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Introduction

Integrated Course Online Data Entry System (iCODES) is an online management system 
designed to manage a course assessment and reporting. iCODES Common is one of the 
iCODES series desiged to manage common course which normally assessed with assignment, 
test, quiz and exam. With iCODES, all marks and reports are auto-generated in a centralized 
and systematic system. It is designed to effectively manage the assessment and reporting, 
especially those with many sections. 

iCODES main architecture is the seamless live integration of the following 3 main Google 
Tools templates:
1.Lecturer File (Google sheets) 
2.Coordinator File (Google sheets)
3.Slide Presentation File (Google slides)

This manual is a guide on how to setup and customized the above templates. Additionally, 
important Google Sheets formulas are described along the steps.

3



4

iCODES Google Tools Integration
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Organizing the Google Accounts

iCODES Common involve admin, coordinators and lecturer as the users with different Google 
accounts. Below is how the status of these users for the iCODES Common files should be set.

Table 2: Users Status

No File Admin Coordinator Lecturer

1 Master Files Owner - -

2 Coordinator File Owner Editor -

3 Lecturer File Editor Owner Editor
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Basic Google Sheets Layout

1. Filename

2. File URL

3. Save Status

4. User

5. Sheets navigation

6. Sheets
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Preparing the Files
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Quick Guide

Coordinator
customize the 

marks entry tables 
if needed

Coordinator
copy Lecturer 

File

Admin copy 
Coordinator 

File & share to 
coordinators

Coordinator 
Set PLO & CLO

Coordinator
duplicate Lecturer 

File for all sections & 
share to lecturers

Coordinator link the 
Lecturer Files to the 

Coordinator File

01 02 03 04 05 06

Note: Following the sequence for some of steps above is optional.
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Copy the Lecturer File Template

1. Open the template* → File 
→ Make a copy.

2. Rename the file.

3. Choose destination folder.

4. Tick the other option if 
needed.

*Filename of the template is 
iCODES … - Sec.## (Master Copy).
*Admin will share the Master Copy 
template to coordinators.

*Refer page 22 & 23 On how to 
open a shared file.
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Set PLO Mapping in PLO Sheet

1. Choose category 
(limited to 5 items per 
category).

2. Enter the assessment 
name (limited to 20 
items).

3. Enter the full mark of 
the assessment.

4. Enter the percentage of 
the assessment.

5. Choose CLO.

6. Tick one PLO.

1 2 3 4 5 6
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Enter CLO Statement in CAR Sheet

1. Enter CLO statement 
in table 2.

2. The CLO statement 
can be found from the 
course outline.

02

1
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Customize Marks-Entry Table

1. Add assessment sub-item 
in Assignment, Test, Quiz 
and Exam sheets when 
necessary or there are 
more than five assessment 
items in one category.

2. If sub-items are added to 
the table, the left 
assessment item columns 
should be written with 
formula.

Note: If you have a separate file to 
record marks, and later enter the 
marks to iCODES Common, you can 
consult with us to integrate your 
entry-marks tables.

12
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In this example, student will 
answer only 2 out of 3 

questions in Part 2

Formula to sum the 
marks for Part 1 and Part 
2 should be entered here
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Duplicate the Lecturer File for All Sections

1. Open the prepared 
Lecturer File → File →
Make a copy.

2. Rename the file by 
section.

3. Choose destination 
folder.

4. Tick the other option if 
needed.
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Share the Duplicated Files to Lecturers

1. Click the green share 
button.

2. Enter the lecturer and 
the admin* email 
addresses**.

3. Choose access type as 
editor.

4. Click send.

*obeske@fke.utm.my

**One file should be shared 
to one lecturer only.

04
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Copy and Share file from Google Drive

1. Instead of copy and 
share file from within 
the file itself, copy and 
share the file can also 
be done through 
Google Drive.

2. To copy, right click the 
file → choose Make a 
copy → rename the 
file.

3. To share, right click 
the file → choose 
Share → enter email 
address → click Done
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Copy the Coordinator File Template

1. Open the template* →
File → Make a copy.

2. Rename the file.

3. Choose destination 
folder.

4. Tick the other option if 
needed.

*Filename of the template is 
iCODES … - Coordinator 
(Master Copy)

1

2

3

4

05



18

Share File to Coordinator

1. Click the green share 
button.

2. Enter the coordinator 
email addresses.

3. Choose access type as 
editor.

4. Click send.

05
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Link the Lecturer Files

1. In Section List sheet, 
insert the Lecturer 
Files link into the Link 
column.

2. To connect the file, 
hover to the error cell 
(#REF) and click Allow 
access.

3. The Lecturer Files are 
linked when the 
checkbox is ticked.

06
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Transfer Data to Google Slides

1. Select and copy table 2. Paste to Google Slides. Select Link 

to spreadsheet

3. Adjust the size of the table

07
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Using the Lecturer Files
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Accessing the File Through Link

1. Lecturer File created by the coordinator will be shared to the lecturer using the @utm.my 
email (or other Gmail account given to the coordinator).

