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（一）資訊服務入口網 Information Service 

 

 

（二）登入畫面 login screen 

 

After entering your instructor ID、password and randon text, click on the “log in” button. 

※【如忘記密碼請至資訊服務入口網登錄畫面查詢】 

(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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（三）授課科目 Courses you are teaching 

 

 

※ 成績輸入前請務必檢查平時比率、期中比率及期末比率是否正確，修正後再輸入成績。 

Before entering grades, please make sure that the percentage assigned to each grade is correct. 

Enter grades only after adjusting the percentages. 

 

專科部一年級至三年級 1st to 3rd grades of junior college 

 外國語文科目平時比率、期中比率及期末比率為 50﹪、25﹪及 25﹪。  

For foreign language courses, the percentages for quizzes, mid-term and final exam are 50%, 

25% and 25% respectively. 

 本國語文科目平時比率、期中比率及期末比率為 40﹪、30﹪及 30﹪。 

For Chinese language courses, the percentages for quizzes, mid-term and final exam are 

40%, 30% and 30% respectively. 

 欲更改比率者請先至學校網頁-行政單位-教務處註冊組-表格下載「文藻外語大學教師

更改成績比例申請表」 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. 

大學部及專科部四、五年級 college and 4th and 5th grades of junior college 

 由任課老師依據自訂之課程綱要設定之比率設定。  

Percentages are set by the instructor and stated in the course syllabus. 

※ 課程採合格制者（如：服務課程），請向註冊組/教務組申請修正 

For standardized courses such as service courses, request changes at the Registration Section 

of the Office of Academic Affairs/ Academic Affairs Section of Continuing Education 

Division. 

※ 點選要評分的科目並選擇進入(A)成績比率設定(B)平時成績(C)期中成績(D)學期成績(E)

警訊設定(F)成績遞送單頁面操作。 

Select the course and proceed to enter grades for (A)quizzes, (B)mid-term, (C)final 

(D)Report of grades 
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（四）平時成績輸入 Entering grades for quizzes 

 

※ 鍵入次數（依所需輸入次數） 

Enter the number of times that grades need to be entered and click on the “recalculate” button. 

※ 依照(01),(02)…..輸入成績，目前只有日五專一、二、三年級分兩段評分。如果期中考成績

傳送後期中考前核算之成績則無法更正。 

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. 

※ 整學期核算次數如有更改，成績輸入欄自動會依照增加次數展開。 

If the number of quizzes per semester changes, the number of columns for grades will 

automatically increase accordingly.  

※ 核算次數如有更改，請按【確定】按鈕存檔。 

If the number of calculations change, please click on “save” button and then save the file. 
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（五）期中成績輸入 Entering mid-term exam grades 

 

※要傳送註冊組請按〔傳送註冊組〕，成績經傳送註冊組後便無法修改。 

按傳送後會依續出現下列 2 種對話盒，請依實際狀況回答。 

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. 

 

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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（六）學期成績輸入 Entering final exam grades. 

 

※ 要傳送註冊組請按〔傳送註冊組〕，成績經傳送註冊組後便無法修改。 

To submit grades, please click on “send to Registration Section.” Once the grades are submitted, 

they cannot be changed. 

※ 傳送期末考成績之前請先將期中考成績傳送註冊組。大學部及專科部四、五年級科目若無

期中考成績，仍須將期中成績傳送註冊組。 

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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按傳送後會依續出現下列 3 種對話盒，請依實際狀況回答 

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

A .期中成績未傳送，請按【確定】『傳送期中成績』或【取消】『回原畫面』。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. 

 

 

B.當學期成績傳送後，表示成績已完成繳交，如需變更成績請按規定至註冊組申請。是否確

定傳送成績。After submitting the final exam grades, changes can only be made through 

the Registration Section. Are you sure you want to send? Yes/ Cancel. 

 

 

C.學期成績已成功傳送註冊組，請列印出成績遞送單自行留存。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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（七）成績遞送單 Report of grades 

 

※成績一經傳送即無法更改，故傳送前請務必確認輸入的成績正確性。 

Once the grades are sent in, they cannot be changed. Please double-check for accuracy before 

submitting the grades. 

※成績若未傳送，簽核欄將無法辦理顯示，故請務必按傳送鈕，期中、期末成績皆須傳送。 

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. 

※ 匯出資料編輯方式：1.按滑鼠右鍵，另存成 csv 檔 2.使用 excel軟體，開啟已存之 csv

檔即可編輯。 

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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（七）列印 printing 

 

※依照列印設定後，按〔列印〕便可列印出成績單。 

After setting the printing preferences, click on “print” and the report of your grades will be printed. 
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（八）警訊設定 Alert notification 

 

1.在開放學期老師所任教之科目下點選警訊設定:點選後帶出該班的學生。This area 

shows the courses that the instructor is teaching. After selecting the alert course, list of 

students will be displayed 

2.選擇語言：預警內容可選擇中文呈現或英文呈現兩種。Display Chinese characters or 

English 

3.勾選預警學生:此區域為被預警學生的勾選，勾選後進入預警原因和預警建議的畫

面。Select students who received alert, and warning reasons and suggestions will appear. 

 

3 

1 

2 

5 
6 
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4.設定預警原因和學習建議畫面 Reasons for alert and suggestions for learning 

4-1 預警原因勾選。Select reasons for alert 

4-2 學習建議勾選。Select suggestions for learning. 

4-3 按【確認送出】鈕，即完成此學生的期中預警動作。Click on “Confirm and Submit” 

to complete the process 

 

 

※若有其它預警原因要補充，勾選每一預警大類中

的【其它(請教師自行輸入)】選項，此時畫面會

跳出「自行輸入原因視窗」，當教師輸入預警原因

後，再按【確認離開】鈕即完成此動作。 

※If additional reasons for alert have to be 

described, please click on “Others (input by the 

instructor)”, and a pop-up window of “Input 

reasons” will appear. After inputting, please 

click on “Confirm” to complete the process. 

 

※當教師勾選【請填寫學習改善計畫，並於_前交予

任課老師。】項目時，系統會跳出一日期選擇畫

面，請按【日期選擇(date options)】鈕，提醒

學生於教師所選訂日期之前完成學習改善計畫填

寫。然後，再按【確認離開】鈕即完成此動作。 

※After selecting the item of “Please submit 

a learning improvement plan to the instructor 

before ________,” a calendar will pop-up on 

screen, please click on “date options” 

which will remind students to submit the plan 

before the chosen date. Please click on 

 

帶入日期至說明欄內 

The date has to be filled 

in. 
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“Confirm” to complete the process 

5.預警設定區分為「開始輔導」、「無學生需輔導」、「尚未輔導」三類，當教師完成某

一科目的預警學生資料時，需確認修改登錄狀態為「開始輔導」選項，若該科目沒

有須要被預警的學生資料，請選擇「無學生需輔導」選項，再按【存檔】完成此作

業(「尚未輔導」為系統登入預設畫面)。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.預警科目和預警學生資料輸入後可按”存檔”。Click on “Save” after inputting 

course name and data of students 
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（九）任課老師查詢被預警學生回饋資訊畫面 Instructor checks feedback from the 

students who received alert 

※任課老師可從教務資訊系統-查詢-教務資訊查詢-期中成績預警查詢作業中查看每

一任課科目的被預警人數，點選特定科目後可詳細知道被預警學生的預警回饋資訊。 

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. 

 

 

 


