Academic Affairs Division (Kyomu-Ka)
MEIJI GAKUIN UNIVERSITY

How to Submit
the Final Grade Report Online

Read this first

(1) The web grading system will be available
From: Monday, January 6th at 9 AM to Thursday, Feburary 13th at noon, 2025.
*You can update information as many times as needed until the submission deadline even after you click

on the “f£H{ (submit to register)” button.
If you need to correct your grades after the period, please contact us directly (the e-mail addresses are

on the last page).

(2) System requirements:
-0OS : Windows *Mac OS is not supported
-Browser : Microsoft Edge
*You can use computers in a faculty lounge.
- Software : Microsoft Excel

(3) CAUTION:
- There is a 120-minute time limit to submit grades. The clock starts when you log in to the “#(#% Web.” You

can click the “—F¢fR17 (save)” button at the end of the page to save your progress. Otherwise, your Final
Grade Report will not be saved. Please click the “—F 77 (save)” button within 120 minutes to maintain

your login status.
+Once the submission period is closed, you will not be able to review your entered contents on the web

page. Please be sure to make a copy before the end of the period.
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(1) Grade evaluation

Students will receive final grades as follows:

Credit Pass Failure
Score [100 ~ 90|89 ~ 80|79 ~ 70|69 ~ 60 50 ~ 0 999
Grade S A B C P D F N

*Please enter “999” for unevaluable students due to reasons such as no report, no exam, no
attendance.

(2) How to Log in “¥#We b”

@ Visit Meijigakuin University’s web site (https://www.meijigakuin.ac.jp/).
Click the “#( 5 5 H” link on the bottom right.
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@ Click “# Web”

A>Z4 > —EX / Online Services

PORT HEPBURN(BER—FJL) PCH >/ AX— TA4 4R >
(BIEEEE - liEEER - =5/ A /Roll Sheets, Final Grade Reports, Syllabi)

MGX—JL(WebxX—)L) >

MGA =LA~ 7L >
WebHEE A5 A >
WebHiE~— 1 77JL(BIRD AR, 1/ &/ UCAFIFEEE) (PDF / 1,202KB)
LMS(FBEE> A7 A) [manabal %2020FEAHE >
A SAAREEMICS T DM EROER  EZEFOHAESA> >

[Meiji Gakuin University] Guideline for reproduction and transmission of learning materials at online lecture >
dEALF—(AESHEZEV I ) >

MAIN/CAD — FEE >

@ Click “#0% Web v 1 i Login page”

HiZWeb([BI2EEE - AiEETR - =5/ X/Roll Sheets,
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1Z=10) Before access to the system,you should check this site.



@ Enter your ID and password.

*If you forget your login ID or Password for “Z% Web,” please contact “Joho(Information Technology)
Center” (the e-mail addresses are on the last page).
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® You will see the screen as below. Click the “glfE & $%” button.
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(3) Checking required classes

D You will see the screen display “BifE S ek 5 —EHiH” as below.

Please enter grades for unregistered classes which are showed as “F%&%” in “piE & E # Phases of

Input Work”.
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@) Click the EJ button to enter the Final Grades.

How to enter grades

0] Entering directly -p.6
*If you evaluate as P or F, please enter directly

-Advantages:

It is easy to submit for small classes.
-Disadvantages:

You should save within 120 minutes to avoid running out the session.

(i) Entering through a downloaded file  -p.7

-Advantages:

You can enter grades with Microsoft Excel.
It is suited for big classes.
Disadvantages:

It will take some time to download a file.

You cannot enter the reason for “999”(unable to grade) in the Microsoft Excel, so you need to enter

separately.



(4) Entering the final grades

(1) Entering directly
*Please click “—Er{E:7E(save)” button frequently to avoid running out the session.

@ Click the @ button on the page 5.
You will see the screen “AiHE S Gk " as below.
@ Enter numerical scores “0~100"in “FF% (Score)” after checking students’ number and name.
*If the evaluation type of your class is P or F, please select “P” or “F” from “FEAffi”.
*You do not need to enter scores for students of registration cancellation.
*In case you are unable to give a grade, please enter “999”.
It is not required, but you may choose one of the following reasons if you enter score “999” for N grade.

A BRI No exam

B LAR—hARIEMN No report

C HERE No attendance

D K +LAE No exam + No report

E LR+ HA No report + No attendance

F R+ HA No exam + No attendance

G AR+ +HA No exam + No report + No attendance
H Zofih Others

If you choose ZDftt (Others)], be sure to provide a concrete reason in the “fifi % (Notes)" column on the
right.

