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I. IntroducƟon 
The University Management System (UMS) funcƟons as a centralized plaƞorm, providing its 

users with an all-in-one soluƟon. This system enables faculty members to easily access 

different features, including their personal and professional profiles, current semester 

workload, and other relevant informaƟon. Everything is displayed on a single screen for 

simplified access and convenience. 

This user guide is designed to assist faculty in using the University Management System (UMS) 

effortlessly. It provides detailed steps for tasks such as marking aƩendance, uploading grades, 

and reviewing feedback from students on Ffaculty and Ccourse EvaluaƟons.  

 

II. Faculty Login  
The UMS can be accessed through the following link: 

hƩps://ums.iba.edu.pk/ 

The users can log in to the system using their acƟve directory credenƟals i.e., the same 

credenƟals faculty use to log in to the IBA’s Wi-Fi network.  

 

III. System Overview 
Upon logging into the University Management System (UMS), the user will be directed to the 

Dashboard screen. This dashboard serves as a centralized hub where faculty can access key 

informaƟon in one locaƟon as shown below in Figure 1. 

 

Figure 1 Main Faculty Screen 

 

 



IV. Features Set 
(insert image) 

 

1. Main Page 
The landing page serves as the central hub, providing faculty with a quick overview of essenƟal 

informaƟon for the current semester. 

2. Course Details 
This secƟon presents a summary of the courses the faculty is currently teaching. It includes 

informaƟon such as the number of courses, class duraƟon, and class numbers. This gives 

faculty members a convenient snapshot of their teaching commitments. 

3. Day and Time  
Faculty can easily access informaƟon about the days and Ɵmes of their classes. 

4. LocaƟon  
Indicates the specific locaƟons where classes are scheduled. 

5. Students  
Displays the total number of students enrolled in each course. This feature allows faculty to 

be aware of the class size and facilitates effecƟve communicaƟon and interacƟon with 

students. 

6. EvaluaƟon  
By clicking on the evaluaƟon buƩon, faculty can access valuable feedback from students 

submiƩed anonymously. This feature promotes conƟnuous improvement in teaching 

methods and course delivery. 

7. AƩendance 
Clicking the “AƩendance” buƩon enables faculty to conduct manual aƩendance for their 

class students on a session-by-session basis. 

 

8. Code Seƫngs 
Step 1: When the faculty clicks the "Code Seƫngs" buƩon, a pop-up window will appear, 

prompƟng code validity, as depicted below. 



Step 2: Click on the Save buƩon to submit the code seƫngs. 

 

 

9. Grades 
To upload students’ grades, click on the buƩon “Upload Grade” located in the final column of the 

main faculty screen, as shown below. 

 

  



9.1 How to post Incomplete (I) Grade 
 

First click on the Upload grade opƟon on the main dashboard  

 

 

AŌer that, click on upload grades opƟon 

 

 

AŌer downloading and uploading the Excel file, click on 'Calculate Grades'. Then, click 'Release 

Grades'. Once grades are released, you can mark the 'I' (Incomplete) grade for a specific student  

 

  



Click on the I (Incomplete) grade check box 

 

 

Then aŌer that you can post the grade by clicking on “Post” 

 

Note: First, click on Calculate Grades, then click Release Grades. AŌer that, you can mark the 

Incomplete (I) grade. Finally, you can Post the Grades. 

10. Past  
The Past tab allows faculty to access informaƟon and workload related to past semesters, 

aiding in historical record keeping and reference. 

11. Future 
(Development in progress) 

12. Profile 

12.1. Personal 
This tab ccontains personal informaƟon about the faculty members. 

12.2. EducaƟon 
Displays the faculty member's educaƟonal background, providing context to students 

and colleagues. 

12.2.1. How to edit/update your EducaƟon? 

Step 1: Navigate to the "AcƟon" column and click on the icon. A pop-up window 

will appear, as illustrated in the figure below. 



 

Step 2: AŌer making the necessary edits, click on the "Update" buƩon to save 

your changes.  

 

12.2.2.  How to add your EducaƟon? 
Step 1: To add a new EducaƟon/QualificaƟon, click on the “Add EducaƟon” 

buƩon at the top right side of the screen. 

 

 

Step 2: Fill in the required fields and click on the “Save” buƩon to submit your 

educaƟonal details successfully. 



 

 

12.3. Experience 
Highlights the professional experience of the faculty, showcasing experƟse and 

qualificaƟons. 

 

12.3.1. How to edit/update your Experience? 

Step 1: Navigate to the "AcƟon" column and click on the icon. A pop-up window 

will appear, as illustrated in the figure below. 

Step 2: AŌer making the necessary edits, click on the "Update" buƩon to save 

your changes.  

 

12.3.2. Adding your recent Experience 
Step 1: Click on the “Add Experience” buƩon located at the top-right corner of 

the screen. 

 

Step 2: Complete the necessary fields and then click the “Save” buƩon to 

successfully submit your experience details. 

 

 

 


