
Course Management 

Course  

A course can be considered as a subject or a part of an educational program which is to be 

taught for a term. 

For example, if for a particular term, Economics Major is a program taught in the institute, then 

Mathematical Methods for Economics would be a Course covered under the program. 

 

A course will have a set of topics that are to be covered under it's scope. 

To access the course list, go to: 

Home > Education > Masters > Course 

1. Prerequisites  

Before creating a course, it is advised to create: 

1. Department 

2. Topics 



2. How to create a course  

1. Go to Course List and click on New. 

2. Enter the Course Name. 

3. Select the Department under which this course is being made. 

4. Add the Topics. You can also create the topics from here itself.  

5. Add the Description for the course. 

6. Save. 

 

3. Features  

3.1. Assessment  

For every new Course a User can have a New Assessment setting where in they can define the 

criteria based on which the students will be assessed for the course. 

1. Default Grading Scale: A default Grading Scale can be set up for the course, wherein you 

can define what would be the achievement level of the student based on the scores they 

earn for a course. 



2. Assessment Criteria: You can define the Assessment Criteria for this course wherein 

based on the different parameters of assessment, the student's understanding of the 

subject would be assessed. 

 

4. More Actions  

Once the course has been created, the following documents can be created from the course, 

which will later be linked to the course. 

1. Program 

2. Student Group 

3. Course Schedule 

4. Assessment Plan 



 

Course Schedule  

Course Schedule can be used for scheduling a particular course by an Instructor. 

Using this feature, a time table or an itinerary can be created in the Institute, wherein each slot 

will be scheduled via Course schedule. 

 

To access Course schedule, go to: 



Home > Education > Schedule > Course Schedule 

1. Prerequisites  

Before creating a Course Schedule, it is advised that you create the following first:  

1. Student Group 

2. Instructor 

3. Course 

4. Program 

5. Room 

2. How to create a Course Schedule  

1. Create a new Course Schedule from the Schedule Calendar. 

2. Select the Student Group for which you want to create the Course Schedule. 

3. Select the Instructor who will be tutoring the students for the course. 

4. Select the Course for which the schedule is being prepared. 

5. Add the From Time and To Time for the Course Schedule. 

6. Select and add the Room wherein the Lecture would be conducted. 

3. Marking Attendance  

You can mark attendance for a Student Group against a Course Schedule. 

 

To mark attendance for a course, click on Attendance in the Course Schedule. You will be 

redirected to a page, wherein the name of all the students will be listed along with check-boxes 

for marking attendance. You can check the Present students and Mark Attendance. You can 

also Check All or Uncheck All and mark attendance. 

Topic  



A Topic is a subunit of a Course and will contain all the contents related to the topic. 

For example, under the program Economics Major, the course Mathematical Methods in 

Economics would be course whereas, within the course 'Linear Algebra' would be a topic.  

 

The content of the topic could be in the form of an article, a video or a quiz.  

 



To access the Topic list, go to: 

Home > Education > Masters > Topic 

1. Prerequisites  

Before creating a New Topic, it is advisable that you create the following first:  

1. Article 

2. Video 

3. Quiz 

2. How to create a Topic  

1. Click on New Topic and add the title of the Topic. 

2. Add the related course (optionally). 

3. Select the Content Type for the topic. It could be an Article, a Video or a Quiz.  

4. Select the Content for the Topic. You can create a New Article, Video or a Quiz from 

here itself. 

5. Optionally add a description and Save. 

Course Scheduling Tool  

A Course Scheduling Tool will allow you to create Course Schedules in bulk for a particular 

Student Group and an Instructor. 

 



To access the Course Scheduling Tool, go to: 

Home > Education > Schedule > Course Scheduling Tool 

1. Prerequisites  

Before creating a Course Schedule, it is advised that you create the following first: 

1. Student Group 

2. Instructor 

3. Course 

4. Room 

2. How to create a Course Schedule using the Course Scheduling 

Tool  

1. Select and add the Student Group. Once you do this, the Academic Term, Academic Year 

the Program will be auto-populated. 

2. Select and add the Course. 

3. Select and add the Instructor whose lectures are being scheduled using the tool. 

4. Select and add the Room wherein the lectures will take place. 

5. Change the From Time and To Time to your desirable schedule. 

6. Select the Course Start Date and the Course End Date for the Course Schedule. 

7. Select the Day of the week on which the Course Lecture has to be scheduled. 

8. Click on Schedule Course button, based on the dates selected and days for the course 

selected, the Tool will schedule the required course lectures. 

3.Rescheduling  

 If you wish to reschedule Course Schedules created against a Course, follow the 

instructions for creating course schedules 

 Check the 'Reschedule' checkbox and then click 'Schedule Course' button. 

 System will delete existing Course Schedules for specified Course within the mentioned 

Course Start Date and Course End Date and crate new Course Schedules.  

 


