¥/

J Muodule - Deposits Mobilisation and Financing Management ” "4 Discussion l

Module - Deposits Mobilisation and Financing Management

Module - Deposits Mobilisation and Financing Management

Yiew Course Content

Mo viewable content For this module,
Assignments
Cnline ClassRoom

My Teams

Yiew Course Content | w Submit Feedback

Figure 3-4 Class Activities

My teams

Faculty can form teams for various assignments. A student may be part of
multiple teams. A student can keep track of all his teams and team
members from My Teams.

Online Classroom

The system has a feature of conducting virtual online classroom. Students
and faculty can be sitting at two different locations but the online classroom
helps in connecting them.

In the window that pops up students can interact with the faculty through
the chat window. The user can make use of the whiteboard for visual
communication. If the user wishes to share a file with others he can select a
file from the list of documents which need to be stored in your documents
folder in the system
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Figure 3-5 Attending Online classroom

Assignments

The faculty can give assignments in the form of projects, essays, test
assignments or others and can allot them to individuals or teams along with
the assignment marks and submission date. The assignments are then
visible to the students on their respective accounts. The student can view
the assignment details and submit it online. The faculty then downloads the
assignment for evaluation. After submission that assignment will be visible
under Submitted assignment
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Figure 3-6 Module Assignments

3.3. SuBMIT FEEDBACK

The students can submit their feedback for individual courses by answering a
questionnaire prepared by the Administrator.

File Ref.: UMO07 Graduate Student_v1.0.doc Page 14 of 18
Date: 18-Jul-08



I NCEI F USER MANUAL
INCEIF e-UNIVERSITY (PHASE 1)

[ @ Dashboard @ll ;(.ﬂ Ty Courses @][ qﬂ Module - Deposits Maobilis, T” E Submit Feedback @L

Please rate the following:
5 = strongly agree 4 = agree 3 = neutral 2 = disagree 1 = strongly disagree = NR = No Response.

Please answer the following questions:

Subrnit

Figure 3-7 Feedback management

4. AUDIT REGISTRATION

A student may apply for audit registration. Click on Audit Registration. Select the
course and click on Register. Your request will be sent to the Administrator. Once
approved, Click on Pay Fee.
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Figure 4-1 Audit Registration
File Ref.: UMO07 Graduate Student_v1.0.doc Page 15 of 18

Date: 18-Jul-08



)

\
L

| NC El F USER MANUAL
INCEIF e-UNIVERSITY (PHASE 1)

‘\I-I-l

5. RESULTS

Results of the exams for which the student has appeared are listed here. Once the
student registers for an exam it gets listed here but the grades are visible only when it
is submitted by the faculty and approved by the HOD and administrator.

When the results are visible to the student he has the option of accepting those grades
or appealing for a revaluation/submitting grievance.

5.1. REGISTER FOR GRADUATION

The student can register for graduation once he has completed all the necessary
modules of a course. Once it is approved by the administrator the student needs to
pay a fee after which the student is awarded a certification.

5.2.  VIEW TRANSCRIPT

The student can conveniently view his transcript that lists all the courses he has
completed along with the grades obtained.

6. COURSE MATERIAL

When the administrator sends course material, the students gets a notification
informing him about the new material being sent along with the expected delivery
date. The student needs to inform the administrator if the material has been delivered
or not.

Click on Confirm Delivery if the course material has been delivered by the due date.

Click on Notify Non Delivery if the course material has not been delivered by the due
date. The administrator will then resend the course material.

%) Dashboard = My Courses
Chartered Islamic Finance Professional Course Materials Account Statement Qpen Invoices
Quick Search:

Course Material  Dispatch Date Expected Delivery Delivery Date Status
CIFF Patt 1 bexthoo 2003-06-17 2003-06-20 2005-06-17 Deliverad

Pagel  |of 1 Show 20 | @ =

Figure 6-1 Course materials
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7. ACCOUNT STATEMENT

Students can keep track of their transactions with the institute from their account. The
account statement lists all the transaction that the student has made with the institute.
The tractions are grouped for easier understanding. Students can also search for

transactions made between a certain periods of time

W5 Dashboard = My Courses
Chartered Islamic Finance Professional Course Materials Account Statement Open Invoices

General Ledger

Dates*: | This Month-To-Date v From:  2008-06-01 (4 To: 2008-06-19

Type Date Murmber  Mame &mount

Bank Account

Total Bank Account $0.0
Audit
Total Audit $0.0
=
Course Registration
Irvnice 2005-06-16 IMOS/00159  userl 96
Payment Z2005-06-15 PMOS/00165 userl -896
Irvaoice Z008-06-18 IMNOS/00160 userl 445
Payment 2005-06-15 PMOE/00166 userl -4435
Irvnice 2005-06-15 IMOS/00161 userl 445
Payment 2005-06-15 PIMOS/00167 userl -448
Total Course Regisl $0.0

Figure 7-1 Account Statement

Figure 2-16: Account Statement

7.1.  OPEN INVOICES

&3

o

Balance

$0.0

$0.0

g9
443
443

$0.0

Students can keep track of payments needed to be made by them. A list of all open
invoices 1s displayed for the students. Students can also search for invoices made

between a certain periods of time.
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Chartered Islamic Finance Professional Caurse Makerials Account Skatement Open Invoices
Open Invoices
Dates*; | This Month-To-Date |+ From: | 2008-06 3 To: 2008-06 [ b
Type Date MHurnber Mame Arnovnt Balarce
userl
Total user #0.0 $0.0
Total $ 0.0 $ 0.0

Figure 7-2 Open Invoices
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