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‭1.0 Student Portal Overview‬

‭1.1 Objectives‬

‭The‬ ‭Creatrix‬ ‭Campus‬ ‭Student‬ ‭Portal‬ ‭is‬ ‭a‬ ‭comprehensive‬ ‭platform‬ ‭that‬ ‭aims‬ ‭to‬ ‭enhance‬ ‭the‬ ‭educational‬

‭experience‬ ‭for‬ ‭students.‬‭Students‬‭may‬‭instantly‬‭access‬‭important‬‭academic‬‭information,‬‭such‬‭as‬‭timetables,‬

‭grades, and announcements, using the individualized dashboard it offers.‬

‭Proactive‬ ‭involvement‬ ‭is‬ ‭encouraged‬ ‭by‬ ‭this‬ ‭digital‬ ‭hub,‬ ‭which‬ ‭guarantees‬ ‭real-time‬ ‭notifications‬ ‭on‬

‭assignment‬ ‭deadlines‬ ‭and‬ ‭class‬ ‭modifications.‬ ‭In‬ ‭addition‬ ‭to‬ ‭its‬ ‭administrative‬ ‭purposes,‬ ‭the‬ ‭portal‬ ‭fosters‬

‭collaborative‬ ‭contact‬ ‭between‬ ‭peers,‬ ‭teachers,‬ ‭and‬ ‭students‬ ‭by‬ ‭providing‬ ‭discussion‬‭boards‬‭and‬‭messaging‬

‭services.‬

‭The‬‭portal,‬‭which‬‭is‬‭available‬‭at‬‭any‬‭time‬‭and‬‭from‬‭any‬‭location,‬‭gives‬‭students‬‭the‬‭freedom‬‭to‬‭customize‬‭their‬

‭academic‬ ‭experience‬ ‭to‬ ‭suit‬ ‭their‬ ‭own‬ ‭requirements.‬ ‭All‬ ‭things‬ ‭considered,‬ ‭the‬ ‭Student‬ ‭Portal‬ ‭redefines‬‭the‬

‭contemporary‬ ‭educational‬ ‭environment‬ ‭at‬ ‭Creatrix‬ ‭Campus‬ ‭by‬ ‭embodying‬ ‭accessibility,‬ ‭openness,‬ ‭and‬

‭cooperation.‬
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‭1.2 Audience‬

‭This‬ ‭user‬ ‭manual‬ ‭is‬ ‭intended‬ ‭for‬ ‭users‬ ‭who‬ ‭are‬ ‭responsible‬ ‭for‬ ‭managing‬ ‭Student‬ ‭Portal‬ ‭within‬ ‭Higher‬

‭Education‬ ‭Institutions.‬ ‭It‬ ‭is‬ ‭designed‬ ‭to‬ ‭provide‬ ‭step-by-step‬ ‭instructions‬ ‭and‬ ‭best‬ ‭practices‬ ‭for‬ ‭utilizing‬‭the‬

‭Creatrix Campus Student Portal.‬

‭In‬ ‭IUKL’s‬ ‭context,‬ ‭the‬ ‭following‬ ‭users‬ ‭are‬ ‭able‬ ‭to‬ ‭utilize‬ ‭this‬ ‭user‬ ‭guide‬‭to‬‭manage‬‭and‬‭utilize‬‭Student‬‭Portal‬

‭operations and features:‬

‭1.‬ ‭Students‬

‭1.3 Pre-Requisite‬

‭To‬ ‭be‬ ‭able‬‭to‬‭fully‬‭utilize‬‭the‬‭Student‬‭Portal‬‭feature,‬‭users‬‭must‬‭complete‬‭the‬‭Platform‬‭Configuration‬‭and‬‭the‬

‭following modules need to be configured.‬

‭●‬ ‭Self Course Registration Configurations‬

‭●‬ ‭Attendance-Taking‬

‭●‬ ‭Academics Configuration‬

‭●‬ ‭Class Timetabling‬

‭●‬ ‭Meeting Management‬

‭●‬ ‭Assessment Management‬

‭●‬ ‭Curriculum Planner‬

‭●‬ ‭Examination Management & Transcript‬

‭●‬ ‭Fees Module‬

‭●‬ ‭Survey‬

‭●‬ ‭Course Evaluation‬
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‭2. Student Portal‬

