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1. Report Examination

1.1. Courses with Report Examinations

Courses that utilize Report Examinations will have specified "Report Examination" as the
Grade Evaluation Method in the Online Syllabus for the course.

* A report that is required to be submitted during a course (Report for Continuous
Assessment) cannot be considered a "Report Examination®™.

1.2. Report Topic Announcement Method

All report topics will be announced on manaba+R.
* Report topics are not announced on CAMPUS WEB.

1.3. Report Submission

You must submit your report data to manaba+R by the submission deadline (See 1.5.
Report Examination Schedule).

* Report resubmissions and submissions after the deadline are not accepted for any reason.
It is recommended that the file name of the report be saved as the course title so that the
report of another subject is not accidentally submitted.

* For some courses, instructors will specify (when announcing Report Topics) that the report
must be submitted as a PDF file. In such cases, prior to submitting the report, you will
need to convert report files that are MS Word or other formats into a PDF file. (See 5.
Procedures for Converting MS Word Files into PDF Files.)

* For some courses, instructors may specify (when announcing Report Topics) that you need
to submit a report to a designated submission location instead of manaba+R. In such cases,
you need to print out the report, put on the prescribed report cover and submit it to the
designated submission location. (The submission deadline is the same as if submitting
through manaba+R.)

1.4. Differences between Report Examinations and Regular Reports on manaba+R

Ritsumeikan University considers Report Examinations as a replacement for Final
Examinations, and as such are handled differently than reports that are submitted during a
course (Reports for Continuous Assessment).

Report for

Report Examination
P Continuous Assessment

Unified date and time for all
courses (Refer to “1.5 Report | Depends on the course
Examination Schedule”)

Unified date and time for all
courses (Refer to “1.5 Report | Depends on the course
Examination Schedule”)

Start of Report
Acceptance Date

Report Submission
Deadline

Submissions after
Deadline
Report Resubmissions Not accepted Depends on the course

Not accepted Depends on the course




1.5. Report Examination Schedule

Semester
Spring Fall
. Early
Mid June Start of Report Acceptance
December

Report Submission Deadline (Must be submitted by 5:00

p-m. on the Submission Deadline for Report Examinations

specified in the academic calendar)

Late * Report resubmissions and submissions after the deadline are
Late July January not accepted for any reason.

* Since access to manaba+R is expected to be busiest just
before the submission deadline, it may take time to log in or
submit a report. Please do not wait until the last minute to
submit your report.




2. Use of manaba+R

The following Operating Systems and Internet browsers are compatible with manaba+R.

0S Browser

Windows Google Chrome / Mozilla Firefox / Internet
Explorer/Microsoft Edge 79 or later

Macintosh Safari / Mozilla Firefox

i0S Safari

Android Google Chrome

* Recommended OS versions are based on the supports by Google, Apple, and Microsoft
* Recommended browsers are based on the latest edition of the OS

* You can use some functions on smartphone optimized screens

* Please enable cookies and JavaScript in your browser.

* Depending on the browser type, you may not be able to submit PDF files to manaba+R.
In that case please change the browser.



3. Procedures for Confirming and Submitting Report Topics

Screen

Instructions

<manaba+R Login Screen>

R Web Single Sign-On

User ID

Password

| Infarmation

BEOEDIEER

SSOESICED. FIUT—23 000 ATRLTEERITAE. DV TZ3EE8E
HZENFTOT. FROBY IV Oy 2EMIEHN 2TOTIVYEBLT
TFEWAED/NY I ERBATHATSEEE. 975U EEALTTEWV).
HHETES

RAINBOW Web~—TZ DT
RATNBOWMDWebri—ZZ(F. RAINBOWH —EAZFIET S L TOEE S 0EEEES -

NZaTINEERELTEDEY.
RAINBOW Web~R—ZEC 5505 SBUVIIEHET.

@ Enter your RAINBOW
ID.

@ Enter your RAINBOW
ID password.

® Click the [Sign On]
button to login.




