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, Auqust 25t (Summer session (second))

*Submission Deadline
Spring semester and Summer session (first) : Tuesday, Auqust 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 “#2H{ (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:
O] : 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 “Z#% Web.” You

can click the “—[FFfR1F (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¢{% {7 (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 “¥#We b”

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

Click the “# 2 5" link on the bottom right.
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https://www.meijigakuin.ac.jp/

@ Click “##5 Web”

A>Z4>H—E X / Online Services

PORIHFPBURN(HEMR—4JL) PCHR >/ AN— b4 VAR >
' (BIEBEE - &S - =5/ UA/Roll Sheets, Final Grade Reports, Syllabi)

MGX—JL(Web>t—JL) >
MGA—)LHIFA~Y—a 7L >
CWSHEE~Y_— 1 77JL(ARED AR, 7T /8 CAFIBEEEE) (PDF)
LMS(FEBEE X7 /L) [manabal %20205EEFIHERE >
A SAAREEMCBII ZBMEROER - xEF0HA 512> >
[Meiji Gakuin University] Guideline for reproduction and transmission of learning materials at online lecture >
MAIN/CR D — 28 >
BEEET —HNR—Z >
MGU-VPN > (BT v —FJL - 7 —F—A4&F : EMGU-VPNFIHHE:E)
NETO >
Mt > r— _BEAN—2 D
REREME FIAE (A JLEETA—LA) >
ABUAFTLACWS > (FaSHEM - EREUNES/Pay Slips, Tax Withholding Slips, etc.) [IDZE=N/ZIEEFAEEA]

@ Click “Z#s Web n7 1> il Login page”

FiZWeb(BI2E%TSE - Biigstk - ==/ UZ/Roll Sheets,
Final Grade Reports, Syllabi)

]FEWebO o 1 > EIH ("Kyomu" Web Login page)ldZ5E 5

@ Enter your MG mail address.
*If you forget your login ID or Password for “#(#% Web,” please contact “Joho(Information Technology)
Center” (the e-mail addresses are on the last page).
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® Enter your ID and password.
*If you forget your login ID or Password for “#(# 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

@ You will see the screen display “AiE B 5 H—EEE" as below.

Please enter grades for unregistered classes which are showed as “K%&” in “pliE B4k E # Phases of
Input Work”.

8 pfEER BR-EEE
> wR-mEE

| BREA
MABERFRE  Grade Report Year 20245FF
MAEEIRFE  Grade Report Semester BEH
X% Final Exam / Makeup B
HEFEE Teacher Name s
| RESRETER
Y13 [[5) A>T )@ Feen e
No. | BE5E BESR BEI—F ARBBLIR Fv )R |FEER | RER RAEEREE EHHFEN
" | Function |Class category |Course Code |Subject Name Campus |Term |Day and Period |Phases of input work |Number of Student |Remaining |Number of Report
1 Eaitl =E BFH &R
2 e 2P =5
3 il BE B¥H
\

\

@) Click the button to enter the Final Grades.

How to enter grades

(1) 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

0] Entering directly
*Please click “—Ei{E1E(save)” button frequently to avoid running out the session.

@ Click the button on the page 5.
You will see the screen “AAE < FkE " as below.
@ Enter numerical scores “0~100"in “F£sL (Score)” after checking students’ number and name.
*If the evaluation type of your class is P or F, please select “P” or “F” from “FEAf”.
*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 FRBR K No exam

B LARN—hRIEH No report

C HHERE No attendance

D K +LARE No exam + No report

E LARR+HR No report + No attendance

F R+ HA No exam + No attendance

G AKX+ +HAR No exam + No report + No attendance
H Zofih Others

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

@ After entering scores, please click “—Ik¢{R{F(save)” or “#i& i (submit)” button on the bottom.
If you close the page without clicking the buttons, the data will be deleted.

—BsE7F(save) --- You can save your progress temporarily.

FRH (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 “#H}
(submit)” button.

B BEER RERREm s
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RS RERHE
MEBFEE  Grade Report Year [z= [E%3—F course Code i
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Fv>J/(A Campus [mem Term [om
WESE Day and Period
REHEEE Teacher Neme
HBES  Final Exam / Makeup [msE@Es score or Pass / Fail [Fron
R
HEE, ATR (ANE<) OFEFREANTSESE, WK (3331 15 1999) ERELRDE LI,
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Grade State Number Name English Name Score I‘Reﬂsﬂh for No Grade Subject Present Score Present Grade Notes
1 IR ) ] @ 1
2 38R s ] ® [
3 3ER E# ] @ C ]
4 IR s ] [} 1
s amR T ] ) [
3 3ER = ] [ [
7 3R EE ] @ 1
B sER = ] ) [
o IER & ] @ [
10 3ER EE ] @ L7
FE (FE)S:100~90 A:89~.80 B:79~.70 C:69~60 R:EE 'EFFE D:ASHE CFFEFE(2012FFET) N FEFEE(2013FENS) TEERHBIE MFIES K P81 FASHE WEEh I

P
@ I == Q[ —wmes |[vwvro | —Ean | [ =300



(i)  Entering through a downloaded fil
@ Click “—#5 A JJ” button on the “RiEE &k " (see p. 6 D) to download Microsoft Excel file.

