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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： 9:00 a.m., Tuesday, July 1st (Spring semester and Summer session（first）)   

9:00 a.m., Monday, August 25th (Summer session（second）) 
 

・Submission Deadline 

Spring semester and Summer session（first）: Tuesday, August 19th at noon.  

Summer session（second）: Thursday, September 4th at 9:00 a.m. 

 
*You can update information as many times as needed until the submission deadline even after you click 

on the “提出 (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: 

・OS     : 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 “教務 Web.” You 

can click the “一時保存 (save)” button at the end of the page to save your progress. Otherwise, your Final 

Grade Report will not be saved. Please click the “一時保存 (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  59 ～ 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 “教務Ｗｅｂ” 
 

①  Visit Meijigakuin University’s web site (https://www.meijigakuin.ac.jp/). 

    Click the “教員専用” link on the bottom right. 

 
 

 
 
 
 
 
 

https://www.meijigakuin.ac.jp/
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② Click “教務 Web” 

 
 

 

③ Click “教務 Web ログイン画面 Login page” 

 

 

 
 

④ Enter your MG mail address. 

   *If you forget your login ID or Password for “教務 Web,” please contact “Joho(Information Technology) 

Center” (the e-mail addresses are on the last page). 
 

    

Click here 
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⑤ Enter your ID and password. 

   *If you forget your login ID or Password for “教務 Web,” please contact “Joho(Information Technology) 

Center” (the e-mail addresses are on the last page). 
 

 
 
 

⑤  You will see the screen as below. Click the “成績登録” button. 
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 (3) Checking required classes 
 

① You will see the screen display “成績登録 結果一覧画面” as below.  

   Please enter grades for unregistered classes which are showed as “未登録” in “成績登録管理 Phases of 

Input Work”. 

 
 
 

② Click the  button to enter the Final Grades. 

 
 
 

How to enter grades 
 
(i) 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. 
 

(ii) 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. 
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(4) Entering the final grades 

 

(i) Entering directly 

*Please click “一時保存(save)” button frequently to avoid running out the session. 
 

① Click the  button on the page 5. 

You will see the screen “成績登録画面” as below. 

② Enter numerical scores “0～100”in “評点 (Score)” after checking students’ number and name. 

  *If the evaluation type of your class is P or F, please select “P” or “F” from “評価”. 
*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 試験欠席  No exam 

B レポート未提出  No report 

C 出席不良  No attendance 

D 試欠＋レポ未  No exam ＋ No report 

E レポ未＋出不  No report ＋ No attendance 

F 試欠＋出不  No exam ＋ No attendance 

G 試欠＋レ＋出不     No exam ＋ No report ＋ No attendance 

H その他           Others 

 

If you choose 「その他 (Others)」, be sure to provide a concrete reason in the “備考(Notes)" column on the 

right. 

 

③ After entering scores, please click “一時保存(save)” or “提出(submit)” button on the bottom.  

If you close the page without clicking the buttons, the data will be deleted. 

 
一時保存(save) ・・・  You can save your progress temporarily. 

 

提出(submit)・・・ 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 “提出
(submit)” button. 
 

 

 
 
 

② 

③ 
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(ii) Entering through a downloaded fil 

① Click “一括入力” button on the “成績登録画面” (see p. 6 ①) to download Microsoft Excel file. 

 

 

 

② Click “入力用基礎データのダウンロード” button on the upper left. 

 

 
 

③ Click save file icon on the following popup window to download CSV file. The downloaded file is in 

 “Download” folder. 
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④ Open the saved file and 

enter numerical scores “0～100”in “評点” 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. 

 

Microsoft Excel screen 

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

⑤ Open the “成績登録 一括登録画面” page (see p. 7 ②) 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.  
 

 
 

⑥ Please make sure all the data of students’ number and score have been pasted. 

   Delete unnecessary line. 

   Click “登録” button on the bottom and you can save your progress. 

 
You will see this following screen if you successfully register your data. 

   Click “成績登録画面へ戻る” button. 

 
 

Paste the data here 

Copy here 
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⑦ The score and final grade will be automatically reflected in “評点 (Score)” and “評価 (Final Grade)” 

on the “成績登録画面”. 

It is not necessary, but you may choose one of the following reasons for entering “999” which is an “N” 
grade. 
 

A 試験欠席  No exam 

B レポート未提出  No report 

C 出席不良  No attendance 

D 試欠＋レポ未  No exam ＋ No report 

E レポ未＋出不  No report ＋ No attendance 

F 試欠＋出不  No exam ＋ No attendance 

G 試欠＋レ＋出不     No exam ＋ No report ＋ No attendance 

H その他           Others 

 
 

If you choose 「その他 (Others)」, be sure to provide a concrete reason in the “備考（Notes）”column on the 

Right. 
 

 
 
 

⑧ In case you make changes after registering the data, please be sure to click either “一時保存(save)” or 

“提出(submit)” button on the bottom.  

If you close the page without clicking the buttons, the data will be deleted. 

 
一時保存(save) ・・・  You can save your progress temporarily.  

               You can resubmit your form as many times as you like. 

 
 

提出(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 “提出
(submit)” button. 
 



10 

 
 
 
*Please reconfirm students’ grade after you submit them. 
 
 

(5) Frequently asked questions (FAQs) 
 

Q. Why does not “教務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 “教務 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 I successfully enter all score with Microsoft Excel? 

A. Please make sure to select all data (see p. 8 ⑤). 

    It is easier to select all by selecting line 2 of column A and B, then pressing “Shift”, “Ctrl” and “↓”. 

 

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

A. Please contact us and submit the grade report in Excel. 

 

Q. How can I correct submitted grade after the deadline? 

A. Please contact us and submit “採点変更届”. 

 
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 “教務 Ｗｅｂ” please contact “Joho (Information 

Technology) Center.” 

e-mail : joho@cc.meijigakuin.ac.jp 

submit 
Save 

temporarily 
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