<Front Paae of manaba+R (Mv Paae)>

inanaba +R

ColEgRTAELE

IndexE ST THER T

© Whatsnew

Thers zre no items.
(The past three months’ items are displayed. You can browse more past items from "List 2"}

2017-11-01 (Wed)
taro ritsumei | Settings | Logout
Courses Q, Search | |[E¥Memos | | Attendance Card BEH
JA HEE CEHTERT,
LEEATOETT
[ Syllabus
Search

[Eearch for keyword Q

2 List all
> Advancad Search
2P My Courses Administration
> My syilabi
Mon Tue Wed Thu Fri Sat
[E—— Ei Submission History
TR RRA3—2R2 Thars is na submission history.
I - ¥ Listall
z |
= i
| A e
4 ‘ ‘DU can submit your
= " SITgNMents using &
2| - — smartphone.
Regular _2(5} c Flease be sware that
s ourse { no CW net sll phene types qualiy as
| smartphones.
Othe ? mansbs for smartphones
Other Coursas Attendance
Course Name Year Lecture Info Teacher Maee our Alterdanne! Submissior
here.
af test for student list 2017 » https:iiritstestat manabsa_jp
g 11022 ERDES () 2017
Mg 111111 test course1 2018 tara ritsume:
4 imegularCourse02 1101 2015 | Monday _I?ASRTCEMEI
& R Sl SEZEER 2017
d (EER X RED-21 2018 Tescher testl
47 [Ritsumeikan] Safety Comfirmation R Saely,
| Confirmation
W BEEFAO-—24 2017
S z RITEUME!
= - 2015
& JSB Test course 2015 ICHIRO
el > RITSUNME!
JSB Test o 115
" st course 2 201 s
Mg JSE Test course 3 2048 RITSUMEI

ICHIRD

@ Under the "Course
Name" section on the
front page, the courses
you have registered are
displayed in a list. Click
the course name of the
appropriate course with
a Report Examination.

<Individual Course Page>

anaba +R

4 My Page 4P Courses | =" Amouncement | 27 Portfolio Q, Search | |[Z/Memos | & Attendance Card LT ]
111111:test courset 2018
- {taroritsu
Tests | Surveys Assignments. [\ Projects Grades Forum Resources

4 Course News @ Threads {latest first)

Genersl | MEA >/ (—HANTERSHFTAL 201703 LARESFAL

¥ Course News

EE Resources [latest first)

[®) Submission History  4MCourse Schedule

L1} 20M7-03-17

» Threads

number of

ted
2016-00-00 14:28

manaba+R 2 89
Copyright £2013 Asahi et Ine. All Rights Rescrved

J If you have any reports that
have not been submitted, the
reports to be
submitted is displayed.

Assignments

ZE3.
1429

? Resources

® Click the "Assignments"
button displayed on the
individual course page.
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<Report Title Confirmation Screen>

2017-11-01 (Wed)

mutsuki kinugasa | Settings | Logout

® Report topics
announced for

4P Courses Announcement £ Portfolio Q, Search [E7 Memos | | Attendance Card BAiE COFreSpond | ng C|asseS
111111 test course1 ??;‘:_omumm . . .
4 ot are displayed in a list.
Tests | Surveys Assignments | Projects Grades Forum Resources
I Assignments @ Clle the tltle-
Status Start End
'@ (Reportbxam | RTRE h'gﬁ“?ﬁ?iﬂ 2017-08-3113:00 = 2018-01-23 1700
=i —Z M;CE‘S;;?‘E&U 2012-01-2915:00 | 2013-02-28 13:00
(Reporibam| ML FFX Submlct“z’ffé ey 2017-03-1510:00 | 2017-03-15 17:00
HEEDEFDDLI— I N 2017-03-21 14.05
(Reportbam| (L7R— 58] FRBFANTA b Submﬂg?é - 2017-03-0117:35 | 2017-03-31 17:35
(ReportExam | test wcs‘s;;_fﬁed 2017-05-1110:45 | 2017-05-12 17:00
BiRt S NT-00-31 16:40 | 2017-08-31 1655
Under the "Title" section, "Report
Exam" is displayed.
mj: ahi Net, hts Ref Pov ”
1 AT B
’ |Rnpm£xam| mHEER
St a—as
. . . n L. n
<Rebport Topbic Confirmation Screen> In the "Description
2017-11-01 (Wed) H
ba +R mutsuki kinugasa | Seftings | Logout COIumnl detalls Of the
4P Courses Announcement | £ Portfalio Q Search | [[E¥Memos | [ Attendance Card EEZ report t0p|c including
2016 .
\ 111111 test coursel -/ taro ritsumei requlred number Of
Tests | Surveys Assignments | Projects Grades Forum Resources.