2. To access the Lecturer File, click the link given by the coordinator, or search the file in the 
shared folder of your Google Drive.

3. When opening the file, make sure the web browser is login with the same Google account 
use in sharing the file.
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Accessing the File Through Google Drive

1. Open Google Drive by 
selecting the Drive 
icon from the 9 dots 
menu at the top right 
of the web browser.

2. Choose ‘Shared with 
me’ from the left 
panel.

3. Find the file and 
double click to open.

2
3 1
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Organizing the Shared File by Creating a 
Shortcut to Your Drive

1. Right click the file →
choose Add shortcut to 
Drive.

2. Click My Drive →
navigate to a preferred 
folder → click ADD 
SHORTCUT.

3. Click       to add new 
folder for the shortcut if 
necessary.
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Organizing the Shared File by Adding to 
Starred Folder

1. Right click the file →
choose Add to Starred.

2. The file is now added to 
the Starred Folder. Click 
the Starred folder at the 
left panel of the drive.
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Home Sheet

1. Enter the name, 
course name, course 
code, section, 
program*, session and 
semester.

2. Click the links to 
navigate to the 
available sheets.

*The program name will be 
used to set the passing 
marks. Make sure the 
program name is written 
correctly for undergraduate 
and master program.
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Student List Sheet

1. Download student list 
from AIMS or GSMS. 

2. Copy and paste the 
downloaded list to 
the table.

3. Follow the paste 
instruction written 
above the table

11
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PLO Sheet

1. Add or modify the 
assessment mapping 
set by the coordinator 
when necessary.

2. Refer to page 11 on 
how to setup the PLO 
mapping.

12
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Main Sheet

1. Main sheet summarize 
the student’s marks.

2. No need to enter any 
marks or details in this 
sheet.

3. Scroll down the sheet 
further, there are 
charts showing the 
student’s 
performance.

13
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Marks-Entry Sheet

1. There are four 
Marks-entry sheets; 
Assignment, Test, 
Quiz and Exam.

2. Enter the marks in the 
white columns.

3. Marks in the grey 
columns are 
auto-calculated.

4. Average of the marks 
is shown at the 
bottom of the table.

14
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Saving the Marks

The marks will be automatically 
saved to Google drive when 
connected to the internet, or 
saved to the device when not 
connected to the internet (need 
to enable offline mode). 

In order the marks to reach the 
coordinator, connect to the 
internet and make sure the save 
status is

No other marks submission 
process is needed.

14
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CAR Sheet

1. Course Assessment 
Report (CAR) is shown 
in this sheet.

2. All required counts and 
scores in Table 1 to 4 
are auto-computed.

3. Lecturer is required to 
fill Table 5 to 10 to 
complete the CAR.

2 3

15
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Individual PLO Sheet

1. All data in this sheet 
are auto-generated. 

2. Fail students are 
display in grey 
coloured text.

3. Grey coloured rows 
shows the average 
PLO, count of 
individual 
achievement and 
several others 
attainment scores.

16
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PLO by Program Sheet

1. This sheet display the 
individual PLO score 
by program. Select 
the program from the 
dropdown menu list.

2. Tick the checkbox to 
hide fail students.

3. Values in the grey 
coloured rows will be 
auto-computed 
based on the 
selected program.

17
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Using the Coordinator Files

03
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Home Sheet

1. Enter the coordinator 
name, course name, 
course code, session 
and semester in the 
Home sheet.

18
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CASR Sheet

1. All the scores are auto-
generated.

2. The only scores need to 
entered by coordinator 
is the previous semester 
scores of Table 3.

3. Coordinator should 
complete the 
modification, reflection, 
feedback and 
suggestion section.

1
3

19
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CAR Sheet

1. Choose section from 
the dropdown menu to 
display the CAR, which 
is imported from the 
lecturer file.

1

20



39

PLO Sheet

1. Choose program and 
section from the 
dropdown menu to 
list down the 
individual PLO by 
program and section.

2. Tick the checkbox to 
hide the failed 
students.

1 2
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Chart Sheet

1. Chart Sheet plots the 
average PLO score, 
individual PLO score 
and grade distribution 
in charts.
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Troubleshooting

No Issue Solution

1. Lecturer File: 
Assessment item not appear in the marks entry 
sheet (Assignment, Test, Quiz or Exam).

In PLO sheet, select again the category of the 
assessment item from the dropdown menu.

2. Lecturer File:
PLO and CLO scores are greater than 1.

Make sure the entered marks is not greater than 
the maximum assessment mark.

3. Lecturer File:
The PLOs does not show any score, but display a ‘-’ 
sign.

Make sure one PLO is selected for each 
assessment, no less or more.

4. Coordinator File:
PLO Score chart shows no data for the left chart.

Fill in the previous semester score in table 3 within 
the CASR sheet.

5. Coordinator File:
Few column shows error message #REF after the 
lecturer file’s link is written to the link column.

Click the cell with the #REF error message. Then, 
click allow access from the popup menu.
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