
 

 

Kobe University  

Academic Affairs Information System 

“URIBO-NET” Userʼs Manual  

(For Teachers) 

 

 

 

Student Affairs Department 
Kobe University 



 

 

Table of Contents 
 

1. Functions         p.1 

2. Access          p.2 

3. Starting the URIBO-NET       p.4 

4. Leaving the URIBO-NET       p.6 

5. Portal          p.7 

6. Student Portfolio        p.11 

7. Students Registry        p.12 

8. Number of Registered Students       p.15 

9. Attendance Registry        p.18 

10. Marks/Grade Registry        p.26 

11. Viewing Status of Marks/Grade Registration     p.36 

12. Syllabus         p.38 

13. Questionnaires         p.47 

14. Cancelled Lectures and Supplementary Lectures     p.57 

15. Bulletin board         p.63 

 

* Screen images illustrated in this User’s Manual show what is expected to appear on 

the Windows operation system. If you use another operation system, some operational 

procedures described in this Manual might not apply to your computer. 



 
Academic Affairs Information System “URIBO-NET” User’s Manual  Kobe University 
 
 

 

 

1

1. Functions 

 

The URIBO-NET has the following functions. 

 

 

 

Menu Function 

Student Info Student portfolio 

Course 

Class portfolio / View names of registered students / 

View numerical and categorical data on registered 

students / 

Register and confirm students’ attendance (renew or 

delete the data) 

Grade 
Register marks/grade (renew or delete the data) / 

View the registration status 

Schedule 

Schedule Management / Register class cancellation or 

a supplementary lecture (renew or delete the 

registration) / View cancelled lectures or make-up 

lectures 

Syllabus 
Register (and renew or delete) syllabus / View a 

syllabus 

Questionnaire 
Create a questionnaire / establish conditions /  

summarize questionnaire results 

Bulletin Board Register (and renew or delete) a notice / view notices 

Other Web Link Entry Link List 

 

 Attention! 

Please ensure information security of students’ marks/grade registered in the URIBO-

NET by handling these confidential data with due care in accordance with Kobe 

University’s privacy policy. 

  (http://www.office.kobe-u.ac.jp/plan-rules/act/frame/frame110000425.htm) 
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2. Access 

 

1) Accessibility 

You can access the URIBO-NET on and off campus. 

 

2) Terminals 

You can access the URIBO-NET through a computer connected to the Kobe 

University LAN or Internet and smartphone.  

 

3) URL 

4) https://kym-web.ofc.kobe-u.ac.jp/campusweb/ 

* Visit the Kobe University official website and click on the “For teachers and 

administrative staff” tab to access the university’s academic affairs information 

page which has a link to the URIBO-NET.   

* To learn how to access the URIBO-NET from a terminal outside the Kobe 

University campus, see the Information Science and Technology Center website.  

 

5) Account (Login ID and password) 

You need to open your URIBO-NET account to be issued by the Information Science 

and Technology Center. 
 

6) Browser compatibility and setting 

The following browsers support the URIBO-NET. The use of browsers other than 

designated below could possibly cause operational faults.  

<Recommended browsers for Windows> 

Internet Explorer 11.0 ~ 

FireFox 36.0 ~ 

Google Chrome 41.0 ~ 

<Recommended browser for Mac> 

Safari 8.0 ~ 

* Operational faults could occur if you use a privately customized browser. 
 

7) Session timeout  

The URIBO-NET protects your information through encryption technology that 

makes your input information confidential. Due to this protection function, your 

session will automatically expire after 15 minutes of continual idle time without any 

activity, making your inputs ineffective unless they have been saved. After such 

session timeout, it is necessary to log in again. 
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(1) The following “Session Timeout Warning” will appear when your remaining time 

(of non-activity) reaches and falls below 5 minutes.  

 

(2) Your session will automatically expire about 5 minutes after the “Warning” appears, 

if no activity occurs. 

 

(3) If you click on OK, the timeout message will appear. 
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3. Starting the URIBO-NET 

 

(1) There are two methods to access the login page of the URIBO-NET; 

1. Enter the following URL directly into the location bar on a web browser. 

https://kym-web.ofc.kobe-u.ac.jp/campusweb/ 

 

2. Click on the “For teachers and administrative staff” tab on the top page of the Kobe 

University website (http://www.kobe-u.ac.jp/), and you can access the university’s 

academic affairs information page, which has a link to the URIBO-NET. 

 

(2) Enter your user I.D. and password issued by the Information Science and Technology 

Center (which are different from your staff I.D. that you used for initial setting of 

your staff number), and click on the login tab.  

* You need to receive your account (through a written notice) from the Information 

Science and Technology Center and make initial settings to make your user I.D. 

and password effective. 
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(3) After login, the following screen will appear. This is the top page. You can start your 

operations by selecting an item shown on the menu box located on the left.  

 

After you log in, you will find the “Bulletin Board” along with the menu box.    

Clicking on a name of faculty/graduate school/department shown on the 

noticeboard will activate a certain browser that enables the display of notices 

from such sources as faculty/graduate school/department (including the College 

of Liberal Arts and Sciences in the Institute for Promotion of Higher Education 

[hereinafter referred to as the “College of Liberal Arts and Sciences”] and the 

Student Affairs Department). Contact your faculty or graduate school to confirm 

details about the access to notices. 
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4. Leaving the URIBO-NET 

 

(1) You must always click on the Logout tab when you leave the URIBO-NET. 

 

 

(2) Clicking on the Logout tab will display a dialog box that says “Logout completed” and 

asks you to close your web browser. Click on Close Browser to leave the URIBO-NET.  

