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1. Default Display on the Portal Screen

(1) Portal top screen (after login)
After logging in from the pre-login portal top page, 
a screen tailored to the specific user type (student, faculty, staff, administrator) will be displayed.

Post-login portal top page

You can quickly access
the page you want from
the menu on the left.

You can check the latest announcements 
and the schedule for the day.
Frequently used menu items are linked, so 
you can easily access them with a click.
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2. Feature Overview

(1) Menu Structure
The following menu will be displayed on the portal screen. Click each icon to see the available functions.

Newly Arrived / Calendar Export

Student Information

Curriculum Information / Evaluation(Credit Summary) / Qualification Evaluation /
Course registration / Output Registered Student List  / Number of students /
Output Registered Student List per Class/Major
Output Schedule List per Facility / レポート提出・提出レポート参照
Graduation Thesis(Create Graduation Thesis Theme / Graduation Thesis Theme 
List / Selection of Graduation Thesis Students / GT Students / Supervisor List ) / 
Approval of Course Cancellation / Course Registration Change

Grade Entry / Registration inquiry / View Grades / credit earned inquiry /
Exam Schedule Input / View Final Exam Schedule (Instructors View)

Schedule Management / Calendar Export /
View Class Cancellations and Makeup Classes / View Facility Use Status
Register Class Cancellations and Makeup Classes

Syllabus inquiry / Syllabus registration

Create Questionnaire / View Questionnaire Responses and Results

Newly Arrived / Message Board

Download Center / Web Link Entry Link List / Forum

SA/TA Registration

Portal

Student Info

Registration

Grades・Exams

Schedule

Syllabus

Questionnaire

Bulletin Board

Other

SA/TA Regintration
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① Check for new notifications addressed to you 
→ You can use the "What's new" feature to check various announcements.

② Check the daily class schedule and individual schedule
→ Using the “My Schedule” feature, you can check the class schedules for the courses

you are teaching, as well as information on class cancellations, make-up classes, 
and classroom changes, along with the schedule for regular exams and your personal 
appointments. By specifying a URL, you can sync the academic calendar, class schedules, 
and exam information with an external calendar application.

③ Check information about the courses you teach
→ Using “Curriculum Information,”  you can post information about class cancellations, 

make-up classes, and classroom changes; post announcements for enrolled students; 
and distribute course materials.

④ Add frequently used features and websites to the portal
→ The "My links" features allows easy navigation within the portal. Grade entry

and other commonly used CampusSquare features can be accessed quickly 
through the "My links" feature without navigating through the standard left menu.

Curriculum Information

classroom changes

Canceled classes,
makeup classes,

classroom changes

Class notices

Distribute teaching
materials

My Schedule

classroom changes

Canceled classes,
makeup classes,

classroom changes

Regular exam
schedule

Personal schedule

Calendar linking

2. Feature Overview

(2) Convenient Features
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3. Main Features

(1) What's new
Notices, questionnaires, assignments and variety of information will appear on the portal top screen when updated.

Clicking the links will take you to each detail screen,
You can check the latest information.
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3. Main Features

(2) My Schedule
This feature will display the class schedule, canceled classes, makeup classes, classroom changes
and regular examinations for your current courses.

* The portal top screen displays 
the schedule for the current day.

* By changing the selected date, 
you may review the schedule for 
other days.

* You may filter the type of schedule 
entries displayed by selecting specific 
entry types. 
This allows efficient display of only the 
required schedule items.

* Clicking the   +  icon will display the 
schedule registration screen for that 
date.

* The calendar may be viewed using weekly or monthly display.

* Items may be assigned tags 
and colors for easy viewing.
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3. Main Features

(3) Calendar linking
① This feature allows public access to a file which may be imported into external calendar applications to access campus calendar
information, student course info (including canceled and makeup classes, classroom changes), regular examination details and faculty
instructed course info (including canceled and makeup classes, classroom changes).
② Personalized calendar file link URLs may be reset by clicking the reset button.

* Changes do not take effect immediately.

