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After entering your instructor ID ~ password and randon text, click on the “log in” button.
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(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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(=) #3$ 8 Courses you are teaching
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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.

> FRFIAD TR F P bR 2 PRt 40% ~30% 2 30% o
For Chinese language courses, the percentages for quizzes, mid-term and final exam are

40%, 30% and 30% respectively.

I ELE *w; FRPT-FRE IR oA TR T2 FF L R
{ s gt v ¥ 34 If you wish to change the percentages, please first complete the
Wenzao Ursullne 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 standardlzed courses such as service courses, request changes at the Registration Section
of the Office of Academic Affairs/ Academic Affairs Section of Continuing Education
Division.
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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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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 “save” button and then save the file.
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When the number of quizzes is changed, unsaved data will be
refreshed. Are you sure you want to change the number of quizzes?
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() ## =54~ Entering mid-term exam grades
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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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Grade submission is completed after midterm grades are
submitted. Please apply to the Registration Section for changes to
be made according to the rules.

| me 1| ms |

B. The mid-term grades were successfully sent to the Registration Section. Please print the grades
report, keep it on your own.
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=5 Midterm grades have been successfully submitted to the
Registration Section. Please print out the grade submission sheet
for storage and reference purposes.




(=) B4 ﬁi%l » Entering final exam grades.
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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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Four dialog boxes appear after sending in the grades. Please answer the questions accordingly.

A 2R FdRlmz]lasEy? 3% 8 [ ]'+ k%5 5o Midterm grades have
not yet been submitted. Click on the “Yes” button to submit Midterm grads, or the “No” button
to return to the page of semester grade entry.

‘mERe _ .- « =)

&) FrmEREE EERETE "TEEHETHE, 5 s TEREH
* Midterm grades have not yet been submitted. Click on the “Yes”
button to submit Midterm grades, or the “No” button to return
to the page of semester grade entry.
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T_1B ¥ 24 o After submitting the final exam grades, changes can only be made through
the Registration Section. Are you sure you want to send? Yes/ Cancel.

CES =)

9 EEHMEREE  TRECTERSR  UREEREFERIREEEM
Y P - EEREEESRE?
Grade submission is completed after semester grades are
submitted. Please apply to the Registration Section for changes to
be made according to the rules.
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CEHAG: 3 BEiap v ol 25858 p 793 - The final exam grades were
successfully sent to the Registration Section. Please print the grades report,
keep it on your own.
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“ Semester grades have been successfully submitted to the
Registration Section. Please print out the grade submission sheet
for storage and reference purposes.
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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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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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How to edit export data:

1. Click on the right mouse button, and save the file as .csv format

2. Open the .csv file with the Microsoft Excel, and edit it.
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After setting the printing preferences, click on “print” and the report of your grades will be printed.




(~) =z % Alert notification
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shows the courses that the instructor is teaching. After selecting the alert course, list of
students will be displayed
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% o Select students who received alert, and warning reasons and suggestions will appear.
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4-1 3f & Jp ¥] 9 i - Select reasons for alert
4-2 8%

=3k 9 i¥ - Select suggestions for learning.

3 & ® Reasons for alert and suggestions for learning

4-3 Fe [Fzzniz ) ] = Tt § 4 ol ¢ 3f & 17 o Click on “Confirm and Submit”
to complete the process
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xIf additional reasons for alert have to be
described, please click on “Others (input by the
EE
instructor)”, and a pop-up window of “Input
reasons” will appear. After inputting, please
click on “Confirm” to complete the process.
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a learning improvement plan to the instructor
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screen, please click on “date options”

“Please submit

B WK Suzzestions

FrpHIEPEFR
The date has to be filled

EDEER

a calendar will pop-up on

which will remind students to submit the plan

before the chosen date. Please click on

10




“Confirm” to complete the process
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(T A | 5 k% ~3p% F w ) o There are three options: “Receiving
counseling and assistance,” “No counseling and assistance required,” and “Not
receiving counseling and assistance yet.” After inputting data of students, please
select “Receiving counseling and assistance.” If no data are found in the alert
course, please select “No counseling and assistance required” and click on “Save”
to finish the process. ("Not Tutored” is the default state)

6.7 B4 P o EH 4 T~ 27 &7 F4” - Click on “Save” after inputting
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(1) EFEFAAMRTFERLIv&FTRE s Instructor checks feedback from the
students who received alert
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Instructor can check the number of students who received alert from the following
path: Academic affairs information system—Inquiry—Midterm grading alert. Please
select a specific course to see the feedback.
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