* You must always log out when you leave your computer (terminal). Leaving your 

computer without completing your logout could invite the risk that your confidential 

information including your marks/grade might be stolen or that your inputs (for class 

registration) might be altered by someone.   

 

The logout screen looks like this: 
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5. Portal 

 

The screen displayed on the left side is portlet. These are always displayed. 

 

 

(1) What’s New 

1) New Information such as bulletin board, questionnaires, cancelled classes is 

displayed.  These are displayed when you click a link. 
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(2) My Schedule 

1) Plans for class or cancelled class of the date are displayed when you choose the date 

of the calendar. 

 
2) The month of the calendar is switched when you click “←” “→” on the calendar. 

3) Detail of the schedule is displayed when you click the date under the calendar. 
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(3) Usual Menu 

1) Usual menu which administrator set is displayed. 

 

2) These are displayed when you click items. 

 

 

(4) Link 

1) Link which administrator set is displayed. 

 
2) You can register a links just for yourself when you click “MylinkEdit”. 
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3) Registration page is displayed when you click “Add Link”. 

 
 

4) When you input the information of the page that you want to register and click 

“Registration”, it is registered. 
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6. Student Portfolio 

6-1. Authority setting 

Access to the Student Portfolio page is controlled in a way that assigns a different level 

of authority to different groups of viewers with the right to access, including class 

teachers, supervisors and committee members. Select the group of viewers that you 

belong to. 

 

 

6-2. Student Portfolio 

Clicking on “Enrollment Status” will enable you to view the enrollment status of your 

students. 

If you click on any of the tabs appearing on the upper part of the screen, including 

“Student’s Personal Information,” “Contact Information” and “Change of Status,” you 

can view registered information on these items. The range of viewable information 

differs depending on who (with which authority) accesses the information.    

[Student Portfolio / Enrollment Status] 
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7. Students Registry 

(1) If you click on “Course Registration” in the menu, and then click on “Students 

Registry” appearing on the screen, the following screen (that displays a list of your 

classes) will appear. 

 

(2) From the list of your classes, choose and click on a class for which you desire to see 

the register of students. Then, the following screen will appear, asking you to select 

download conditions. Enter your desired order of display and download form, and 

click on Download. 

 

 

 

 

 

 

 Attention! 

   On the screen, you can obtain real-time information on who and how many have 

registered for your class, but you need to confirm the finalized register by 

contacting the faculty or graduate school concerned (the department in charge of 

academic/student affairs) after the registration period ends. Please download the 

finalized register after such confirmation. 

Downloading data in the form of PDF file requires 

Adobe® Reader TM to be installed in your 

computer. 

 
If you choose “Screen,” go to section 7-1. If you choose “Text file,” go to 

section 7-2. If you choose “PDF file,” go to section 7-3. 
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7-1. Downloading a register to view it on the screen 

If you choose “Screen” (from the download choices) and click on Download, the 

following screen will appear. 

 
 
7-2. Downloading a register in the form of a text file 

(1) If you choose “Text file” (from the download choices) and click on Download, the 

following screen will appear. Save the file so that you can edit the file on Excel. (For 

specific download procedure, see below at (2) and thereafter.) 

 

(2) Click on ▼  button in the right of 保存  button and 名前を付けて保存(Save as)  

appearing on the dialog box. 

(3) The “Save As” screen appears. Designate a directory for saving, give a name to the 

file (any name that is easy for you to identify the file), and click on Save. 

 
 

any name that is easy for 

you to identify the file 
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(4) When the following screen appears, it means that the downloaded register has been 

saved. 

 

(5) In the directory that you designated, you find the saved file. Click on the file.  

The following Excel screen appears. You can edit the Excel file. 

 

 

7-3. Downloading a register in the form of a PDF file 

* Viewing a PDF file requires Adobe® ReaderTM (available free of charge）to be installed 

in your computer. You need to install the program by yourself.  

(1) If you choose “PDF file” (from the download choices) and click on Download, the 

following screen will appear. 

 

(2) Clicking on Open with will start Adobe® ReaderTM, displaying a list of students who 

registered for your class.  

(3) Clicking on Save will enable you to save the PDF file under a name given by you. 

* When your computer is connected to a printer, you can print a file from the Adobe® 

ReaderTM program. 
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8. Number of Registered Students 

(1) If you click on “Number of Registered Students” appearing in the “Course 

Registration” box on the Menu (on the left of the screen), the following screen will 

appear, asking you to choose a class from the list. 

 

 

(2) From the list shown on the screen, choose a class for which you want to download the 

data on registered students. Click on Display the selected data, or click on View all 

data. Then, the following screen will appear, asking you to select a desired download 

form. Choose one and click on Download. 

 

 

 

 

 Attention! 

   As with the students’ registry, you can obtain real-time information on how many 

have registered for your class, but you need to confirm finalized data by contacting 

the faculty or graduate school concerned (the department in charge of 

academic/student affairs) after the registration period ends. Please download 

finalized data after such confirmation. 

 
If you choose “Screen,” go to section 8-1. If you choose “Text file,” go to 

section 8-2. If you choose “PDF file,” go to section 8-3. 
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8-1. Downloading data to view it on the screen 

If you choose “Screen” (from the download choices) and click on Download, the following 

screen will appear. 

 

[When you choose “Screen,” the following screen will appear.] 

 

 
 
8-2. Downloading data in the form of a text file 

If you choose “Text file” (from the download choices) and click on Download, the following 

screen will appear. Save the file so that you can edit the file on Excel.  

* For specific download procedure, see above at 7-2. Downloading register in the 

form of a text file. 