‭The‬ ‭Student‬ ‭Portal‬ ‭is‬ ‭a‬ ‭digital‬ ‭hub‬ ‭for‬ ‭students,‬ ‭providing‬ ‭easy‬ ‭access‬ ‭to‬ ‭schedules,‬ ‭grades,‬ ‭and‬

‭announcements.‬‭It‬‭encourages‬‭proactive‬‭engagement‬‭and‬‭collaboration‬‭among‬‭students,‬‭lecturers,‬‭and‬‭peers,‬

‭with features for personalizing the educational experience. This section comprises of the following:‬

‭1.‬ ‭Student Portal Settings‬

‭2.‬ ‭Student Portal Features‬

‭2.1 Student Portal Settings‬

‭Step 1:‬‭User must first log in to the Creatrix Platform‬‭using the link:‬‭https://iukl.creatrixcampus.com/auth/login‬

‭Upon logging into the Student Portal, users are able to view the Student Profile by default.‬
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‭2.1.1 Student Profile‬

‭Step 1:‬‭Click Profile menu >> My Profile‬

‭Note:‬‭Only perform Step 1 if the user is accessing‬‭Student Profile from other modules.‬

‭Step 2:‬‭In the Student Profile, select a tab to update‬‭and click the ‘Edit’ button to update student information.‬

‭Step 2:‬‭Update the student information and click the‬‭‘Submit’ button.‬
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‭2.1.2 Change Password‬

‭Step 1:‬‭Click Profile menu >> Change Password‬

‭Step‬ ‭2:‬ ‭Key‬ ‭in‬ ‭‘Current‬ ‭Password’,‬ ‭‘New‬ ‭Password’‬ ‭and‬ ‭‘Verify‬ ‭Password’,‬ ‭and‬ ‭click‬ ‭the‬ ‭‘Change‬ ‭Password‬

‭button.‬

‭Note:‬‭Please follow the instructions provided in the‬‭Change Password screen.‬
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‭2.1.3 Inbox‬

‭Step 1:‬‭Click Profile menu >> Inbox.‬

‭Step 2:‬‭To send a message through Inbox, click the‬‭‘Compose’ button.‬

‭Step 3:‬‭Select ‘To’ recipient, ‘CC’ recipient and‬‭compose the message. Then, click the ‘Send’ button.‬
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‭Step 4:‬‭To view all messages, click the ‘Inbox’ tab.‬

‭Step 5:‬‭Select and click on a message to read it.‬
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‭Step 6:‬‭To respond to a message, click the ‘More Actions’‬‭button (three dots) and click the ‘Reply’ button.‬

‭Step 7:‬‭Write a response and click the ‘Send’ button.‬
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‭Step 8:‬‭To forward messages, click the ‘More Actions’‬‭button (three dots) and click the ‘Forward’ button.‬

‭Step 9:‬‭Select ‘To’ recipient, ‘CC’ recipient and‬‭compose the message, if required. Then, click the ‘Send’ button.‬
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‭Step 10:‬‭To view sent messages, click the ‘Sent’ tab.‬

‭Step 11:‬‭To delete any messages, click the ‘Delete’‬‭button.‬
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‭Step 12:‬‭Click ‘Yes’ in the confirmation prompt.‬

‭Step 13:‬‭To view deleted messages, click the ‘Trash’‬‭tab.‬
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‭Step 14:‬‭To remove a message, click the ‘Delete’ button.‬

‭Step 15:‬‭Click ‘Yes’ in the confirmation prompt.‬
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‭2.1.4 Forgot Password‬

‭Step 1:‬‭In the login page, click the ‘Forgot Password’‬‭button.‬

‭Step 2:‬‭Key in email address and click the ‘Send’‬‭button.‬
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‭Step‬ ‭3:‬ ‭Click‬ ‭the‬ ‭link‬ ‭in‬ ‭the‬ ‭Forgot‬ ‭Password‬ ‭Email‬ ‭and‬ ‭fill‬ ‭up‬ ‭the‬ ‭new‬ ‭password.‬ ‭Then,‬ ‭click‬ ‭the‬ ‭‘Submit’‬

