ISLAMIC UNIVERSITY IN UGANDA
ONLINE STAFF E-LEARNING CENTRE USER GUIDE

GETTING STARTED: HOW TO GO ABOUT THE ELECTRONIC LEARNING VIA
STAFF PORTAL.
Access the Main ERP and not the portal through these links. Main campus
(https://portalmc.iuiu.ac.ug), Kampala campus (https://portalkc.iuiu.ac.ug), Female’s
campus (https://portalfc.iuiu.ac.ug), Arua campus (https://portalac.iuiu.ac.ug) and login
successfully.
1. After a successful login, list of options displayed on the left hand side of the
screen
1.1.

Click E-learning Centre .

Click here to launch
E-Learning platform

2. A new page is displayed with various information.
2.1.

One is able to view basic information about the number of classes

allocated to particular lecturer and the total hours for per week.
2.2.

One gets notifications from this tab and be able to view messages from

students by clicking [View chat]
2.3.

The key deadlines are also displayed from this page for example

Coursework results especially submission deadlines.
2.4.

Usual notices and announcements are displayed as they appear in the

staff portal.

1.Information about
Allocated classes

2.Notifications and
messages
3.View various
Deadlines

4.View
notices
and
announc
ements

3. Click My Classes to create the online classes such that students be able to
enroll.
3.1.

Click My Classes to create all the Classes that are allocated to a

particular lecturer.

1.Click My Classes to proceed

NOTE: For the students to view a lecture’s class for them to enroll, the lecturer has to first click
on My Classes and before that none of your students can be able to enroll.
4. A page with initial information will be displayed basing on the default information
displayed in the control fields.

1.Click dropdown button to choose the
right information in the control fields

2.Class allocations are
displayed below

4.1.

Click the Dropdown button for Academic year and choose the right year incase

it’s it contains wrong content.
4.2.

Go through the list and choose the right academic year e.g. 2019/2020.

1. Click dropdown button to choose.

2. Choose the Academic Year

4.3.

Click the Dropdown button for Semester and choose the right semester incase

the default semester is not the right.
4.4.

From the displayed list, choose the list and choose the right Semester e.g. 2.

1. Click dropdown to choose.

2. Choose Semester

4.5.

Click the Dropdown button for Study System and choose the right semester

incase the default semester is not the right.
4.6.

From the list, choose the right Study System according to your classes. e.g.

Term and semester.

1. Click dropdown to choose Study system.

2. Pick a Study system

4.7.

After providing the right information in the control field, then accurate information

will be displayed in the table below showing all the allocated classes corresponding
to the selected control field information.
5. To launch other activities for a particular class one has to select that class first.
5.1.

Select a class by putting a tick on a particular class

1. Click to Select a particular class

2. Click to open Notice Uploading center

5.2.

Click the Detail button proceed to Class Home where the lecturer can be able to
upload Course Content (Lecture Notice) and also get access the rest of the
functionalities like Class announcements, enrollments and the like which after
entering into the details for a particular class.

1. Click to add course content

6. From Class Home, Uploading Course content.
6.1.

Click ADD NEW CONTENT button and a popup window will be displayed with
fields that require information.

1. Enter the title of
the upload

2. Click to choose
Content Type

6.2.

Click the dropdown button and choose Content Type from the list of options
displayed for example Document for all document files and YouTube Videos for
YouTube video links. The window automatically adjusts in display according to
what one has selected as Content Type.

1. Click browse to
Upload a Document file

6.3.

Proceed and click Browse if you have selected Document as the Content Type
and find the file to be uploaded from your computer or external drive.

6.4.

After selecting the file click Open in order to load it into the file uploader.

1. Select the file to be
uploaded

2. Click to load the file

3. Click to cancel
file selection

6.5.

After choosing the file to be uploaded, proceed and click the Submit Document
button for students to access.

2. Click to Upload the
selected file

6.6.