 

 

[When you choose “Text file,” the following screen will appear.] 
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8-3. Downloading data in the form of a PDF file 

* Viewing a PDF file requires Adobe® ReaderTM (available free of charge）to be installed 

in your computer. You need to install the program by yourself.  

 

(1) If you choose “PDF file” (from the download choices) and click on Download, the 

following screen will appear. 

 

(2) Clicking on Open with will start Adobe® ReaderTM, displaying numerical/categorical 

data on students who registered for your class.  

Clicking on Save as will enable you to save the PDF file under a name given by you. 

(3) When your computer is connected to a printer, you can print a file from the Adobe® 

Reader TM program. 
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9. Attendance Registry 

9-1. Registering students' attendance on the screen 

(1) You can register attendance of students in your class.  

(2) If you click on “Attendance Registry” on the menu, and choose “Attendance 

Registration” appearing on the screen, a list of your classes will appear, asking you 

to choose a class for which you want to register students’ attendance. (Only classes 

with registered students will appear.) 

 

A “Register by” date coincides with “evaluation due date” (by which you need to register 

students’ marks/grade). If such due date is not fixed, the description “To be announced” 

appears instead of a date (and in such case, you are not required to complete registration 

by a certain date). 

 

(3) When an effective registration period expires, you can’t click a class. You need to 

contact the department in charge of academic/students affairs (hereinafter referred to as 

the “academic/student affairs section”) at the faculty or graduate school concerned. 

 

 Attention! 

Please start your operation of registering students’ attendance only after you 

contact the academic/student affairs section of the faculty or graduate school 

concerned to confirm that students have completed class registration. 
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(4) Choose a class from the list, and its schedule will appear.  

The “Registration Status” column shows the current status of registration. Confirm the 

status at each slot (date/period) and click on “Register attendance.” 

 

 

 Attention! 

The class schedule reflects the class data (that has been created for the 

management of cancelled lectures and supplementary lectures). Therefore, it is 

necessary to prepare your class data in advance. When no class schedule appears 

on the screen, contact the academic/student affairs section of the faculty/graduate 

school concerned. 
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(5) A list of your students appears. Select either “Attended,” “Absent” or “Others” and 

enter remarks if necessary, and click on Register.  

 

The Select all tab helps save your input time. 

You can click on Select all first, and then replace “Attended” with “Absent” as necessary 

to save time. 

 

You can also delete specific dates or periods from the data. To delete, you need to go to 

the page for such specific date/period. 

 

 Attention! 
 Note that deleted data cannot be restored. 

 

 

9-2. Registering attendance in the form of a CSV file 

  
[Preparing attendance data] 

(1) Go to the “Register for specific lecture” page, as described above at (5) of 9-1. 

Registering attendance on the screen. 
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(2) Click on Download CSV data. 

 

 (3) The download message appears. Click on Save. 

(Such download message might not appear, depending on the browser.) 

 

 * A file name will be structured as follows: 

(Timetable Slot Code) + (date MMDD) + (two-digit period code).csv 

You may edit the name as necessary. 

 * Layout of a CSV file is as follows: 

Student I.D. number / Attendance category / Category name / Reason code (1: Excused 

absence, 2: Mourning, 3: Designated disease) / Reason / Remarks 

You must use the above layout when you prepare attendance data. Failure to do so causes 

an import error. 

 

 [Importing attendance data] 

(4) Go to the “Register for specific lecture” page, as described above at (5) of 9-1. 

Registering attendance on the screen.  
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(5) Click on Import CSV data, and your attendance data will be imported to the slot 

(date/period). 

 

  

(6) Select the CSV file that you want to import, and click on Upload. 

 

 

(7) During the import process, integrity of imported data is verified.  

When no error is detected in the data, you will be asked to confirm the data.  

When any error is detected in the data, you will be asked to correct the data. After 

completing the correction, you must return to the import screen and attempt the 

import again. 
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* Even if there is an error, you may continue the import operation, when the error is 

limited to “incorrect student I.D. number” that was mistakenly given to an unregistered 

student or limited to “incorrect absence category.” In such case, you can click on 

“Continue to upload” to move to the final process (to confirm and register your inputs). 

 

 

(8) The following screen appears, asking to confirm and register your inputs. Confirm 

them and click on Register. 

 

 

 Attention! 
 Import and saving of CSV data cannot be completed unless you click Register on the 

page for the specific date/period. Don’t forget to click the Register tab. 
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9-3. Copying students' attendance data 

The copy function is convenient when you have two or more classes in a row and you 

want to use (copy) the previous class’ attendance record. 

 

(1) Go to the “Class Schedule” page, described above at (4) of 9-1. Registering 

attendance on the screen. 

(2) Click on Copy to at the class that you want to export data from. 

 

(3)  Options appear. Choose one or more classes that you want to export data to, and 

click on Copy. 
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9-4. Viewing attendance records for each class 

 

(1) Click on “Attendance Registry” in the Menu, and click on “View attendance records 

for each class” appearing on the screen. Then, a list of your classes appears. 

 

 

(2) You can view attendance records of each student in your class. On the screen, your 

classes (slots) are shown in a row in sequence of date. Highlighted slots mean that 

attendance registration has been done. 
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10. Marks/Grade Registry  

 

 The marks/grade registration period is designated for each semester. You can carry out 

online registration of marks/grade through the URIBO-NET only within such designated 

period.   

(* You will be informed of the marks/grade registration period by the academic/student 

affairs section of the faculty/graduate school concerned.) 

 

The URIBO-NET manages the marks/grade registry by setting the following eight 

statuses. 

 

 Attention! 

