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Providence University Office of Academic Affairs Announcement

Add.: 200, Sec. 7, Taiwan Boulevard, Shalu, Taichung 433-01, Taiwan
Case Officer: Chen, Chin-Lung
e-mail: clchen@pu.edu.tw
Phone: 886-4-26328001 ext. 11114
To: All full time/parttime faculty
Date: December 6, 2022
Ref. No.: Jing-Jiao-Jung No. 11100083
Attachments:
1. Instructions and Notes for Grade Entering
2. Application for Late Submission of Grades and Score Sheet of the Late Submitted Grades

3. Grade Average Table for 2021-22 2™ Semester

Subject : Grade entering for 2022-23 1 Semester

Descriptions :

1. The grade entering system is open from 8:00:00AM, Monday, December 26, 2022 to 11:59:59PM, Sunday,
January 8, 2023. All faculty members are requested to complete the grade entering before the deadline.

2. The grade submission is processed online only. There is no need to turn in the hardcopy. The instructions are as
follows (for detailed operation instructions, please refer to Attachment 1.)

(1) A new feature “Import from WOW Cloud” is introduced: After the grades are imported, the default is in
the “Temporary Save” state. After the teacher confirms that the results of the subject are correct, click “Send
confirmed score” to complete the upload to the University host.

(2) [Temporary Save] : When the grades are not completely entered or the data awaits to be modified, you
can click score “Temporary Save”. During this period, the teacher can choose whether to open “Student
View” function and continue to modify the grades. However, the temporarily saved scores will not be
accounted for in the final grades and credits earned. If the students need the grade (credits) of the subject
urgently, the teacher should confirm and send the grades in advance as appropriate.

(3) [Send confirmed score] : After the teacher confirmed the scores entered, click “Send confirmed score”
and upload the data to the University host. Once the scores are uploaded, they cannot be changed any further.

(4) After the score entry deadline, the system will close the functions of score entering and change. The data
in the score “Temporary Save” state will be regarded as official and will be automatically sent to the
University by the system. ATTENTION! If the proofreading is not completed before the system is closed
leading to a “grade change” request later, the teacher must comply with the grade correction procedure.

3. Please complete the score entering (importing) within the stipulated timeframe. An overdue is considered as not
entering (late submission). Those who submit grades late must submit the written scores report to the Div. of
R&C for manual entering; this will be entered into the teacher’s late submission record.

4. [Late submission of grades] : Some students are unable to complete the course before the score entering
deadline due to special circumstances, such as off-campus practicum or learning remedial activities, etc. Teachers
can take the initiative to apply to the Div. of R&C to postpone the score entering for the subject students, but the
score upload for the rest of the students in the class should still be completed within the stipulated timeframe.

(1) Application for Late Submission of Grades (Attachment 2-1): Turn in to the Div. of R&C before Friday,
January 6, 2023.

(2) Score Sheet of the Late Submitted Grades (Attachment 2-2): Turn in to the Div. of R&C before Thursday,
February 9, 2023.

5. [ Open for student grade enquiry] : To clear students’ doubt on their grades, teachers are advised to click the
“Temporary Save” option after entering the grades of the whole class and then set the “Open” function for
students to query their grades. Please inform the students that if there is any doubt about their grades, students
should raise their doubt before the teacher clicks “Confirm and send the grade” icon. Please refer to Attachment
1 for the setting methods. According to Article 28 of the University Academic Regulations, the Final Exam papers
and roll call scorebooks shall be kept by the teacher for one year.

6. Attachment 3 is the Grade Average Table for the 2021-22AY 2nd Semester for your reference.

7. If there are foreign teachers in your unit, the secretaries are requested to forward the relevant information to the
foreign faculties.

8. For any questions regarding grades, please contact the Div. of R&C at ext. 11112-11122.

Original: All full time/parttime faculty

Copies: Office of Academic Affairs; Div. of R&C; Div. of Admin. System; Secretaries of all Departments (Institutes, Degree
Programs, Centers, Offices)
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