‭button.‬
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‭2.2 Student Portal Features‬

‭2.2.1 Courses‬

‭Step 1:‬‭In the Profile screen, click the ‘Courses’‬‭Dashboard Tab.‬

‭Users will be redirected to the list of courses screen as shown below.‬

‭Note:‬‭Prerequisite for this is the‬‭Self Registration‬‭operations‬‭.‬
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‭2.2.2 Self Registration‬

‭Step 1:‬‭In the Profile screen, click the ‘Self Registration’‬‭Dashboard Tab.‬

‭Step 2:‬‭Click on Self registration and  verify the registered course.‬
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‭Step 3:‬‭Click on Self-registration schedule. User will be able to select offered subjects.‬

‭Step 4:‬‭User can Add the courses and submit to complete the enrollment.‬
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‭2.2.3 Attendance‬

‭Step 1:‬‭In the Profile screen, click the ‘Attendance’ Dashboard Tab.‬

‭Users will be redirected to the Attendance Dashboard as shown below.‬
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‭2.2.4 Calendar‬

‭Step 1:‬‭In the Profile screen, click the ‘Calendar’‬‭Dashboard Tab.‬

‭Users‬‭will‬‭be‬‭redirected‬‭to‬‭the‬‭Calendar‬‭screen‬‭to‬‭view‬‭the‬‭Self‬‭Registration‬‭Schedule,‬‭Classes,‬‭Assessments,‬

‭Events and Holidays.‬
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‭2.2.5 Assessments‬

‭Step 1:‬‭In the Profile screen, click the ‘Assessments’‬‭Dashboard Tab.‬

‭Users‬ ‭will‬ ‭be‬ ‭redirected‬ ‭to‬ ‭the‬ ‭Assessments‬ ‭screen‬ ‭where‬ ‭they’re‬ ‭able‬ ‭to‬ ‭view‬‭all‬‭assessments‬‭assigned‬‭to‬

‭them.‬

‭Step 2:‬ ‭To view assessment marks, click the ‘View’‬‭button.‬
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‭Users will be redirected to the Marks Obtained screen.‬

‭Step 3:‬‭To view Assessment OBE Attainment, click the‬‭‘OBE Attainment’ button.‬
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‭Users‬ ‭will‬ ‭be‬ ‭redirected‬ ‭to‬ ‭the‬ ‭OBE‬ ‭Attainment‬ ‭screen.‬ ‭Users‬ ‭can‬ ‭view‬ ‭the‬ ‭Outcome‬ ‭Attainment‬ ‭as‬ ‭shown‬

‭below.‬

‭Users can also view the Outcome Attainment vs Threshold as shown below.‬

‭28‬
‭Anubavam Technologies © Copyright 2022 | This is a confidential document‬



‭USER MANUAL - STUDENT PORTAL‬

‭Users can view the Program Outcome vs Threshold Spider as shown below.‬

‭Step 4:‬‭To view the gradebook, click the Course Name.‬
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‭Users will be redirected to the Gradebook screen.‬

‭In this screen, users can also view the Bell Curve as shown below.‬
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‭2.2.6 Degree Plan‬

‭Step 1:‬‭In the Profile screen, click the ‘Degree Plan’‬‭Dashboard Tab.‬

‭Users will be redirected to the Degree Plan screen. In this screen, users are able to view the following:‬

‭1.‬ ‭Earned Credit Summary Diagram‬

‭2.‬ ‭Credits Per Course Type Table‬

‭3.‬ ‭List of Registered/Yet to Registered Courses‬
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‭Step 2:‬‭To use the Graduation Calculator, click the‬‭‘Graduation Calculator’ button.‬
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‭Step 3:‬‭Fill up the fields and click the ‘Submit’ button.‬

‭Upon submission, users will be able to view the outcome of the calculations as shown below.‬
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‭2.2.7 Exam Schedule‬

‭Step 1:‬‭In the Profile screen, click the ‘Exam Schedule’‬‭Dashboard Tab.‬

‭Step 2:‬‭In the Exam Schedule, click the ‘Filter’ button‬‭to filter the examination.‬