Among the above statuses, “Temporarily saved”, “Inputs completed only for graduating 

students”, “Inputs completed only for non-graduating seniors” and “Inputs completed” 

are half-way stages, and cannot become official data unless finalized by the 

academic/student affairs section of the faculty/graduate school concerned. It should be 

noted that temporarily saved data will be lost once the marks/grade registration period 

expires.  

If your data is in either “Inputs completed”, “Inputs completed only for graduating 

students”, “Inputs completed only for non-graduating seniors”, “Finalized only for 

graduating students,” “Finalized only for non-graduating seniors” or “Finalized” status, 

such data can be accessed through the URIBO-NET but cannot be edited. 

 

 

 

 

 

 

On the screen where you register students’ marks/grade, do not use the 

“To Page Top” tab of your web browser. 

* It could result in lost data, possibly requiring you to redo all inputs. 
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10-1. Registering marks/grade on the screen 

(1) If you click on “Grades” in the Menu, and click on “Grade Registration” appearing on 

the screen, a list of your classes will appear, as shown below. 

Choose a class and click on its code. 

 

 

 

 

 
You can register marks/grade only within the period of time specified as 

“Registration period” on the screen. 

The “N” mark means that you 

have not started the registration 

of marks/grade yet. 
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(2) A list of students registered in the class appears. Students are listed in order of 

student I.D. number. 

(You can make faculty/department groups on the screen.) 

Enter marks or grade (whichever is designated by the faculty/graduate school 

concerned) in the “Grade” column. 

 

 Use the Tab key on your computer keyboard to move to the next person. 

 

The maximum number of 200 persons can be displayed per page. If your class has more 

than 200 students, you need to move to the next page after saving your inputs for the 

first 200 students. 

 

* You can reduce the maximum number of persons per page to 50, but you still need to 

save your inputs each time you move to the next page. 

* Do not choose “Inputs Completed” before moving to the next page. Otherwise, you will 

not able to make any input in the next page, with data in the next page being saved as 

“No input.” 
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(3)When you complete inputs on the first page, click on Verify inputs at the bottom of 

the screen. Then, your inputs will be verified.     

 

* Through this verification process, any inappropriate input, such as mistakenly-entered 

“grades” instead of the required entry of “marks,” is detected.  

 

(4) If an error message appears, you must correct your inputs and then click on Verify 

inputs again. 

If no error message appears, choose one from among “Save temporarily,” “Compete 

inputs only for graduating students,” “Complete inputs” and “Complete inputs only 

for graduating repeaters” and then click on Register all. 

* If your data has more than two pages, you need to choose “Temporarity saved” not 

“Inputs completed”. 
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Attention! 

If you chose “Temporarily saved” in this process, you must return to this process later to 

complete your inputs by choosing “Inputs completed” within the designated marks/grade 

registration term. Once you click on “Complete inputs,” all students in the class will have 

“Inputs completed” status. (In the case that there are two or more pages, if you click on 

“Inputs completed” on the first page before moving to the second page, all of your data 

in all pages will become uneditable, leaving your 2nd-page data (and thereafter as well) 

in the status of “No inputs.”) 

If your data has more than one page, keep using the “Save temporarily” tab up until you 

reach the final page. Use the “Inputs completed” tab only after you complete inputs for 

all pages and reach the final page. This way, you can avoid incomplete registration. 

Alternatively, clicking on the “Inputs completed” tab on the first page would be safe only 

after you return to the first page following the confirmation of all correct inputs in all 

pages. 

 

 

 

 

 

 

 

 

(5) After you click on Register all, the following screen will appear. If your class has more 

than 100 registered students and you want to return to the page where you clicked on 

the “Register all” tab, please click on Return to the list of registered students. 

 

 
 

Repeat the above the (1) to (5) procedure for each of your classes.  

* You can return to the list of your classes by clicking on Return to the list of classes. 

 

Who are “graduating students”?  

“Graduating students” mean seniors. We use the term “graduating 

students” not only in the second semester but also in the first semester, 

and the term covers all seniors including those expected to stay on. 
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Automatic saving 

After a lapse of certain minutes in your session to view a list of registered students or 

verify all inputs on the “Grade Registration” page, your inputs will be saved 

automatically. 

When the following dialog box appears, it means that your answers have been 

temporarily saved. 

 

 

 

10-2. Registering marks/grade in the form of a CSV file 

[Preparing students’ evaluation data] 

(1) Go to the list of registered students shown at (2) of 10-1. Registering marks/grade on 

the screen.  

(2) Click on Export CSV data.  
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(3) Click on Save. 

 

Attention! 

Students’ evaluation data is personal information. Please ensure information security of 

files with due care to avoid any loss or leak of information. 

 * Layout of a CSV file is as follows: 

Timetable Slot code / Course name / Student No. + faculty code / Student Name / 

Evaluation (marks and grade) 

When you prepare evaluation data, you must use the above layout. Failure to do so 

causes an import error. 

 

[Importing evaluation data] 

(4) Go to the list of registered students shown at (2) of 10-1. Registering marks/grade on 

the screen. 

(5) Click on Import CSV data. 
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(6) Select the CSV file that you want to import, and click on Send. 

 

 

(7) During the import process, integrity of imported data is verified.  

When no error is detected in the data, you will be asked to confirm the data. 

 

When any error is detected in the data, you will be asked to correct the data. After 

completing the correction, you must return to the import screen and attempt the import 

again. 

 

* When an error is limited to “student I.D. number” that was mistakenly given to an 

unregistered student, you may continue the import operation by clicking on Confirm. 

You may move to the process to confirm input data. 
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(8) The following page appears asking you to confirm your inputs. Confirm correctness 

of all inputs and choose one from among “Save temporarily,” “Complete inputs only for 

graduating students,” “Complete inputs only for graduating repeaters” and “Complete 

inputs,” and then click on Register All.  