Assignment Room

@AA/‘\ —~~

Confirm

Description

File format of the submission

Start

End

Portfolio / Settings

Allowing resubmission

Files

Status

No upload data is found

Finish

[Reportbam| #ERE

wE=EME  number of pages / characters
2,0002FELE

PDF of A4 size (Details)

2017-08-3113.00

2018-01-2317.00

Not added to anyone's portfolio. / Only available to collect the submissions.

Do not allow resubmission

In progress
Not submitted

[ZrILERBR ERENTLEEA @

* The file format of submissions is limited PDF of Ad size> Defails

» Assignments

window will open.

If you select a report data
file for step @, a new

characters/pages are
displayed.

If you are required to
submit the report to a
specified location, not
through manaba+R, the
instructions will be
displayed here.

® In some courses, the
course instructor will
specify that reports
must be submitted as a
PDF file.

Procedures for
converting report files
into PDF files are
outlined in section 5
below.

The submission period
is the same for all
Report Examination
courses.
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2017-114

mutsuki kinugasa | Seffings | Logout
m 4P Courses Anncuncement Portfolio Q Search | | B¢ Memos & Attendance Card B
2018
111111:test course1 g
-é -/ taro ritsumei
Tests Surveys Assignments | Projects Grades Forum Resources
Assignment Room
Upload File Fin
Description
File format of the submission FDF of A4 size (Detaiis)
Start 2017-08-31 12:00
End 2018-01-23 17:00
Portfolio / Settings Not added to anyone's portfolio.  Only avail

Allowing resubmission

Files

Status

Do not allow resubmission

n progress
Not submitted

201

Uploaded files (1 files)

71101 18:14 g

{ reporiDt.pdf

ZrilEagiR |

* The file format of submissi

=

The file uploaded in step
is displayed. If you
click on the file, the file
will open.

Submit

® |L

net yet been submittec)

The assignment has
You may uplosd m

To delete the file, cick |
if you leave this sereen without submitting
enterad will be ssvad

Click tne "Supmit’ button to submit

E assignment, the information you

» Assignments

- The submission has not been completed until you
click the [Submit] button. Be sure to click the
button.

- Reports cannot be resubmitted. Please be sure to
confirm that the uploaded file is correct before
clicking the [Submit] button.

- Depending on the browser type, you may not be
able to submit PDF files to manaba+R. In that
case please change the browser.

Report submissions
after the deadline will

not be permitted.

* Report Examinations
must be submitted by
5:00 p.m. on the
Submission Deadline for
Report Examinations
specified on the
Academic Calendar.

@ Submitted reports will
not be saved in the
portfolio in manaba+R.

@ Reports cannot be
resubmitted.

@ Click the [Browse]
button to choose a
report to submit.

@ Click the [Upload]
button.

® Click the [Submit]
button.
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<Report Data Submission Completion Screen>

2017-11-01 (Wed)

mutsuki kinugasa | Settings | Logout

28 Courses Amvouncement | 23 Portfolio Q Search | |EVMemos | | Attendance Card B&EE
201
111111 test course1 = .
-1 taro ritsumei
Tests | Surveys Projects Grades Forum Resources

| Assignment Room
Enter Contirm
[RepertExam | mEREE

WFI/IAZT  number of pages | charsciers
2,000 FL b
Description
uiz® Subject

2L

File format of the submission PDF of A4 size (Details)

Start 2017-08-21 13:00

End 2018-01-23 17-00

The report that you
submitted is
displayed.