For YouTube Video, in case one wants to provide a YouTube video and
selected YouTube Video as the Content Type. The form adjusts and provides a
text box for YouTube Video link.

1. Paste a
YouTube Video link

1. Click to Submit
YouTube Video

6.7.

Close a notification window that notifies a successful upload by clicking the close
button on the top right hand corner of the popup window.

6.8.

Close the form that contains the already uploaded information and the system
will refresh and display the content you have uploaded.

1. Click to close

2. Click to close

2. Uploaded
Contents
appear here
7. One can view the uploaded content.
7.1.

The students will now be able to access the uploaded file using their student
accounts.

2. Click to view the uploaded file

1.
Uploaded
file

7.2.

The lecture can also be able to view what he/ she has uploaded by clicking the
View button to ensure the uploaded file contains the right content.

8. Deleting unwanted contend which is already uploaded.
8.1.

Select the content you want to delete by in the Tick box on the left hand of a
particular entry in the table.

8.2.

Click the red Delete button under the delete column on the right hand side of the
table.

1. Tick to select

8.3.

2. Click to Delete

A popup window will be displayed for one to confirm the delete process, Click
Delete File button to complete the process.

8.4.

Click Cancel Deletion button to terminate the process.

1. Click to
confirm Delete

8.5.

2. Click to
Cancel Deletion

Deleted content will disappear from the table.

9. Student enrollment
9.1.

From the list of options that fall under Class Home Click Student Enrollment.

9.2.

For students to be able to enroll, a lecture must have created a class for them
and once a student clicks on that class a lecturer will be able to view and track
those students.

NOTE: There are two tabs under Student Enrollment Info, initially all students are
under Pending Students but once a student enrolls he/she automatically changes to
appear under Enrolled Students.
9.3.

For students that are missing from Enrolled students list, it is a responsibility of
the lecturer to remind those students to enroll by clicking Pending Students tab.

1. Click to track
Student Enrollment
2. Click to view
Pending Students

3. No Students
under Enrolled yet

9.4.

Pending student list has students how have NOT yet enrolled for that particular
class.

. Students under
Pending list

2. Click to next
page

9.5.

If the students are many and can’t fit a single page display, one has to click the
Next button to proceed to the next page

. Click to send a reminder

9.6.

Click Send SMS Reminder button to send a reminder text messages to the all
students who have not yet enrolled, reminding them to do so and the text will be
sent to only those students who appear under that list.

9.7.

When students enroll one by one, the list for Enrolled Students will start to
display them as they enroll.

1. List of Enrolled
Students so far

NOTE: A student cannot appear on both lists i.e. Enrolled Students and Pending
Students list at the same time.
10. Class announcements.
10.1.

If a lecture has a certain declaration to pass to that particular class, he/ she has
to click on Class Announcements.

1. Click Class
Announcements

2. Click Add new announcement

10.2.

Click on Class Announcement button to create a new announcement and a
popup form will be displayed where one has to provide the necessary information
about the announcement i.e. Title and the message.

1.Enter title

2.Enter the
announcement
message
3.Click to submit
Announcement

10.3.

Enter a descriptive Title for your announcement e.g. COURSEWORK DEADLINE
SUBMISSION ADJUSTMENTS.

10.4.

Enter the message to be posted to students an announcement.

10.5.

Leave the display status to Displayed in order to be visible to students.

10.6.

Click Submit Announcement button send the announcement to students.

10.7.

Close the notification window winch show success message by clicking on the X
close button and the announcement be available to students.

1.Click to close

2.Click to
close the form

10.8.

The submitted announcement is at this point viewed by both the lecturer and the
students of that class.

1.Newly created
announcement

11. Editing submitted announcements
11.1.

A lecturer can make modifications to the submitted announcement by clicking the
blue Edit button found below a given announcement.

1.Click to edit

11.2.

An edit form will be displayed where a lecturer is able to edit the announcement
details i.e. The Tile and the message.