 

Attention! 

If you chose “Temporarily saved,” you must return to this process later to complete your 

inputs within the designated marks/grade registration term. 

 

(9)When the following screen appears, it means that you have completed your 

marks/grade registration. 

 

Attention! 

When you prepare students’ evaluation data to be imported, you must use a file (on 

registered students) downloaded from the URIBO-NET instead of your own file. 
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10-3. Revising marks/grade 

 

[Within the designated marks/grade registration period] 

If your data is in the “Temporarily saved” status… 

You may edit students’ marks/grade as frequently as possible through the “List of 

Registrants (Grade Registration)” page. 

 

If your data is in other status than “No inputs” or “Temporarily saved”… 

You may view data but may not edit the data if your data is in either “Inputs completed”, 

“Inputs completed only for graduating students”, “Inputs completed only for non-

graduating seniors”, “Finalized only for graduating students,” “Finalized only for non-

graduating seniors” or “Finalized” status. 

If you need to edit such data, contact the academic/student affairs section of the 

faculty/graduate school concerned by submitting an application form attached hereto, 

titled “Revision (Addition) of Marks/Grade.” 

 

[Outside the designated marks/grade registration period] 

You may not edit any data on the screen. 

 

 

 

 

 

 

 

Adding/deleting students to/from a register  
If you find that any student is not included in the register downloaded from the 

URIBO-NET although he/she always showed up and took examinations in your 

class, it means that this student has not completed the class registration procedure 

properly.   

You cannot make online registration of such student’s marks or grade. 

Teachers are not allowed to add or delete students to or from a register on the 

URIBO-NET, and therefore you must contact the academic/student affairs section 

of the faculty/graduate school concerned by submitting the attached “Revision 

(Addition) of Marks/Grade” application form. 

Such students who have failed to complete the class registration are not necessarily 

able to join the registry ultimately, and the registration remedy policy differs among 

faculties and graduate schools. Contact the academic/student affairs section of the 

faculty/graduate school concerned to confirm the policy.  
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11. Viewing Status of the Marks/Grade Registration 

 
(1) If you click on “Grades” in the Menu, and click on the “Grade Registration Status” tab 

appearing on the screen, the following screen will appear, asking you to set a display 

range. 

 

 

(2)A list of your classes that fit the set range appears, showing the status of marks/grade 

registration for each class.  

 

 

(3)If you click on a timetable slot code, a list of registered students will appear, allowing 

you to view their marks/grade. 
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12. Syllabus 

 

12-1. Viewing a syllabus 

You can view syllabuses for any year, any semester and any teacher. 

(1) Click on “Syllabus Reference” (in the Syllabus section) in the Menu. 

(2) Enter a specific year, semester and a timetable slot code, and click on Designate a 

slot. 

(3) If you don’t know a timetable slot code, you can search a code by setting search 

conditions and clicking on Search.  

   

(4) A list of classes that fit the set conditions appears.   

(5) If you click on a class name on the search results screen, the syllabus page will appear. 

  

≪How to input the teacher's name in Instructor's name box≫ 

ex. NADA Jiro 
 
If you know the name in full, please put a half-width space 

between first name and last name like "NADA Jiro". 

You can also search by partial matching. 

*Characters: up to 20 
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12-2. Printing a syllabus 

 

* Viewing a PDF file requires Adobe® ReaderTM (available free of charge）to be installed 

in your computer. You need to install the program by yourself.  

 

(1) Click on Print a syllabus on the Syllabus page, and the following dialog box will 

appear. 

 

(2) Clicking on Open will start Adobe® Reader TM started, displaying a syllabus. 

Clicking on Save will enable you to save the PDF file under a name given by you. 

(3) If your computer is connected to a printer, you can print the syllabus from the Adobe® 

Reader TM program. 

 

12-3. Registering a syllabus 

 

The syllabus registration period is designated for each year. You may register a syllabus 

through the URIBO-NET only within such designated period. (* You will be informed of 

the syllabus registration period by the academic/student affairs section of the 

faculty/graduate school concerned.) 

 

(1) If you click on “Syllabus Registration” (in the Syllabus section) in the Menu, the 

following list of classes including those to be conducted by your assistant teacher will 

appear. 
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(2) The following page appears, enabling you create a syllabus (only within the 

designated syllabus registration period). 

  

If it is outside the designated syllabus registration period, the following message will 

appear. 
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(3) Choose a language from among “Japanese only,” “Japanese and English” and 

“English only.” 

 

(4) Creation of a syllabus 

You can choose a background highlight color for each section. 

1. Standard color: default, 2. (red), 3. (yellow), 4 (blue) 

 

You can use special fonts (italic, bold and underline) by entering the following control 

marks immediately before and after the target portion. 

Italic: <I> aaaaa <I> → aaaaa   

Bold: <B> aaaaa <B> → aaaaa 

Underline: <U> aaaaa <U> → aaaaa 

  

Upper limit of data size for a syllabus (A half-width character consumes one byte.) 

- Theme and goal: 8,000 bytes 

- Goal: 8,000 bytes 

- Outline and plan: 16,000 bytes 

- Grading policy: 8,000 bytes 

- Grading guidelines: 8,000 bytes 

- Matters requiring special attention for the registration: 16,000 bytes 

- Before /After learning: 16,000 bytes 

- Office hour and contact: 4,000 bytes 

- Office hour and contact URL: 400 bytes 

- Message to students: 8,000 bytes 

- Special for this fiscal year: 8,000 bytes  

- Textbooks: 8,000 bytes 

- Information on textbooks (x3) 

Title: 400 bytes 

Author: 400 bytes 

Publisher: 400 bytes 

Year of publication: 80 bytes 

ISBN code: 80 bytes 

- Reference books and materials 8,000 bytes 

- Information on reference books and materials (x3) 

Title: 400 bytes 

Author: 400 bytes 

Publisher: 400 bytes 
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Year of publication: 80 bytes 

ISBN code: 80 bytes 

- URL: 400 bytes 

- Language: 400 bytes 

- Keywords: 8,000 bytes 

- URLs for reference (x3) 

Title: 400 bytes 

URL: 400 bytes 

 

Entered information on textbooks, reference books and reference materials will be sent 

to campus libraries, so that they will create links to these textbooks/books/materials on 

their book search systems. 