Portfalio | Settings Not added to anyone's portfolio. ! Only aval

Allowing resubmission Do net allow resubmission
Files

n progress
ey Submitted

Assignment dtbacll teile i

Submitted files (1 fles)
.
2017-11-01 16:14 |7 reportDl.pdf

» Assignments

<Report Title Confirmation Screen>

2017-11-01 (Wed)

Seftings | Logout

aba+R

mutsuki kinugsss

P8 Courses Announcement | £ Portfalio Q Search | = Memos | 4 Amendance Card EhiE
2018
111111 :test coursel P s
-1 taro ritsumei
Tests ~  Surveys Assignments Projects Grades Forum Resources
| Assignments
Title Status start End
= In progress SRR 20120122 1700
[Feportmam| MERE S ey 2017-08-21 13:00 | 2012-01-22 17:00
[Cndwidesl | SESEE-EZ1—2 201201-20 1500 | 2013-02:28 18:00
_ Not sipmitted
P— i Ciffeed P 20170218 170
[RepertBaam | 1111 A—FFZ o et e 2017-03-16 10:00 | 2017-02-16 17:00
BEEDFDOLA— b Ei==d 2017-02-21 14:05

Mot sibmitted

[Feportbam| [Ldi—FE®] FAFFAFFAR 5ubm<i:ﬂ f,eif.eg. 2017-03-01 17:35 | 2017-03-31 17:35

Exam Cifsed 2017-05- [ 2017-05- 7:00
[FeportEsmm | test ok e 2017-05-11 10:45 | 2017-05-12 17:00

Confirm that "Submitted" is displayed
as the Status.

[Futuat Reviow | FRIBE

Status

In progress
Submitted (1 files)

@ Report submission has
been completed.
Confirm that
"Submitted" is displayed
as the "Status" on the
Report Title
Confirmation screen.




4. Procedures for Checking Submitted Report Data

Screen

Instructions

Courses Announcement £ Portfolio Q, Search = Memos |/ Attendance Card B&E
€1 Syllabus Search

=1, The scsinnment eEEEE= - & 1 hour age i i

[Flp The assignment "3SZ8RET" has been publishad bbiciee ,EB;_ S gt isfa,m-gi keyword || Q

o The srnouncement "2

ba+R

<Front Page of manaba+R>

2017-11-01 (Wed)

mutsuki kinugass | Setiings | Logout

@ Whatsnew

" has " 2017-10-21
s bear
ha: n distrin... 400

strstive Office Colleg

(The past thrae months' items sre Gisplayed. You csn browse more past itams from "List sii”}

P My Courses

Jlists

Wed

» Advanced Search

[E; Submission History
1111 16:21
[111111:test sourse]
2> Lista

Assignments on Smartphone
You can submit your
assignments using 8
SMEnphone.

Please be awsre that not

sll phana types quslify ss
smartohonas.’

3 manaba for smarphanas

Click =#

B Submission History

1M1 16:21
Eraszs
[111111:test course1]
» Listal

nce submission

® The course name and
submission date and
time are displayed in
[Submission History] on
My Page. Click the Ee
icon.

* Report Examinations will
not be saved in Portfolio.

4

<Submitted Report Data Confirmation Screen>

ba +R 2017-11-01 (Wed) gy
mutsuki kinugasa | Settings | Logout
AV Courses Announcement & Portfolio Q search [E¥ Memos | | Attendance Card B#iE
2016
111111:test course1
-{ taro ritsumei
Tests | Surveys Assignments Projects Grades Forum Resources.

| Assignment Room

Enter Confirm
[RoportBxam| BERR
wEHAE number of pages / characters
2,000
Description

File format of the submission

Start

End

Portfolio / Settings

Allowing resubmission

Files

Status

PDF of A4 size (Details)
2017-08-31 13:00
2018-01-23 17:00
Not added to anyone's pertfolie. / Only available to collect th

Do not allow resubmission

In progress
Submitted

T

Submitted files ( files)
2017-11-01 1614 [ report0 pot

& submissions.

> Assignments

@ The report file you
submitted is displayed. If
you click the file, you can
download it from
manaba+R.




5. Procedures for Converting MS Word Files into PDF Files

Usually, you can submit reports in file formats such as Microsoft Word, Excel, or Power Point
to manaba+R. However, for some courses, instructors will specify that a report must be
submitted as a PDF file. In such cases, prior to submitting the report, you will need to convert
it into a PDF file.

Procedures for converting a Microsoft Word file into a PDF file are explained below. (The
procedures can also be used for converting Excel or Power Point files.)

