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001 Creating a Course Website 

Log into CEIBA with your Webmail account. After login, you will find a list 

of courses you are teaching this semester automatically imported by the 

system. If a course does not have a CEIBA course website, the rightmost 

button will read Create. 

 

Once a course website has been created, the button will read Manage. By 

clicking the Manage button, you can manage the course syllabus, TA 

permissions, student roster, and so on.  

 

 

Complete the following steps to create a course website:  

1. Click Create and you will see the screen below. 
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2. Course URL: Optional. CEIBA will automatically enter the course 

number here as a default. 

3. Default language: Please select the default language. The course 

website will be loaded in the default language. You can still switch 

between languages, but please note that Chinese and English pages 

work separately. Both languages are available for the course website 

and must be edited separately.  

4. Select how you would like to create the course website, with four 

creation modes to choose from: 

 Use the template: In this mode, the CEIBA course website template 

will be applied. The system will automatically import all information 

previously submitted to the Curriculum Division. This mode is 

recommended if you are teaching a new course or using CEIBA for 

the first time.  
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 Duplicate an existing course content: Copy all or partial content from 

an existing course website and transfer to this new course website.  

 Upload my own course pages: Select this mode if you are creating 

pages on your own and just making use of CEIBA’s upload and 

storage or interactive features such as the forum. 

 Link to an external URL: If you already have a course website on 

another server, you can select this option and fill in the existing URL.  

Please note that once the course website is created, you cannot go 

back and change the creation mode. 

Click on Next Step to confirm or edit course information. 

5. If you choose to use the template for CEIBA course website, all 

information previously submitted to the Curriculum Division will be 

imported. Click OK to complete the creation of your course website. 

You can edit the syllabus and other features afterwards. 

Here is a review of the steps to create a course website: 

 

And that is how you create a course website on CEIBA. 

  

Click OK to finish creating a course website 

You can edit syllabus and other features afterwards 

When using templates, the system imports information previously 

submitted to the Curriculum Division  

Confirm or edit relevant information 

Please note: Once created, you cannot go back and choose another method 

Choose a method: Use system template, copy existing course website, 

upload webpages, or link to an existing website 

On the list of courses, click on Create 
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002 Adding a Teaching Assistant (TA) 

1. Log into CEIBA and click on Manage to see the main menu.  

 

2. Find User & Privileges in the main menu and click on the Enter 

button.  
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3. Click on Website TA Settings in the submenu.  

 

4. Fill in the TA’s account.  

Please note that the TA account always starts with “ta_” in its 

username. If your TA does not have an account, you can create one 

here by simply filling in an alphanumeric username with 5-12 

characters.  

 

5. Click on the Confirm the Add button. 

6. If you fill in the TA’s existing account, the system will import the 

TA’s basic information;  

7. If you fill in a new username for the TA, please put in the TA’s name, 

phone number, and email address, respectively.  
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8. The system will send TA username and password to the email address 

provided, so please make sure you put in the correct address. 

9. In the Function Selection section, check the boxes to set permissions 

for the TA.  

10. The TA’s name will show up on the list of TAs.  

11. To manage permissions for a TA, click on the Edit icon; to delete a TA, 

click on the Delete icon. 
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003 Uploading Course Materials 

1. Log into CEIBA course management. Find Schedule & Content in the 

main menu and click on the Enter button to manage.  
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2. Click on the Modify icon for the week you wish to upload materials.  

 

 

3. Click on Upload File in the Content section. 
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4. Below in the File Management section, choose Browse & Upload. 

 

 

5. Click on the Select File button. A dialog will pop up for you to locate 

the file on your computer. Select your file and click on Open.  
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6. The Select File dialog will close itself and you will see the file path in 

the box next to the button. Click on the Upload button.  

 

 

7. If the upload is successful, the file name will appear below the upload 

box. If you need to upload multiple files, please repeat the steps 

above. 

 



11 
 

8. If you wish to publish the files on a specific date, please set the display 

date.  

 

9. After checking that all items are correct, click on the OK button at the 

bottom of   the page.  

10. A dialog will pop up to confirm that it has been updated. After clicking 

on OK, you have completed the steps to upload course materials. 
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004 Creating an Assignment 

Log into CEIBA course management and find Assignment Management in 

the main menu.  