 

(5) Saving a syllabus temporarily 

If you click on Save temporarily at the bottom of the screen, your inputs will be saved 

temporarily. You can view an image of your syllabus by clicking on the HTML tab. 

(6) Finalizing a syllabus 

If you click on Finalize at the bottom of the screen, your inputs will be saved and 

finalized, and then the following “Registration completed” message will appear. 

 
 

 

12-4. Registering a syllabus <by importing an existing syllabus> 

You can import information on an existing syllabus to the page where you create a new 

syllabus. 

(1) Go to the page shown at (2) of 12-3. Registering a syllabus (See (1) to reach this page), 

and click on Import at the bottom of the screen. 

(2) Designate a class from which you want to import syllabus information. <The screen 

below shows a search window.> 

To reach a desired class, set search conditions, by following the procedure mentioned 

above at 12-1. Viewing a syllabus.  
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(3) Select a class from the search results. <The screen below shows search results.> 

From the list of classes appearing on the screen, choose a class from which you want 

to import syllabus information (blue). 
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(4) Import syllabus information. <The screen below shows details for your 

confirmation.> 

The target syllabus information appears.  

If you click on Import, the information will be imported.  

   

 

(5) Save the information temporarily or finalize a syllabus. 

You can save imported information temporarily or finalize a syllabus by following the 

procedure mentioned above at (5) and (6) of 12-3. Registering a syllabus. 
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12-5. Registering a syllabus <by importing a file> 

You can import external data (Excel file), if compatible to the URIBO-NET, to the page 

where you create a syllabus. Contact the academic/student affairs section to confirm 

compatibility. 

 

(1) Go to the page shown at (2) of 12-3. Registering a syllabus (See (1) to reach this page), 

and click on Options at the bottom of the screen. 

(2) Designate a file and click on Open, and a file name will appear. Clicking on Import 

(file) will display the target data.  

 
(3) Save the data temporarily or finalize a syllabus. 

You can save imported data temporarily or finalize a syllabus through the procedure 

mentioned above at (5) and (6) of 12-3. Registering a syllabus. 

 

 Automatic saving 

After a lapse of a certain number of minutes in your session (of creating a syllabus), your 

inputs will be saved automatically. 

When the following message appears, it means that your inputs have been temporarily 

saved. 

   

You can go back to the syllabus creation operation by clicking on Return to the 

registration page.  
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13. Questionnaire 

 

Course reflection survey are conducted by Kobe University at the end of each semester 

on all students. Class surveys are conducted by respective teachers independently on 

students in their class. 

 

13-1. Preparing a questionnaire for course reflection survey 

Course reflection survey are conducted at each semester. Firstly, administrative staff or 

committee members in charge of academic affairs in Kobe University create base 

questions common to all classes. Then, teachers can add questions at their discretion.  

 

(1) Click on “Questionnaire Settings.” 

When there exist registered questionnaire(s), a list of registered questionnaires will 

appear.  

(2) If you want to add question(s) to a registered questionnaire shown in the list, click 

on “Add questions” at the questionnaire to edit the questionnaire. 

(3) If you want to edit the base setting, click on Base settings.     

(4) Note that teachers cannot change settings other than “Answer sheet style” and 

“Number of no-shows” (to be set as a restriction on target respondents).   

* You can see a response rate during the designated questionnaire period. 
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13-2. Adding question(s) to a Course reflection survey 

You may not edit base questions common to all classes, but you may edit or delete 

questions that you added. 

 

(1) If you want to add question(s), click on Add questions. 

(2) You can import or register a template. 

(3) You can go back to the questionnaire creation page, by clicking on return to list. 

 
 

  Attention! 
 

Teachers are allowed to add questions to an questionnaire for course reflection survey 

(base questions common to all classes) during the questionnaire registration period 

designated by a questionnaire supervisor.  

If you fail to add questions, you can ask a supervisor to extend the questionnaire 

registration period and add questions before the extended period expires. 
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13-3. Registering your questions to be added to a Course reflection 

survey 

 
(1) You may change the number of choices (default is 3) through the combo box. 

(2) Enter a question title in Japanese, its English translation and question number. 

(3) Choose either “Confidential” or “Public” to determine accessibility to questionnaire 

results, by clicking the mouse on either radio button.    

(4) You may choose either “Multiple-choice” style or “Written answer” style by clicking 

the mouse on either radio button.  

(5) If you chose “Multiple-choice,” you must set the number of choices through the combo 

box. Then, enter specific wording in each textbox.  

(6) If you chose “Written answer,” you must set the maximum acceptable number of 

characters for the answer box.  

(7) If you click on Register a new question, your question will be registered and a list of 

registered questions will appear. 

 
 

  Attention! 
  There are two textboxes; one for Japanese and the other for English. 

You must enter Japanese, and English is optional, but if you did not enter English, 

the English-version answer sheet shows Japanese only. 
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13-4. Setting the number of no-shows 

You can set the “number of no-shows” as a restriction on target respondents, if the base 

setting has this option. You must register students’ no-shows before the questionnaire is 

distributed to students. 

