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Manual for Easy Grade Uploads to the Academic Affairs System
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Text enlargement is only available for Chrome or Edge or Firefox 3.0 versions or later.
Before trying to enlarge texts with the following instructions, please check the version
of browser first.
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In the grade upload web page, we've provided functional icons that can be found below

the grades of each student. Instructors can click on the icons to perform the following
actions:
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Click on "Save" to save inputted grades.

2. LB lngn : AAESANIATR - w2ZEiR T LIBAUE | dRSECE B IS BN B AL Fo

BT ARE LBERIRIF R AT -
2



After inputting grades, instructors must click on "Upload Grades" to upload inputted
and saved grades to the Academic Affairs System.
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This icon allows instructors to first "Announce Grades" to students for them to
confirm. Once confirmed, instructors can then upload grades to the Academic Affairs
System. After clicking on this icon, students will be able to log into the Academic
Affairs System to see saved grades.
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This button allows instructors to inform students of updated grades using the system's
e-mail function.

= ~ A&%E _LE1£ (Uploading Grades)

WS4 LEEEBE 0 | FRHREARE R —E | - SEFFETER 1B AE o
The deadline for uploading grades is "one week after the semester final." We ask all
instructors to upload grades before the deadline.
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The system provides an "Upload Grades - Partial” function that allows instructors to
upload grades for some students. Please leave fields blank if the grades are still
pending.
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Click on "Grade Management - Upload Grades/ Calculate" then select the academic
year and semester as follows
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Click on "Small icon in the upload grades field."”
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Click on "Upload Grades" to see the list of students. Input grades that you wish to
upload (leave fields blank for pending grades).
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4, F1ERK5E © Upload grades:
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After inputting the grades that you wish to upload, click on the "Upload Grades"
button.
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5. #EEZ _E1EA4E © Confirm grades:
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After completing the last step, the system to ask you to confirm the uploaded
grades. Please check and confirm the grades accordingly. Once instructors confirm
inputted grades, please click on the "Confirm Upload" button.
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6. L1EAZIETER.E,  Upload completed:
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The system will show a message indicating that grades have been successfully
uploaded.
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Instructors can click on the save button to temporarily save inputted grades and
confirm grades. Instructors can correct any mistakes at this stage before uploading to
the Academic Affairs System. Students will not be able to see saved grades that have
not yet been uploaded to the Academic Affairs System. If instructors wish to share
saved grades with students, please announce grades. After clicking on "Announce
Grades," a system message will appear in the top right corner, indicating that "Grades
have been published.” Students will then be able to log onto the Academic Affairs
System to check saved grades. Difference between "Save Grades" and "Announce
grades" :
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Save grades: The "Save Grades" function allows instructors to save inputted grades
with the following steps:

'RSFEREREANT LS 5 ME ) c  FEEAEATR T O5ME ) %388 TESE
IE—TEF} B BAGE ©

The system's default setting is to announce saved grades. Instructors are required to click on
the "Announce Grades" button to announce grades to students.
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Once saved, click on "Return to grade management" to check the status, which
should be "Saved/ Not Uploaded" at this stage.
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Announce grades: Once grades have been inputted, instructors can simply
"Announce Grades" to share grades with students without having to save grades. The
system will then automatically save inputted grades and show a message in the top

right corner indicating that grades have been announced. Click on "Cancel
Announcement" to rescind student access to grades.
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Students can remove courses in the first 1/3 of the semester; students may have also
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applied for suspension or withdrawal during the semester. Before uploading grades,
please update the scoring sheet.
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After logging into the Academic Affairs System, click on "Grade Management" —
"Upload Grades/ Calculate" and then select the academic year and semester.
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Instructors can print the "Attendance Sheet" or "Scoring Sheet" in two different
formats by clicking on icons in their respective columns.
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The list of students will appear. Then, click "Print."
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A pop-up box will appear. Click on "Confirm" to print out the scoring sheet.
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o5~ TFEKAKAE SR 77 A7) B8 F-4E (Download Scoring Sheet)
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For instructors to download Excel format to calculate student grades.
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Scoring sheets will change according to changes in students' status. Instructors

are asked to update downloaded scoring sheets "before the semester final" to

prevent omissions.

Excel

1= AMicrosoft =)
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IE(Internet Explorer) 215
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Instructors using the IE (Internet Explorer) browser from Microsoft will see a

safety warning when attempting to download the Excel file. Please click on "Yes"
to agree to the download.
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After logging into the Academic Affairs System, click on "Grade Management" —
"Upload Grades/ Calculate" and then select the academic year and semester.
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Please click on "Scoring Sheet".
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The following window will appear. Please click on "Open” or "Save."
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[F see a safety warning. Please click on "Yes".
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