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Objectives

 Manage course portfolios in MyGJU [1-3]

for e-learning, archiving, reuse, QA, and 

accreditation purposes

 Enable deans, chairs, and instructors to 

edit and review the portfolios of their 

respective courses

 Allow students and instructors to view 

the course portfolios of the courses in 

their schedules

 Deliver this project in phases (Note:  this 

document covers the capabilities 

introduced in phase one)
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Current Features & Scopes
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Feature Course 

Level

Course Section 

Level

Description Yes No

Objectives Yes No

Textbooks Yes Yes

Learning Outcomes Yes Yes

Exam Assessments No Yes

Weekly Schedule No Yes

Course Level: Any instructor (user) who has privileges (e.g., instructors assigned to any of its

course sections, respective dean, respective chair) to edit the course portfolio may manage this

course information (applicable to all course sections)

Course Secion Level: Any instructor (user) assigned to a course section may manage this

course information (applicable to the corresponding course sections)



User Roles

10/12/2019Dr. Feras Al-Hawari5

Note 1: To be able to edit a course portfolio of a certain course the

instructor must be assigned to at least one of its course sections

that are offered in the active semester

Note 2: The Deans or Chairs can edit the course portfolios of their

faculty or department courses respectively

Note 3: No one can edit a course portfolio of a course offered in an

inactive semester



Versioning is Semester Based
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First 2017/2018

Summer 2015/2016

Summer 2012/2013



Managing a Course Portfolio from the Instructor View
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1. Click on the Academic Affairs 

tab

2. Click on the My Courses 

button

3. Select the desired Filtering 

Criteria

4. Click the Search button to 

get the applicable courses

5. Select a course

6. Click the Edit Course 

Portfolio button of the 

desired course

Note: An instructor can only 

manage the course portfolios of 

the courses that he/she is 

assigned to any of their course 

sections in the active semester. 



After Clicking on the 

Edit Course Portfolio button in the Previous Slide
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Now click on the desired item link to edit its content



After Clicking on the 

Course Description Link
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Edit the course description and then click the Save button



After Clicking on the 

Course Objectives Link
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Add, Delete, and Edit course objectives and then click the Save button



After Clicking on the 

Course References Link
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Add, Delete, and Edit course objectives and then click the Back button



After Clicking on the 

Add button in the Previous Slide
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1. Enter the course  reference 

information in the 

corresponding fields

2. Click on the Save button to 

save your changes or click

on the Cancel button to 

cancel your changes and 

then go back to the previous 

page

Note 1: Checking the Public

checkbox makes the reference at 

the Course Level i.e., makes it 

visible to anyone who has 

privileges to view or edit the 

course portfolio

Note 2: Unchecking the Public

checkbox makes the reference at 

the Course Section Level i.e., 

makes it visible only in the 

course sections of the instructor 

who added it the first time



After Clicking on the 

Course Learning Outcomes Link
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Edit, Add, and Delete course learning outcomes and then click the Back button



After Clicking on the 

Edit button in the Previous Slide
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1. Edit the course  Learning 

Outcome

2. Choose the Learning Method 

for the learning outcome

3. Check or Uncheck the Public

checkbox to either make the 

learning outcome Course 

Level or Course Section 

Level

4. Click on the Save button to 

save your changes or click

on the Cancel button to 

cancel your changes and 

then go back to the previous 

page



After Clicking on the Exam Assessments Link (1)
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Exam assessments are defined at 

the Course Section Level. 

Hence, if the selected course has 

several offered course sections on 

the active semester, the system 

first displays the course sections 

to select from as shown below. 

1. Select a course section to define its exam 

assessments

2. Click on the Manage Exam Assessments 

button to proceed and define the exam 

assessments for the selected course 

section (see next slide)



After Clicking on the Exam Assessments Link (2)
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In case the course has only one 

course section OR the Manage 

Exam Assessments button in the 

previous slide was clicked, the 

system navigates to the Exam 

Assessments page shown below

Note 1: The total grades of all exam assessments 

must be equal to 100

Note 2: You must select an exam assessment and 

set it as a final exam by clicking on the Set as Final 

Exam button. This step is required to enable the 

system to distinguish and report the Out of 60 grade 

to the students ahead of the final exams period.

Note 3: To hide/show the exam assessment grades 

from/to your students check/uncheck the Show 

Grade checkbox

Add (this adds a new row in the table), Delete (deletes the selected row), and Edit exam 

assessments. When done, click on the Save button to save your changes or click on the Cancel

button to cancel your changes. (See [4] for information on how to manage grades in MyGJU)



After Clicking on the Course Schedule Link (1)
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In case a schedule was not 

generated before, the system 

automatically generates the 

schedule weeks based on the 

duration of the active 

semester that is defined in the 

registration calendar 

Click on the Generate Schedule button to save 

and then edit the schedule weeks (see next slide)



After Clicking on the Course Schedule Link (2)
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In case a schedule was saved 

before OR the Generate 

Schedule button in the 

previous slide was clicked, the 

system navigates to the 

Course Schedule page shown 

here

1. Click the Edit button to edit the tasks, 

notes, and references used in the 

respective week (see next slide)

2. Click the Add Week button to add an 

extra week to the schedule

3. Click the Back button when done

…



After Clicking on the 

Edit button in the Previous Slide

10/12/2019Dr. Feras Al-Hawari19

1. Edit the tasks, notes, and 

references used in the 

respective week. Note that 

you may use the text editor 

to insert images, change text 

font, control text alignment, 

add lists, etc.

2. Click on the Save button to 

save your changes or click

on the Cancel button to 

cancel your changes and 

then go back to the previous 

page



Managing a Course Portfolio from the 

Dean and Chair Views
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1. Click on the Dean’s Tasks 

tab

2. Click on the Courses button

3. Select the desired Filtering 

Criteria

4. Click the Search button to 

get the applicable courses

5. Select a course

6. Click the Edit Course 

Portfolio button of the 

desired course



After Clicking on the 

Edit Course Portfolio button in the Previous Slide
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Click on the desired item link to edit its content

as discussed earlier

Note: A Dean or Chair may only edit the Course Level 

course portfolio items



Viewing a Course Portfolio from the Instructor View
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1. Click on the Academic Affairs 

tab

2. Click on the Schedules 

button

3. Select the desired Filtering 

Criteria

4. Click the Search button to 

get the applicable schedule

5. Click the View button of the 

desired course section

Note: An instructor can only view 

the course portfolios of the 

courses in his/her schedule in the 

selected semester



After Clicking on the 

View Button in the Previous Slide
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Viewing a Course Portfolio from the Dean or Chair View
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1. In case of a Dean (similar if 

a Chair), click on the Dean’s 

Tasks tab

2. Click on the Course Sections 

button

3. Select the desired Filtering 

Criteria

4. Click the Search button to 

get the applicable courses

5. Select the desired course

6. Click the View Course 

Portfolio button 

Note: A Dean can view the 

course portfolios of all courses in 

his/her faculty, while a Chair can 

only access the course portfolios 

of the courses in his/her 

corresponding department



After Clicking on the 

View Course Portfolio Button in the Previous Slide
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