Calendar linked items: The following will be displayed at the title.
Normal: E2 Intermediate English
canceled: [canceled] E2 Intermediate English
makeup: [makeup] E2 Intermediate English
Room change: [Change] E2 Intermediate English
Regular Exam: [Exam] E2 Intermediate English
Report: [Report] E2 Intermediate English

Calendar items: Location will be displayed in the location field.
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(5) Student Information
This screen displays a list of any students to which you are currently assigned as an instructor.

3. Main Features

This list shows the following students:
・GT assigned students
・Students working on GT
・研究指導
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(16) View Facility Use Status
You may view facility reservation status on this screen.

3. Main Features

Navigate dates by week or day.

Filter by affiliation, facility group or building.

Change to single day view.

Facility use status may be viewed at the following address without completing login authorization.
https://csweb.u-aizu.ac.jp/campusweb/campussquare.do?_flowId=KHW0001310-flow

Change to week view.
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Administrators, moderators and target users may post comments.
① Clicking the "Add comment" button or the "Leave a comment on this article", "Send a report on this article" or "Edit" links to 
jump to the comment entry form at the bottom of this page.
② Please complete the required fields and click the "Submit comment" button.
③ To change the display type, click the "Flat display" or "Threaded display" buttons.

(19) Forum / Comment List (General Forum (forum) or Course Forum: flat display)
You may view a list of general forums or course forums (flat display) as well as leave comments.

④ Report comments will appear in red text.

3. Main Features
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(20) Forum / Comment List (General Forum (forum) or Course Forum: threaded display)
You may view a list of general forums or course forums (threaded display) as well as leave comments.

3. Main Features

(1) If you specify an article number when posting
Anchors are automatically added.
(2) When you select thread viewing,
They are displayed in the order of the articles they are linked 
to.
(3) Click the 'Add Comment' button, then 'Comment on this 
article',
Click the 'Report on this article' or 'Edit' links
Go to the comment section at the bottom of the screen.

Using the "Flat View" and "Thread View" buttons,
You can switch the display method.
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(21) Creating Questionnaires
This screen allows you to register basic questionnaire information.

3. Main Features

[ Basic Use ]
① Enter the basic information for the questionnaire.
② Please complete the title, start and end dates, questionnaire 

type and publication flag fields. If "Open to relevant instructors“
is selected, only coordinators for your instructed courses will be
able to view the results. If "Send reminder e-mail" is enabled, 
please enter the first reminder date and repeat settings.

③ Click the "Register" button. The questionnaire list screen will 
appear.

* If you access this screen by clicking the "Basic settings" button,
you will also have access to the "Update" and "Delete" buttons.

[ Basic Use ]
① A list of registered questionnaires will be displayed.
② To create a new questionnaire, click the “Register new

questionnaire" button.
③ To edit an existing questionnaire,

* To change basic information, click "Basic settings"
* To add, edit or remove questions, click "Question settings"
* To specify graders, click either "Grader settings" or "Response 

screen"
④ For questionnaires which have already been tabulated, clicking the 

"Response screen" button will display the questionnaire results 
screen.

* For questionnaires which have been tabulated the items listed 
under ③ will not be available.

⑤ You may click the "Response screen" button to see how questions
will be displayed on the respondent's screen.
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[ Basic Use ]
① To add a new question, click "Register new",

* To load load from an existing template, click "Load template"
* To create a new template, click "Register template"

(21) Creating Questionnaires
You may register questions using this screen.

3. Main Features

[ Basic Use ]
① To edit an existing question, click the number of the 

relevant question.

[ Basic Use ]
① For multiple-choice questions, first set the "number of

choices".
② Select the number of answers allowed and enter the 

question text.
* To allow responses in written format select the "Free

comment style" radio button and enter the maximum 
characters allowed.

③ Click the "Register" button when finished.

* If you access this screen by clicking the question number 
link, you will also have access to the "Update" and 
"Delete" buttons.
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(21) Creating Questionnaires
You may register respondent details using this screen.

3. Main Features

[ Basic Use ]
① By specifying your instructed courses, it is possible to

assign registered students as respondents for a 
questionnaire.

② Click the "select class and add" button. A list of 
instructed courses will be displayed. 

③ Select the appropriate course and click the "Register“
button.

* If respondents are already selected, you will be able to
use the "Delete" button as well.