1. To enable the Assignment section, click on Enable on the left of 

Assignment Management and then click on Function Setting at the 

bottom. 

 

 

2. Click on the Enter button on the right to manage assignments. 
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3. Click on 「New Assignment」 in the upper right corner of the 

assignment list.  

 

 

4. In the form here, fill in the required information in order:  

(1) Assignment Title: Please enter the assignment name.  

(2) Relevant File: Only one attachment file can be uploaded. If you 

need to upload multiple files, it is recommended to upload a 

zipped file. File names should be alphanumeric. Please do not use 

Chinese characters, special symbols (like #,@,&), or spaces in file 

names to avoid error messages like “File cannot be displayed.”  

(3) Relevant URL: If there is a relevant web page, enter the URL here for 

viewers to visit.  

(4) Type: The assignment can be set as an individual or group 

assignment. (For group assignments, please be sure to group the 

students first.) 

(5) Submission Method: In the dropdown menu, select “Submit 

online” or “Other methods” and enter the specified method in 

the text box. For example, “email to TA,” “email to instructor,” 

“hand in hard copies,” and so on.  

(6) Grade Percentage: Go to the Final Grade Management section to 

add this assignment as a grade item, or simply put in the 

percentage here. 

(7) Grading: Please choose between numerical grades and letter 

grades. 

(8) Due Date: The default due date is the date you create the 
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assignment. Please set a new due date or make the due date 

indefinite.  

(9) Accept late submission after the due date: If you choose No, late 

submissions cannot be uploaded; if you choose Yes, students can 

still submit assignments after the due date, but the submission 

date will be marked in red as late. 

(10) Announced Date: The default is the date you create the assignment. 

You can set a different date for it to show up on the course website.  

 

5. After checking that all items are correct, click on the OK button.  

6. A dialog will pop up to confirm that it has been updated. Click OK. 

7. The new assignment will appear on the assignment list.  
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005 Creating a Group Assignment 

Please be sure to group the students first. Follow the steps to group 

students:  

1. Log into CEIBA course management. Find User & Privileges and click 

on the Enter button.  

 

2. Click on 「Group」 in the upper right corner.  
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3. Set up the total number of groups in the course. Click on 「OK」 when 

you are done.  

 

4. A dialog will pop up to confirm that “The total number of groups has 

been set. Please continue grouping students.” Click OK.  
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5. Use the rightmost dropdown menus to assign each student to a 

group. 

 

6. After grouping all students on one page, be sure to click on 「Save the 

Page」 to save your settings. 

7. Finally, refer to「 004 Creating an Assignment」 and select the 

assignment type as group assignment.  
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006 Grading Assignments 

1. Log into CEIBA course management. Find Assignment Management in 

the main menu and click on the Enter button on the right to manage. 

 

2. Click on Grade Assignments above the assignment list.  
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3. Find the grade item on the list. On the right of the item, you can set if 

the grades will be public: 

 Show Class: Students will be able to see grades of the entire class. 

 Show Individual: Students will be able to see their own grade.  

 Not Shown: Grades will not be shown on the website.  

 

4. Click on the Grade Assignment button to grade. 

 

5. Once a student submits an assignment, there will be a timestamp in 

the Submission Date column. In the Uploaded File column is a link to 

the student’s uploaded assignment. Click on the link to open the file, 

or right click and “Save as” to download the file to your computer. If 

both columns are blank, it indicates that the student has not uploaded 

an assignment. 
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6. Mark the assignment by giving it a grade. If you have comments, type it 

in the Comments box.  

7. Before leaving or going to the next page, be sure to click on Save the 

Page. 
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07 Managing Final Grades 

1. Log into CEIBA course management. Find Final Grades Management in 

the main menu.  

2. To enable Final Grades Management, click on Enable on the left under 

Functions, and then click on Function Setting at the bottom. 

 

 

3. Click on the Enter button on the right to manage.  

4. Click on Create an Item in the upper right corner of the item list. 



22 
 

 

5. In the form here, fill in the required information in order: 

(1) Category: Main Item, Sub Item, and Attendance. Please note that to 

add a sub item, you need to have a main item first. 