3 After entering scores, please click “—Ikf{r{7(save)” or “#itti(submit)” button on the bottom.
If you close the page without clicking the buttons, the data will be deleted.

|—H%ﬁ7($(save)\ ++ You can save your progress temporarily.

M- *+ You can submit your Final Grade Report to register.
Even after submitting, you can update and send as many times as you like during the
registration period.
*Submission of your Final Grade Report has not completed until you click the “#&H|
(submit)” button.
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(i)  Entering through a downloaded file

@ Click “—#& A /)" button on the “AiE &k " (see p. 6 D) to download Microsoft Excel file.

3 smr |Ew ® 1 |FErv] [ar v [ ] [o@nss v|
4 SER @ @ ] [xErY] [=Er v| [ ] [oEz=s v|
5 BER B @ ] [FaErv| [mER v| [ ] [omzzxE V|
6 SER AR @ ] |arv] [ERr v| [ | [omzz v|
7 sER |WE ® ] [=ErY] [FER v| [ | [omEEE v|
8 SR |EE ® ] [xErRVY] [FEr V| [ ] [omz=z v|

36 (FEAE)S:100~90 A:89~80 B79~70 C:69~60 REDE LR Fi2E DA S EFETREQOREES T) NIHETAQOBEREDS) THHRE P 1L MARS KR P& F A& WREPIE

" _sm—

@ Click “A IR #MET— % @ &' 7 > 11— K” button on the upper left.
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@ Click save file icon on the following popup window to download CSV file. The downloaded file is in
“‘Download” folder.
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@ Change the filename extension from “txt” to “csv”.

1 & > pC > HUVO-F > v | O L A9y0-FniEs

e ~ am EHER & 91X

B 3D ATVIOE ~ ZH (12)

¥ 99v0-F B ‘OUT_ASB‘I10F3817232624553244089.c5v| |2022/06/09 1123 TH¥AR FEIAVE 39 KB
2022/06/09 11:21 Microsoft Excel CS... 39KB
2022/06/09 11:17 Microsoft Excel CS... 39KB
2022/06/09 11:17 THAR FEIAVE 39KB
2022/06/09 11:16 TEAR FEIAVE 39KB
2022/06/09 11:16 TH¥AR FFIAVE 39KB
2022/06/09 11:08 TEAR FEIAVE 39KB
2022/06/09 11:.02 TEAR FEIAVE 39KB
2022/06/09 11:02 TH¥AR FFIAVE 39KB
2022/06/09 10:57 TEAR FEIAVE 39KB
2022/06/09 10:06 TH¥AR FFIAVE 1KB

W FAT 2022/06/09 10:00 TH¥AR FFIAVE 650 KB

(® Open the saved file with Microsoft Excel.
Enter numerical scores  “0~100" in “F£” cell (B column) with checking students’ number (A column)
and name (E column).
*You do not need to enter scores for students who dropped out of your class.
*Please enter “999” for unevaluable students.
*Under certain circumstances students on the list of final report form may not exactly match the roll sheets.
If you use the roll sheets for recording grades, please make sure if students on the list of final grade
report forms and the roll sheets match.

IMicrosoft Excel screen|

[ =} c D E E G H 1 J K L M N 0 P
1 PEES IS gl FPEFIl FHEEFPFENSREFERFTRE HRIEFR D KRR EMAFREE AREFE ARG EIFARAT FE AR = DR #EEF
| 2 999 2018 —f(FEE) 4ER TEARE—

o 70 2018 —R(FHE) SER  StARH—
4 79 2018 —RR(FEE) BHER  SEARH—
5 70 2018 —RR(FEE) SER  SEARH—
[ 999 2018 —H(FEE) 28R StARE-
] a3 2018 —R(FEE) 28R BEAZH—
8 909 2018 —RR(FHE) 28R BtzARE—
9 a1 2018 —R(FIE) 28R BzARH—
10 2018 —R(FEE) 28R BtzARE—
11 & 2018 —R(PIE) 2R SRARS—
12 80 2018 —RB(FHE) 2ER  3EARA—
13 999 2018 —BOPEE) 2R 3EARS—
14 L] 2018 —R(PEE) 2FR SEARS—
15 89 2018 —RB(FEE) 28R 3EARA—
16 73 2018 —R(FHE) 28R BtARE—
17 75 2018 BEEAH 28R AR H—
18 84 2018 —(FEE) 28R BtzARE—
19 79 2018 —MR(FEE) 28R BEARH—
20 80 2018 —(FEE) 28R BtARE—
21 30 2018 —(FEE) 28R Btz H—
22 20 2018 —HR(FEE) 28R BtARE-
23 85 2018 —R(FEE) 2FR  BEARE—
24 70 2018 —RR(FEE) 28R BEARE—
25 20 2018 —R(FHE) 28R BEXRE—
26 2018 —R(FHE) 28R BtzARE—
27 t 2018 —R(FIE) 28R BtzARE—
28 | 2018 —BOPEE) 2ER  3tARS—
W M| OUT ASE110F3060626441983138040 . #2 el il ] » [