1.Editable content

2.Click to choose
Display status

11.3.

In case one wants to withdraw a give announcement, he/ she to click the edit
button and change the display status to HIDDEN.

11.4.

Click the Submit Announcement button to save the changes made.

1.Click to update

11.5.

Close both the success message window and edit form window by clicking the X
close button and get back to the announcements page.

1.Click to Close window

2.Click to Close edit
form

12. Deleting a particular announcement
12.1.

Click the red Delete button bellow a given announcement.

1.Click to Delete

12.2.

A popup window will be displayed for one to confirm the delete process, Click
Delete File button to complete the process.

1. Click to
confirm Delete

2. Click to
Cancel Deletion

12.3.

Click Cancel Deletion button to terminate the process.

12.4.

The announcements table will automatically refresh and display without the
deleted announcement.

2. The deleted
announcement
Appeared here.

13. Student chat.
13.1.

Both lecturers and students can initiate chats but on individual basis where and
chat history is kept since even if one of the participants is offline, the colleague
finds the chat be able to respond to the messages received.

13.2.

Click Student Chat from the list of options to open up the chatting platform.

NOTE: Student chat is restricted to enrolled students only.
13.3.

Click on the student’s name to start chat with a selected student.

2. Click to launch a
chat platform

2.Blank chat area

13.4.

Click on the Student’s name in order to open start a chart with that student.

13.5.

Click and enter a message in the text message area.

13.6.

Click blue Send button or press the Enter key on your keyboard to send a
message.

3. Message sent
by lecturer

1. Click to start chat

2. Enter message

3. Click to send

13.7.

The sent messages appear alongside the sender’s image on the left hand side of
the chat screen and the replies appear in the way though on the right hand side
of the chat.

3. Message sent
by lecturer

3. Reply from
student.

14. Class discussions.
14.1.

Click Class Discussions to display an inter where a lecturer can add and post
discussion topics for the entire class to participate.

Note: A lecture can post a discussion topic for the entire class to participate and submit
their contribution.

1. Click to
proceed.

2. Click to add
new.

14.2.
14.3.

Click the Add New Topic button to create a new subject to be debated.

Enter a discussion topic in the text box provided for Discussion Topic on New discussion
form displayed.

1. Enter
discussion topic

2. Click to
choose
discussion
status

14.4.

Click the Discussion Status dropdown button to make a choice for your topic,
Active for a topic you want to be accessed by students.

14.5.

Click Submit Discussion info button to post a newly created discussion topic.

1. Click to submit

14.6.

A success notification window will be displayed.

1. Click to close window

2. Click to close
form

14.7.

Close both the success message window and New discussion form window by
clicking the X close button and get back to the announcements page.

14.8.

The table will automatically refresh and display the recently entered discussion
topic and at this point both the lecturer and the student can interact on the topic.

1. Created topic

2. Click to view
discussion

14.9.

Click the View Discussion button to interact with the students and access what
submitted contributions towards the posted discussion topic.

14.10. A new page will be displayed where a lecture will be able to provide his/ her
comments and be part of the discussion.
14.11. All the contributions will appear in the comments area as the various participants
continue to post their opinions.

2. Click to post
1. Enter your
remarks

3. Comments
area

15. Editing a discussion topic.
15.1.

On the page where a lecture views created discussion topics there is a button for
editing.

15.2.

Click Edit button corresponding to a topic one intends to modify

1. Click to edit

15.3.

Make the aimed adjustments on the topic on the edit popup form displayed for
example misspellings and the like, then click the Submit Discussion Info button
to submit updated topic.

1. Make
modifications

2. Click to submit
changes

15.4.

Closing a settled discussion is also handled under editing through changing the
Discussion Status and this topic halts to appear on the students’ side.

15.5.

Click a dropdown button to display a list.

15.6.

Choose Closed from the list.

1. Click for option

2. Click to
choose
15.7.

Click the Submit Discussion Info button to update the new status of the topic
and this status makes a particular topic visible to a lecturer and not to students.