(2) Item Title: Please fill in the title of the grade item, for example 

“midterm exam” or “quiz scores.” 

(3) Grade Percentage: In 0-100 please enter the item’s percentage of 

total, final grades. 

(4) Grading: Please choose between numerical grades and letter 

grades. 

(5) Show Grades: Grades can be set to Not Shown, Show Individual, or 

Show Class. The default is Not Shown. The default of sub items is 

that of the main item. 
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6. After checking that all items are correct, click on the OK button. 

7. A dialog will pop up to confirm that it has been updated. Click on OK. 

8. The new grade item will appear on the item list. 

 

Tips: 

(1) It is recommended to create all main items first, and then create sub 

items.  

(2) The total for all sub items under one main item must equal 100%, so 

that grades of the main item can be calculated correctly.  

For example in the screenshot, the three sub items are 20%, 30%, and 50% 

respectively, and they make up 100% together.  
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008  Importing Final Grades 

If you already have the final grades in an Excel spreadsheet, you can 

import it directly to CEIBA. 

1. Delete cells including item titles. The only cells left are student IDs and 

grades. If you have comments, add double quotes before and after 

your comment.  

 

2. In Excel, click on File > Save As, and choose to save your Excel file as 

CSV (Comma delimited). 
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3. Log into CEIBA course management. Find Final Grade Management in 

the main menu. Check again that your Final Grade Management is 

Enabled. Click on Enter on the right to manage.  
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4. Find the grade item you are importing and click on the Enter icon. 

(If you haven’t set up a grade item, please refer to the previous 

steps to manage final grades.) 
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5. Click on Import Grades in the upper right corner. 

 

 

6. Select Import in the Options section.  

 

7. Click on the Select File button. Locate the final grades file and click on 

Open.  

8. Click on Import and a dialog will pop up to confirm that grades import 
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has been successful. Click on the OK button.  

Tips: 

(1) There must be no blanks before or after the student ID, the grades, 

and the comments in the Spreadsheet cells.  

(2) The title of the import file is preferably alphanumeric, with no special 

symbols or blank spaces, to avoid system errors. 

(3) Please note that grading in the import file should be the same as the 

setting in the CEIBA system. If it is set to letter grades on CEIBA, then the 

import grades should also be letter grades.  
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009  Merging Courses 

For two classes to merge, it is necessary that: 

1. The courses are created by the same main instructor. 

2. One of them has a CEIBA course website while the other one does not.  

If both courses have set up CEIBA course websites and need to be 

merged, please back up your data first. Send an email to 

ntuceiba@ntu.edu.tw and someone in charge will help delete your 

course website from the backend. After one of the course websites is 

gone, follow the steps below to merge courses:  

 

(1) Log into CEIBA course management. Find User & Privileges in the 

main menu. 

 

(2) Click on Merge Classes. The system will list out courses you are 

teaching this semester that have no course websites. 
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(3) Click on Merge. The system will take students in the course 

without a website to the current course that has a website. 
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010  Adding auditors 

To add auditors, you should know these different account types: 

1. NTU auditors: An NTU auditor is also an NTU student, so only 

the student ID is needed for the system to import student 

information. On the roster, the student will be marked as an 

NTU auditor. This type of account works like an NTU student 

account with access to all functions on CEIBA.  

 

2. Non-NTU students or non-NTU auditors: Put in the 

student’s name and email address, and the system will send 

an email to the student regarding CEIBA username and 

password. If the student has applied for an account before, 

the system will send an email with the same username. There 

will be no password in the email as it remains the same as 

before.  

 

3. Auditors (with no access to uploading assignments): Put in the 

student’s name and email address, and the system will send 

an email to the student regarding CEIBA username and 

password. If the student has applied for an account before, 

the system will send an email with the same username. There 

will be no password in the email as it remains the same as 

before.  
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(1) Log into CEIBA course management. Find User & Privileges in the 

main menu. 

 

 

(2) Click on Merge Classes. The system will list out courses you are 

teaching this semester that have no course websites.  

 

(3) Select the auditor type. 
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(4) Enter the student’s data. 

 

 