After entering scores, copy all A and B columns from row 2.

c |5 € F & H it | J K L M N o p
il FPEFIE  FEERFEFPENTREFERFRE REREI—F KREXMBEE ARERE ARGENPABBI FE AR B— D52 #BaF
2018 —IHFEE) 4R TEARE—
2018 —HR(FEE) SER  SEARE—
2018 —HR(FEBE) SER  SEARH—
| ! 2018 —R(FEE) SER StzARE—
2018 —R(FEE) 28R BzARE—
2018 —HR(FEE) 28R 3EARH—
2018 —RR(FEE) 2R 3EARS—
2018 — M FEE) 28R BARE—
2018 —R(FEE) 28R BzARE—
2018 —R(FEE) 28R SEARH—
2018 —B(FPEE) 28R SEARE—
2018 — M FEE) 2FR BtARE—
2018 —R(FEE) 28R BtzARE—
2018 —R(FEBE) 28R SEARH—
2018 —RR(FEE) 28R 3EARS—
2018 BEEAG 28R BtzARE—
2018 —R(FEE) 28R BzARE—
2018 —R(FEE) 28R BEARE—
2018 —RR(FEE) 28R 3EARS—
2018 —MHFEE) 28R SEARH—
2018 —H(FEE) 28R BtzARE—
2018 —R(FPEE) 2FR BEARE—
2018 —RR(FEE) 28R 3tEARS—
2018 —M(FEE) 28R SEARH—
2018 —H(FEE) 28R BtzARE—
2018 —R(FEE) 2R BEARE—
2018 —RROFIRE) 2R StARH—
T O AT S onU526441 9831 38040 T3 el i ] v




® Open the “ifEtk  —HHEEKEE" page (see p. 7 @) on the web.

Please be aware that there is a 120-minutes session limit.
If your session is closed, you need to login again.

Paste your copied data to this following space.
BEESR —RBERE@m (as1opcTos) (2 ENTED

REE-KEE »REENEE > -ZENEE

LANBERT—50F7E—F |

F rasawzne

AEEREE Year | 2004 AREEFH Tem HEH BEREX4 Examination Division ARHE
vﬁ!ﬁ!ﬂiﬂ Results Division
REBEZEI—F Lesson Code REZZMRESE Year 00 &EE JEHE Study Period EEH

REHEEH Subject Name
REBARE Teacher Name

¥ smmmi
R B@A N
____________________ .
@ I Paste the data here |
[ ——————— I
.
OneNote ICRB(N)
TATHER(A)

(@ Please make sure all the data of students’ number and score have been pasted.
Delete unnecessary line.
Click “X¢#%” button on the bottom and you can save your progress.

F nessemrs

REBREE Yex oz RESHEH Tem 24 SBES EumiaonDvison | B5HE
AMEHRES Resuits Division FADH
fRREFI—F Lesson Code REEZWRAFE Yeu 200 FEHH Study Period |B=2

fREHBEH Subject Name
REBAKSE Teacher Name

¥ msinE

B n
10 99
10 78
10 95
10 31
10 40
10 60
10 69
10 79
10 40

FHEES Number 10 99

¥4 Rating 10| 66

HEHBORGYIE, T FE AT TADLTLESL,

BHE(L) JyHC) E5(X)

| DWEER || @ X1/ X=2—~RS

You will see this following screen if you successfully register your data.
Click “Bf& B gk Eif~5 5" button.
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© The score and final grade will be automatically reflected in “FFs% (Score)” and “FEfffi (Final Grade)” on
the “pl e Bk dak ] .
It is not necessary, but you may choose one of the following reasons for entering “999” which is an “N”
grade.

A FRER K No exam

B LAR—hAR{EMN No report

C HERE No attendance

D KR +LAE No exam + No report

E LAR+HA No report + No attendance

F &K+ HA No exam + No attendance

G AR+ +HA No exam + No report + No attendance
H Zofth Others

If you choose ZMfh (Others)], be sure to provide a concrete reason in the “fii 5 (Notes) "column on the
right.