* The procedures described here are for MS Word, Excel, and Power Point 2016 or later. If
you are using the 2010 or earlier versions, or if your report was written by software other
than MS Word, Excel, and Power Point, the procedures will be different.

* MS Word 2016 or later, Excel 2016 or later , and Power Point 2016 or later are installed in
PCs placed in the Multimedia Rooms (MMR), computing facilities, and the Peer Learning
Room within the university. Please convert files in accordance with the following procedures.

Screen Instructions

LT - | ® Click the File
Click [File]. o SR e . - | tab displayed on

RECEE the upper part of
ﬂ_il: } InanabasR 0 b - BBV T the Screen_
alln ) IgsasRTSS0N LKA
. AHBEREY. AHEHERRY . o SXBr¥ Dz ALEEE,

@ Click [Export].

Open

= Your administrator has turned off the recent documents list. Pick a place to browse for a document.
(L) Recent
-

L3 misec

B AddaPlace

Adobe PDF L.
THRTE

Browse

10



©

® Click [Create
PDF/XPS].

New
Create a PDF/XPS Document
a Adobe PDF #1ER% /
pen Preserves layout, formatting, fonts, and images
. Content can't be easily changed
2ave
Fi ilabl th b
El. Create PDF{XPS D{}CUn‘Ient Fe€ VIEWErs are avallable on the wel
Save As
0 Ol
Adobe PDF B‘ Change File Type Create
RE PDF/XPS
Print
Share
Export
[v3 o T T ) i . .
@ Click [Options].
€« v A B> ThisPC v &  Search This PC o
Organize v B~ (]
s Quick access WiV Folders (6)
[ Microsoft Word o e £5] Documents J Downloscs
= =
[ This PC
B Desktop J} Music ) Pictures m Videos
[£ Documents L=
¥ Downloads + Devices and drives (3)
& Music . LocalDisk(C) Local Disk (D:)
=) Pi H I L __ EXE) DVD RW Drive (E)
) Pictures ; " 83.6 GB free -~ 18.8 GB free of 25.9 GB h- "
B Videos

“am Local Disk (C:)
- Local Disk (D:)
= kyozsi (\kyozai. ,

v Network locations (1)
kyozai (\\kyozai.ritsumei.ac,jp) (S

W™ 0078 freeof 1.05T8

File name: | reporti 0. pdf

Save as type: | PDF (*.pdf)

[ Open file after publishing

4 Hide Folders

Optimize for: @ Standard (publishing
online and printing)
O Minimum size
(publishing online)

Options...

Publish Cancel

11



Options ? X

Page range
® ail
(O Current page
Selection
O Page(s) From: |4 &l To: |4 o

Publish what

(® Document
Document showing markup
Include non-printing information
Create bookmarks using:
Headings
Word bookmarks
Document properties
Document structure tags for accessibility

ions /

Be sure to select
this to prevent
text corruption
caused by
conversion into
PDF.

0 19005-1 compliant (PDF/A); _—

BIIap Lext WIlEIT Tonts may not ve embedded

Encrypt the docyment with 3 password

®  Select

19005-1
compliant
(PDF/A)(1)" and
click the [OK]
button.

"ISO

<« v A @ ThisPC
Organize v

# Quickaccess [  Folders (6)

(@) Microsoft Word

7l Desktop 22 Documents

[ This PC -

B Desktop ) Music = Pictures

%) Documents L=

¥ Downloads v Devices and drives (3)

b Music - Local Disk (D:)

= n: " —

& Pictures -~ ~ 1 a6t

B Videos

& . v Network locations (1)
‘i Local Disk (C:)

= Local Disk (D) "
= lyozi (\kyozai. , & 100 TEBfreeo

kyozai (\\kyozai.ritsumei.ac.jp) (S:)

05TB

File name: [:epmxxxx.pdf

v/ & | Search This PC p

‘ Downloads
m Videos

DVD RW Drive (E:)
~

Save as type: | PDF (*.pdf)

[A Open file after publishing Optimize for: @) Standard (publishing
online and printing)
O Minimum size
(publishing online)

4 Hide Folders

Options...

S

® Specify a place
to save the file
and click the
[Publish] button.
The converted
report data will
be saved as a
PDF file in the
specified
location.
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