8 REER RERRER
>HE-EEE > EERER

| REBREEER

WESREE Grade Report Year E%5%® Class category [za [E=0—F course code |—:
HERELI Subject Name

++>/(Z Campus [mem Term BeER

B2ES5R  Day and Period

REBEES Teacher Name

EBX5 Final Exam / Makeup [msEsEs score or pass / Fail [Fmon
| R

HEE, KER (ENEC) OFMFREANTSES. WK [333] 15 [000] EEBCRDEUE.

L LS TEE YA,

=5 = /SWSEP30¢ £ @:-¥ =: @: 5 =;
No. FE FERE FEER FERTER FFET a2 #8 IRAESFIR #Z
Grade State Name English Name Reason for No Grade Subject Present Grade Notes
1 38R % ] [FaR ~] ) [
R R — o C_
3 3R F-2 ] FER ~ @ [
N I — ° C_J
5 IR Ee] ] = ® 1
6 EE P2 ] FER ~ ) [
7 3ER B ] [F2R ~] ) [
8 3ER EE ] @ — ]
° EEA E-2 ] AR ~ @ [
10 3ER ER L] [FaR ~] @
P50 (F7E)S:100~90 A:89~80 B:79~70 C:69~60 R:2E :BPRE D: A& E:FEFL(012FFET) N: FREFEE(2013FEHN'S) TFEEH HUE MRIES KR F RS W:EgH L

[ me ][ -mee |[vevbo) B —#an [} =me

@ Click “AJJHEA#ET — % D &' v v — R” button on the upper left.

8 RERE —EEREE
—HEE >HERSEE > S8

| RESSSENE
HMEBREE Grade Report Year 2024E% #EHM Class category 25 ‘ﬂ_ﬂ:l— F Course Code _

REGEER subject Name
F /(R Campus SRR Term ‘ggm
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HEES Final Bxom / Makeup |Ee |REERES Score or Pass / Fail [Fron

| R
x::h’:;m (ZHR<) OFBEFREANT IS, RO [333] 5 990) CRBERDELE.

FHES Number
¥4 Score

HXEREDEYDE. FTERRHLTTAALTIEEL,

[[(=auy [ vesro |[ =A@

@ Click save file icon on the following popup window to download CSV file. The downloaded file is in
“‘Download” folder.
Fun-F B a "'®(sa: a

IT_A 79661
§ AT —EDRER a Oy Sﬁ:ﬂormzwm&m 966102.c5v
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ANREEF-S0FDZ0-F -

| RS HNNE

RATREE  Grade Report Year 2024EM ‘ﬁ!éj’ Class category. ES EMI—F Course Code 1HF7100000
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FrL/lX Campus B ‘I*Ii Term ]

WE®  Day and Period 21 (ETH)

AEBAEE Teacher Nome |wE =8

SUMES Final Exam / Makeup |wRme I Score or Pass / Fail HaDH

| st

HEE, A¥R (BHEC) OFBIFEEANTSES, WHO [333] B5 1999] CRBERDELE,
= REAH

FRER  Number
#& Score

FEWEDEV0Z. FTERRALITANLTIEE L,

[(mew [ vesro | [ BBl |




@ Open the saved file and
enter numerical scores  “0~100" in “FF " 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|

B | © | D | E | [E ‘ H

L

®

| T | P d K
T FRED  FEEFIFEHFEFERFIAERE AFREE SRR NERE EeT =5

| h | I | 6] | P |
TAZZ— 92 BIBEH TTREE

SR BtARa—
2ET StATS—
2EN BEARS—
2ER BEARa—
DEN GtARA—
2ET StARS—
2R BEAah—
2ENR SEARA—
DER BtARE—
2ER GtARa—
2ET StATS—
2EN BEARS—
2ER BEARa—
DEN GtARA—

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

Open the “BifiE ek —FEEEKE E” 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.
B REER —IEERER (ASB110PCTO3)
‘>?¢E§*EEW > ASHEE > —EERER ‘
| REEHERER
WESHER Grade Report Year B2 Class category [#a [E#2—F Course Code !
HKFHBELM  Subject Name
F+>JEX Campus [BiEs Term [=¥m
EEEFIR Day and Period
RFTBERE  Teacher Name
HBES Final Exam / Makeup [FAEEHES  Score or Pass / Fall [F=0a
| BLETER
KPR AFR (ZHE<) OFETREEAATIES, #RO 3331 #'S 999 [CEECRDEHLE.
= READ
a
999
40
40
69
25
7
FHEES Number Zg
FR Score 12
¥ pmmmm——————————————— n
[T |
| Paste the data here |
e o o o e e e e e ]
HEBEEOEGDE, FTFEZEHINTAALTIZZEN,
=0 ) voro

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

Delete unnecessary line.
Click “%&%” button on the bottom and you can save your progress.

