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Download the “grade-entering
system for instructors” onto the
desktop
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Before logging in, make sure to click on the “start update” button to begin the

automatic update process.
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After entering your instructor ID and password, click on the “log in” button.
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(Your instructor ID and password are the same as the ones you use to access the
school’s information system. If you have forgotten your password, please go to the

login page of the college’s information system to find out.)
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B EOFRTONCRIUS KL A A5
AL RSO AR B S #% (B A A5

Black letters mean that the system is

; open for entering data and searching. Red
wRE BE

Hus hm ®
om Bk | (A) RS | (B)IREE| (C)fiER | OiFuem | EBmanngy

SLETEE 0 [E120731823 [
I5TE, m”m

A ?Bjii’g Rkt A 1R (2006/05/05 08: OO~206J06;’30 2359
HVH ki A (URR ESH R SRR ES » ARE IR I 6

letters mean that the system is not open

for entering grades but can be searched.
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Before entering grades, please make sure that the percentage assigned to each
grade is correct. Enter grades only after adjusting the percentages.
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For foreign language courses, the percentages for quizzes, mid-term and final
exam are 50%, 25% and 25% respectively.
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For Chinese language courses, the percentages for quizzes, mid-term and final

exam are 40%, 30% and 30% respectively.
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B REF A gt b)Y 34, If you wish to change the percentages,
please first complete the Wenzao Ursuline College Grade Percentage Change
Application Form that can be found at the Wenzao home page ->
administrative unit -> download forms.
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Percentages are set by the instructor and stated in the course syllabus.
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For standardized courses such as service courses, request changes at the Registration
Section of the Office of Academic Affairs.
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Select the course and proceed to enter grades for (A)quizzes, (B)mid-term, (C)final
(D)Report of grades
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(If you have problems entering grades for conduct, please contact the Office of

Student Life.)
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Enter the number of times that grades need to be entered and click on the

“recalculate” button.
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Enter grades into the appropriate columns. At this moment, only the first three years

of junior college are evaluated twice every semester. Once the mid-term grades are

submitted, grades for quizzes before the mid-term cannot be changed.
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If the number of quizzes per semester changes, the number of columns for grades will

automatically increase accordingly.
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If the number of calculations change, please click on “recalculate” and then save the

file.
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To submit grades, please click on “send to Registration Section.” Once the grades are
submitted, they cannot be changed.

After submitting the grades, the following three dialog boxes will appear. Please
answer the questions accordingly.

A .After submitting the mid-term grades, changes can only be made through the
Registration Section. Are you sure you want to send? Yes/ Cancel
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C. The mid-term grades were successfully sent to the Registration Section. Please
print the grades report, sign it and deliver it to the Registration Section
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To submit grades, please click on “send to Registration Section.” Once the grades are

submitted, they cannot be changed.
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Before sending in grades for the final exam, please send in the grades for the

mid-term exam. Even if there are no mid-term grades for college and the fourth and

fifth year of junior college, they must still be sent to the Registration Section.
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Clicking on “order” will sort the file according to grade. A student’s place in the class

will appear in the place column.
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Four dialog boxes appear after sending in the grades. Please answer the questions
accordingly.

' @ AEHEERED - DERHEEERTERE (AN RERE A - TR AR O

A .Even if there are no mid-term exam grades for college and the fourth and fifth year
of junior college, they need to be sent to the Registration Section. Make sure that the
percentage assigned to the mid-term exam is 0.
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B. After submitting the final exam grades, changes can only be made through the
Registration Section. Are you sure you want to send? Yes/ Cancel

D. The final exam grades were successfully sent to the Registration Section. Please
print the grades report, sign it and deliver it to the Registration Section.
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Once the grades are sent in, they cannot be changed. Please double-check for accuracy
before submitting the grades.
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A printed copy of the grades must be signed and submitted to the department offices

by the due date.
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If the grades are not sent in, the signature box does not appear. Therefore, please click
on the “send” button to submit the mid-term and final grades.
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After setting the printing preferences, click on “print” and the report of your grades
will be printed.
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After clicking on the “save as” button, the system will present the “save as” screen.

You can then choose a format and then click on “save.”
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