1. Click submit

15.8.

Close both the success message window and Edit Discussion topic form
window by clicking the X close button and get back to the announcements page.

1. Click to close window

2. Click to close
form

15.9.

A topic with an updated topic will be listed with a new status Closed.

1. Updated topic

16. Deleting a topic.
16.1.

A deleted topic can no longer be accessed by both the lecture and the students,
so it’s deleted permanently.

16.2.

Click the red X delete button which attached a particular discussion topic you
want to delete.

1. Click to delete

16.3.

The confirm delete form will be displayed for a lecturer to confirm the process.

16.4.

A popup window will be displayed for one to confirm the delete process, Click
Delete File button to complete the process.

16.5.

Click Cancel Deletion button to terminate the process.

1. Click to
confirm Delete

2. Click to
Cancel Deletion

16.6.

The table will refresh and displays without a deleted topic among the list of
discussion topics.

1. A deleted topic has been
removed from the list

17. Coursework Centre
17.1.

A lecturer can provide coursework questions to students by clicking Coursework
Centre from the list of options.

1. Click to proceed

2. Click to add
task
17.2.

Click the Add New Coursework Task button to allow a lecturer create and post
a coursework task for students to access and work on and a given task to be
submitted as per given deadline.

17.3.

Enter the assignment in the Course Work Task/ Instructions text field.

17.4.

Provide the deadline in the Submission Deadline field by clicking in the text
field, pick a date from calendar.

1. Enter task to be
handled

2. Click to set
deadline

3. Pick a date

17.5.

Click the Submit Task to post a created coursework task to be worked on by a
by the class, a discussion group or even an individual provided it’s is well
indicated while creating the task. Forex maple indicate “For group B”.

1. Click to submit
task

17.6.

Close both the success notification window and the New Coursework Task form
window by clicking the X close button and get back to the announcements page.

1.Click to
close form

2.Click to
close window

17.7.

The table automatically refreshes and displays the newly entered coursework,
from this point, students can be able to view the task and its information like
deadlines and the like.

17.8.

In case a lecturer has some attachments to provide to students to use while
doing the task like focus areas, website lists and the like.

2.Click to view
attachments

17.9.

Click the View Attachment button to add upload attachments or view already
uploaded attachments.

17.10. Under Add Attachment tab, provide the Attachment Name.

1.Enter
attachment name

2.Click to browse

17.11. Proceed and click the Browse button and find the attachment file to be uploaded
from your computer or external drive.
1.Locate a file
to be uploaded

2.Click to load
selected file

17.12. Click the Submit Attachment button to upload have your attachment submitted
to be accessed by students.

1.Click to
upload file

17.13. Close the success message window by clicking the X close button and get back
to Add Attachments tab.

1.Click to Close window

17.14. Switch from Add Attachments tab to Attachments Lists tab.

1.Switch to
Attachments List

17.15. Click the View button to go open and verify the attached file.

1.Click to open
attachment

17.16. Choose open with and proceed to with the verification of the attachment file.

1.Choose Open
with
2.Click to proceed

18. Deleting an attachment

18.1.

In case the attached file is not the right attachment, a lecturer can delete that file
by Clicking on the red Delete button for a particular attachment under the
Attachment List tab.

1.Click to delete

18.2.

A popup window will be displayed for one to confirm the delete process, Click
Delete File button to complete the process.

18.3.

Click Cancel Deletion button to terminate the process.

1. Click to
confirm Delete

2. Click to
Cancel Deletion

19. Viewing coursework
19.1.

Form Coursework Center page, click Submissions button and a page will be
displayed

1. Click to view
submissions

19.2.

A lecture can able to view details those who have managed to submit their
course works.

1. Student
submission list

2. Click to open
coursework

19.3.

Choose Save File to download coursework to local drive or choose Open with to
directly open the coursework file.

1. Click to open
coursework

2. Click to download