(1)  Go to the “Number of lectures and no-shows” page.  

(2)  Click on a class. 

(3)  The page for the selected class appears, enabling you to register the number of 

lectures and no-shows.  

 
 

(4) Fill out the “Number of lectures” box. 

(5) Fill out the “Number of no-shows” box for each student. 

(6) Instead of entering figures directly, you may import students’ attendance data. Click 

on Import attendance data, and the data will be reflected on the boxes.  

(7) Clicking on Register will complete your registration. 

If you want to edit registered information, go back to the above (4) operation to update 

the information. 

 

 

 Attention! 
For class surveys, chief teachers are responsible for setting the number of lectures. For 

surveys conducted by respective teachers independently, assistant teachers may do 

this setting. 
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13-5. Questionnaire results 

After the questionnaire collection period expires, the URIBO-NET system will start the 

calculation of totals automatically, and the “View survey results”, “response screen” and 

“Mobile phone mode” tabs will appear on the screen. 

 

(1) Click on “View survey results” on a list of your classes. 

 

(2) Results appear on the screen. 
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(3) You can download the results in the form of a CSV file. 

(4) Click on Download only once. 

(5) You can give your comments to each questionnaire. 

(6) If the accessibility option is set “Public,” your comments will be accepted up until 

when questionnaire results start to be released. 

If the accessibility option is set “Confidential,” you don’t have to enter your 

comments. 

 
 

 Attention! 
* There are two boxes for comments; one for Japanese and the other for English. If you 

did not fill out the box for English, survey results of English version will show 

Japanese comments only. 

* Your session will automatically expire after 15 minutes of continual idle time without 

any activity. You can update information by overwriting, so we recommend that you 

click on Register comments frequently.  

* Each comment box can contain the maximum of 2,000 characters.  
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13-6. Preparing a template 

You may register a questionnaire template for class survey (not course reflection survey). 

You may also edit or delete registered templates. 

(1) Click on “Create template” in the menu. 

(2) A list of templates appears.  

(3) If you want to register a new template, click on Register a new template. 

 
 

(4) A list of templates appears. 

(5) Enter a title (and its English translation). 

(6) Determine accessibility with a radio button. 

(7) If you selected “Open,” you must choose a faculty responsible for the data. 

(8) Click on Register a template. 

 
 

(9) A list of questions appears. 

(10) Click on Add a question or Import template. 
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(11) You are asked to register a question. 

(12) You may change the number of choices (default is 3) through the combo box. 

(13) Enter a question title in Japanese, (its English translation) and question number. 

(14) Choose either “Confidential” or “Public” to determine accessibility to survey results, 

by clicking the mouse on either radio button. 

(15) You may choose either “Multiple-choice” style or “Written answer” style by clicking 

the mouse on either radio button.  

(16) If you chose “Multiple-choice,” you must set the number of choices through the combo 

box. Then, enter specific wording in each textbox. 

(17) If you chose “Written answer,” you must set the maximum acceptable number of 

characters for the answer box.  

(18) If you click on Register a new question, your question will be registered and a list of 

registered questions will appear. 

 
 

(19) You may delete a template by clicking on Delete this template. 
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13-7. Base setting for a class questionnaire 

Teachers may conduct a “class survey” (not “course reflection survey”) at any time. But 

please refrain from conducting a class survey during the period when a class evaluation 

survey is conducted.  

(1) Click on Create a questionnaire for class evaluation survey on the “Questionnaire 

setting/List of questionnaire” page. 

(2) The “Base settings” screen appears, enabling you to set conditions. 

(3) You can only choose “Class survey” on the combo box. 

(4) Choose a class that you want to create a questionnaire for. 

 
(5) Enter a title (and its English translation). 

(6) Set a starting date and a closing date for answers collection. 

(7) Select an answer sheet style by clicking the mouse on either radio button. 

(8) Determine accessibility to questionnaire results by clicking the mouse on either radio 

button. 

(9) Set a starting date and a closing date for results announcement. 
(10) Set the number of no-shows (as a restriction on target respondents). For details, 

refer to 13-4. Setting the number of no-shows. 
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13-8. Setting target respondents for a class survey 

You may register or delete target respondents for each class survey. 

 

(1) Choose a class from the list of classes and click on Set target respondents. 

(2) A list of target respondents appears. 

(3) You may delete a student from the list of target respondents by clicking the mouse 

on the checkbox of the student concerned. 

(4) If you click delete all, a dialog box will appear, asking for your confirmation. Click on 

OK if you want to go ahead and delete all. 

 
 

(5) You may add or delete a specific student individually, by entering his/her student I.D. 

number in the textbox. 

(6) If you don’t know a student’s I.D. number, you can find it through a search engine. 

(7) Choose either “Register” or “Delete” and then click on Register individually or Delete 

individually. Then, a finalized list of target respondents will appear. 
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14. Cancelled Lectures and Supplementary Lectures 

14-1. Registering lecture cancellation and supplementary lectures (on 

a timetable) 

(1) This page (for cancelled lectures and supplementary lectures) shows all classes, but 

you can access your classes only. 

(2) Enter a faculty/graduate school, target grade of students and teacher’s code and click 

on Display. Then, classes that fit entered conditions will appear. Click on a timetable 

slot code. 

(3) On the screen, you can see a weekly schedule. If you want to move to a date other 

than that shown on the screen, you can go forward or backward by the year, week or 

day.   

 
Slot colors 

Change of classroom: yellow 

Cancelled lecture: pink 

Supplementary lecture: green 

Drill: blue 

 

(4) If you click on a timetable slot code shown on the screen, the following screen will 

appear. 