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

Click “Ri#EX Sk mim ~k 5" button.



B EEER NEEREER
yER-NEE > RESSED > —EENED > WUEREE

I 5 = B3 U LT, [UNMO136201] |
BRI R B (X)

(@ The score and final grade will be automatically reflected in  “GEst (Score)” and “FE{fi (Final Grade)”
on the “RiA B Sk .
It is not necessary, but you may choose one of the following reasons for entering “999” which is an “N”
grade.

A BRI No exam

B LARN—hRIEH No report

C HERE No attendance

D AKX +LAEK 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 =Dt (Others)J, be sure to provide a concrete reason in the “{ii*5 (Notes) "column on the
Right.

® BEBE RESSEE 8 2
| v#m-wEE >rsesEm J

| mtmatEEs

’@ Grade Report Year [EEa—F coursecode _:
REFEE#H Subject Name

F0>JER Campus EER Term [9=a

EIE_Day and Period

|E##=5 Final xam / Makeup [#E=8Es score or pass/ Fail [F207
|

. KR GEIBS) OREFREANTBEE. RO 13331 115 1999] CEBCRDELE.

RS U P AN CEE L e

D:SWSEP204)57IARELS D51 IRELD

f == ‘$£EWE e EES Bl [=

Grace State Subject Present Score Present Grade Nots

1 3ER &= B 100 B

2 2R = B 2 B ]

3 2R B B 7 B ]

o 2R &= B B s [—

B 2R B 8 Lt R B 45 o ]

s 28R &= - ° B A

7 2ER &= B 55 c [—

s TR = DEAH LR © £ o 1

B 2ER &= ELttR - © B n [

10 2R = B &7 c [—

i 2ER = FREREET B 7 B C 1

12 2R iEE GEX+L+3F @ 14 D 1

13 33 &= - B El B [—

1 2R &= P © E3 B

B (FE)S 100~30 ABI~E0 B75~70 C:69~60 REE L EFHE DTS £8 N R 5) TRERERIL M RRE KA P atE FRSR WL
= —#87 |[vevro |[ = | [ mee |

In case you make changes after registering the data, please be sure to click either “— {17 (save)” or
“fi£ i (submit)” button on the bottom.
If you close the page without clicking the buttons, the data will be deleted.

—B%{E#F(save) --+ You can save your progress temporarily.
You can resubmit your form as many times as you like.

f=H (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.




B SRR RETSEE

PHE-SEE >HEERER

| RAREEEES

HAEEEE  Grade Report Year 20248 WEHE Class category 3 [E=0—F Course Code -
HEREEF  Subject Name

Fr>J/TR Campus [mem Term [z2m

BEESPR  Day and Period

REHEES Teacher Name

HEBES Final Exam / Makeup EEmE [m#ERES  Score or pass / Fail [F=0n

| RS

HEEMIELEPEEANTEES A,

B 12-57h)-IE B IhI-EEEEB @:)-IT-IEBIBEB @:SWSEP404)-I VIR BIEEB
o, |FE Sl FEEs Exs=a FEETES EE RENR REE EE A 3
Grade State Number Name English Name Subject Present Score Present Grade Score Reason for No Grade Notes
1 SER B @ ] [FR v L]
2 4ER EE @ ] [FER v L]
3 4En B @ ] [FER ] ]
4 4ER B © ] FER v L]
s SER B @ ] [FR v L]
6 4ER EE @ ] [FER v L]
7 4En B @ ]
8 4ER B © L]
R B Save ]
TP = ¢ Sub mlt -
TR ® temporarily |
2 |amx o ) L1
FZ (FF)S:100~90 A:89~80 B:79~70 C:68~60 R:ZE EFZE D:FS1E £ ae = I D.atE FASE WESELE

[vevrho | [ = | [ EEm

*Please reconfirm students’ grade after you submit them.

(5) Frequently asked questions (FAQSs)

Q. Why does not “#tEs 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 the grade report in Excel.

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

A\. Please contact us and submit BT Jm”.

Contact information:

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

kyomuy@mguad.meijigakuin.ac.jp for Yokohama Kyomu-ka
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*|If you forget your login ID and Password for “Z(#% Web” please contact “Joho (Information

Technology) Center.”
e-mail : joho@cc.meijigakuin.ac.jp
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