‭Step 3:‬‭Select the ‘Exam Name’ and click the ‘Apply’‬‭button.‬
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‭Users will be able to view the exam schedule generated by the system as shown below.‬
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‭2.2.8 Invoices‬

‭Step 1:‬‭In the Profile screen, click the ‘Invoices’‬‭Dashboard Tab.‬

‭Users will be redirected to the invoice screen.‬

‭Step 2:‬‭To make payment, click the ‘Pay’ button.‬
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‭Step 3:‬‭In the Invoice screen, click the ‘Online Payment’‬‭button.‬

‭Step‬ ‭4:‬ ‭In‬ ‭the‬ ‭Payment‬ ‭Gateway‬ ‭screen,‬ ‭key‬ ‭in‬ ‭the‬ ‭‘Payment‬ ‭Balance‬ ‭Due’‬ ‭amount,‬ ‭select‬ ‭the‬ ‭‘Payment‬

‭Gateway’ and click the ‘Submit’ button.‬
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‭Users‬‭will‬‭be‬‭redirected‬‭to‬‭the‬‭selected‬‭payment‬‭gateway‬‭screen‬‭where‬‭the‬‭payment‬‭processes‬‭will‬‭take‬‭place.‬

‭Upon completion of the payment, users will receive a payment receipt.‬

‭Step 5:‬‭To view the payment receipt, click the ‘Dropdown’‬‭button.‬

‭Step 6:‬‭Click the ‘Receipt ID’ to view the payment‬‭receipt.‬
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‭Users will be redirected to the payment receipt screen in a new browser tab.‬
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‭2.2.9 Course Evaluation‬

‭Step 1:‬‭In the Profile screen, click the ‘Course Evaluation’‬‭Dashboard Tab.‬

‭Users will be redirected to the Course Evaluation screen as shown below.‬

‭Step 2:‬‭Click the ‘Attend’ button to take the Course‬‭Evaluation.‬
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‭Step‬‭3:‬‭Select‬‭the‬‭faculty,‬‭respond‬‭to‬‭the‬‭evaluation‬‭and‬‭click‬‭either‬‭the‬‭‘Draft’‬‭button‬‭to‬‭save‬‭responses‬‭or‬‭the‬

‭‘Submit’ button to immediately submit the responses.‬
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‭2.2.10 Survey‬

‭Step 1:‬‭In the Profile screen, click the ‘Survey’‬‭Dashboard Tab.‬

‭Step 2:‬‭In the Survey screen, click the ‘Attend’ button.‬

‭Step‬ ‭3:‬ ‭Respond‬ ‭to‬ ‭the‬ ‭survey‬ ‭and‬ ‭click‬ ‭either‬ ‭the‬ ‭‘Draft’‬ ‭button‬‭to‬‭save‬‭the‬‭responses‬‭or‬‭‘Submit’‬‭button‬‭to‬

‭submit the responses immediately.‬
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‭2.2.11 Mentorship‬

‭Step 1:‬‭In the Profile screen, click the ‘Mentorship’‬‭Dashboard Tab.‬

‭Users‬‭will‬‭be‬‭redirected‬‭to‬‭the‬‭Mentorship‬‭screen‬‭to‬‭view‬‭their‬‭Mentors‬‭and‬‭forum‬‭details.‬‭Users‬‭can‬‭also‬‭view‬

‭any meetings scheduled between them and their Mentors.‬

‭Users can also view any Academic Feedback left by their Mentors under the Academic Feedback tab.‬
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‭2.2.12 Transcript Details‬

‭Step 1:‬‭In the Profile screen, click the ‘Transcript‬‭Details’ Dashboard Tab.‬

‭Users will be redirected to the Transcript screen as shown below.‬
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‭2.2.13 Academic History‬

‭Step 1:‬‭In the Profile screen, click the ‘Academic‬‭History’ Dashboard Tab.‬

‭Users‬‭will‬‭be‬‭redirected‬‭to‬‭the‬‭Academic‬‭History‬‭screen‬‭where‬‭they‬‭can‬‭view‬‭all‬‭their‬‭semester-wise‬‭academic‬

‭details.‬
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