FRFETER

XFEB. KFEBR CEER) O SHEBAseE A H T 215 6. HERO 333151999 CEE(LAAVELI,
XEEPIEVIEFE QA ATZIE A,

OHERELETA

WE|vE v | raEs [vexe  BE  BuEs  RERE  |FS  FE BRI wE HERE 5

No. |Grade |State |Number |Name Subject | Present Score |Present Grade fScore |Final Grade JReason for No Grade Notes Final Exam/ Makeup
1 |ewR|E% | ' @ o In .|N M3 vl | ”[0 BERR V| |
2 |omm mm | ©® |n 5 Tl[e_ v|[FEr vl | [o@=ze V|

s |omr mm ® |» 5 | B B vl [om=sE V]

4 |sER|

3
.@.

7 s ] B v |

—— P

[0 BaHE V|

&
8
s |amnx
la
8
bk

» ® |99 IN Qosol [N V|[axmrE D [0 BEEE V|
s |omx Em | @ |s |a (wl[a V|| xer | B
7 |omR mm > | x <{ [0 mmse V]
5 |own|aw | ® s a A v[[x=r vl | [0 mmse V]
iglﬁ (FFH)S:100~90 A:89~80 B:f9~70 C:69~ 60 REDTE I‘E.’;’%”E D:T\é% EFFETREQUI2EE E T) NFHETREQOIBEREDS) T FHEEE P IE MKR S KR P
&8 FREH WBEP L
et vevke) || —man || mew |

In case you make changes after registering the data, please be sure to click either “—k{E17(save)” or “4&
Hi(submit)” button on the bottom.
If you close the page without clicking the buttons, the data will be deleted.

—BE7F(save) --- You can save your progress temporarily.
You can resubmit your form as many times as you like.

f= i (submit)- - - You can submit your Final Grade Report.
After submitting, you can resubmit by entering directly (refer to p.6).

*Submission of your Final Grade Report has not completed until you click the “#H}
(submit)” button.
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FRFETER

X, AERGERBR) O FMmFRaEE A DT 2156, (3RO M3331M5T999 ) (CEFICIAYELE,
XEEPIEUVIEFEQAHTEZEL A,

OFEFREFETA

BE FE |PLAR | PHES PERS BB |REEs | REEE F5 96 T BAEIRE % HEAR 5

No. |Grade |State Number | Name Subject | Present Score |Present Grade | Score |Final Grade |Reason for No Grade Notes Final Exam/ Makeup
R @© |99 N N v][xER v ||[oEzEE V|

2 |omn|mn ® |n B .A]B M= V] ] ||[0 Bz V|

s |omn |l @ | B els__ v[xer I ||[0 @z V]

o laER AE @ | B .‘B V\.HEE_EBE{ v ‘[ ||[0EEEE V|

s etk % ® oo N [ooo]|[n_ v||[=mr Il | [0 meme V|

6 |smR|E% ® | A [e][[a e vl | | [0 mastee v|

7 || @ @ |oos N ' [N v][xER vl ||[0EmzEE V|

s | |ilE ® | la (a2 v]|[xar | ||[ommme ]

FER (FR{H)S:100~90 A:89~80 B:79~70 C:69~60 RFZF LEFZTE DA S EFF B TREQUI2ERE T) NFHBTREQOIBEREYS) T-FFEEE P IE MK S Kilkia P
SR FETAEE WEEPIE

dEy =T R —#An || B

*Please reconfirm students’ grade after you submit them.

(5) Frequently asked questions (FAQSs)

Q. Why does not “#E Web” show students who were on the roll sheet?

A. Under certain circumstances, the student has dropped out of your class.
You do not need to enter scores for them.

Q. Why does “## Web” show students who were not on the roll sheet?

A. Under certain circumstances, the student has registered after the period of registration.
Please enter scores for them as well.

Q. How can | successfully enter all score with Microsoft Excel?

A. Please make sure to select all data (see p. 8 ®).
It is easier to select all by selecting line 2 of column A and B, then pressing “Shift”, “Ctrl” and “J”.

Q. What should | do when | missed the deadline of the final report online?

A. Please contact us and submit Microsoft Excel data to resister grades.

Q. How can | change submitted data after the deadline?

A\ Please contact us and submit BN E R

Contact information:

e-mail : kyomu@mguad.meijigakuin.ac.jp for Shirokane Kyomu-ka
kyomuy@mguad.meijigakuin.ac.jp  for Yokohama Kyomu-ka

*If you forget your login ID and Password for “Z#5 Web” please contact “Joho (Information Technology)
Center.”
e-mail : joho@cc.meijigakuin.ac.jp

11


mailto:kyomu@mguad.meijigakuin.ac.jp
mailto:kyomuy@mguad.meijigakuin.ac.jp