(5) Enter a reason for cancellation and remarks as necessary, and click on Register. 

In that case that your class has a sub-class, the sub-class will be automatically 

registered for lecture cancellation. 
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* If you register a cancellation through a timetable or through a list of classes, class 

information other than a reason for cancellation and remarks will be automatically 

entered on the above screen. 

 

(6) The dialog box asks you to confirm your inputs.  

Confirm your inputs and click on Register. 

 

(7) If there is any technical error with your inputs, the following error message will 

appear.  

* You may register a lecture cancellation up until one hour before the scheduled starting 

time of the lecture. 

If you cannot technically register a cancellation on the screen, contact the 

academic/student affairs section concerned.  



 
Academic Affairs Information System “URIBO-NET” User’s Manual  Kobe University 
 
 

 

 

59

 
(8) If there is no technical error with your inputs, the following screen will appear, and 

a tab that says “details” is shown in your slot. 

 

(9) If you click on the tab, details on the cancellation will appear. 

 

 
 
14-2. Registering lecture cancellation and supplementary lectures (on 

a list of classes) 

 

(1) This page (for cancelled lectures and supplementary lectures) shows all classes, but 

you can access your classes only. 

(2) Enter a faculty/graduate school, target grade of students and teacher’s code, and 

choose “Class list” on the “Display style” combo box. Click on Display, and classes 

that fit entered conditions will appear. Click on a timetable slot code. 



 
Academic Affairs Information System “URIBO-NET” User’s Manual  Kobe University 
 
 

 

 

60

(3) Do the same operations mentioned above at 14-1 (operations on a timetable). 

 
 

 

14-3. Deleting cancellation 

 
(1) If you desire to cancel your lecture cancellation, click on Cancel classroom 

changes/cancelled lectures/make-up lectures. 

 

(2) Confirm the information appearing on the screen, and click on Delete. 
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(3) The dialog box asks you to finalize your cancellation. Click OK to delete the data 

concerned. 

 

 

 

14-4. Viewing cancelled lectures or supplementary lectures 

(1) The top page on cancelled lectures and supplementary lectures shows all of your 

classes, but you can narrow the display range by setting conditions such as faculty, 

graduate school and target grade of students.  

(2) On the screen, you can see a weekly schedule. If you want to move to a date other 

than that shown on the screen, you can go forward or backward by the year, week or 

day. 

 
* Slot colors 

Change of classroom: yellow 

Cancelled lecture: pink 

Supplementary lecture: green 

Drill: blue 
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14-5. Viewing facility availability 

 

(1) You can view facility reservations of each faculty. 

(2) A “daily” or “weekly” display range can be selected.  

 

☆ Daily display 

 

 

 ☆ Weekly display 

 

 

 



 
Academic Affairs Information System “URIBO-NET” User’s Manual  Kobe University 
 
 

 

 

63

15. Bulletin Board 

15-1. Registering a notice 

(1) You may post a notice to students concerning your class. 

(2) In the Bulletin Board, there is a category (tab) that says “Class.” 

 
 

(3) If you click on this tab, you can go to the page to create a notice.  
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(4) If you don’t know a timetable slot code, you can search for it through a search engine. 

From search results shown on the screen, choose and click on a target class. 

 

 

 

 

* You must enter a timetable slot code to move to the next step to designate target 

students. 
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(5) Designating target students 

You can target “all students” or designate a specific group of students.  

If you desire to designate a specific group of students, click on Add. Then, a list of 

registered students will appear,  so that you can choose desired students. 

 

 

 

 

* If you need to delete a certain student, highlight that student, and click Delete. 

 

(6) You can register your message by clicking Register. Your notice will be shown on the 

noticeboard for students.  
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15-2. Updating your notice 

(1) You may update your previously registered notice. 

(2) In the Bulletin Board, click on the tab that says “Class.” 

(3) A list of your classes that have a registered notice appears.  

 

(4) Enter your message and click on Update. Then, the updated notice will be shown on 

the bulletin board for students.  
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15-3. Deleting a notice 

(1) You may delete your previously registered notice. 

(2) In the Bulletin Board, click on the tab that says “Class.” 

(3) A list of your classes that have a registered notice appears. 

(4) Choose a class that you want to delete a notice for. 

 
(5) The notice appears. You may delete the notice by clicking on Delete. 

 

(6) A dialog box appears and asks you to confirm your deletion. 

If you click on OK, your notice will be deleted. 
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15-4. Bulletin Board (Viewing notices) 

 

(1) You may view notices on the noticeboard. 

(2) In the Bulletin Board, click on the tab that says “Class.” 

When there is a notice that you have not opened yet, the number of such unread 

notices will be shown in parentheses.  

 

(3) Registered notices, if any, will appear in the list of classes. 

You can search a notice by entering search conditions such as a target year, 

faculty/graduate school, semester, or timetable slot code. 

 

 

15-5. Template setting for notices 

 

(1) You may edit, delete or create a template.  

(2) In the Bulletin Board, click on the tab that says “Class.” 

(3) A list of classes that have a registered template appears, and a tab that says “Create 

a new template” is shown.  
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(4) If you want to create a new template, click on “Create a new template.” 

(5) Enter a title and fill out other spaces and click on Register.  

 
When you create a notice by using a registered template, follow the procedure mentioned 

above at (1) to (3) of 15-1. Registering a notice to go to the page to create a notice, and 

click on Show Template at the bottom of the screen. 

 

(6) You may edit a registered template. After editing, click on Register. 

(7) You may delete a registered template by clicking on Delete.  

(8) The “O.K. to delete?” message appears. If you click on OK, the template concerned 

will be deleted. 

 

 


