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Providence University Office of Academic Affairs Announcement

Add.: 200, Sec. 7, Taiwan Boulevard, Shalu, Taichung 433-01, Taiwan
Case Officer: Division of Registration and Curriculum
Phone: 886-4-26328001 ext. 11111~11122

To: All Faculty Members (Fulltime and Part-time)

Date: May 11, 2026

Ref. No.: Jing-Jiao-Jung-11500032

Attachments: 1.Grade Entry Instructions and Notes, 2.Delayed Grade Submission Application Form and
Grade Record Sheet, 3.1141 Grade Average Table

Subject: Final Grade Entry for Students in the 2nd Semester of the 114th Academic Year, For
Your Attention and Compliance.

Instructions:

1. During the student grade entry period this semester, teachers are kindly requested to complete the
process. The system will be open at the following times according to the "Classes Offered":

(1) |[Fourth Grade Courses: From 8:00:00 AM on May 25,2026 to 11:59:59 PM on May 31, 2026.

(2) |Year 1-3 and Graduate‘ Courses: From 8:00:00 AM on June 8, 2026 to 11:59:59 PM on
June 28, 2026.

2. Grade Type and Submission: Grades should be recorded as the "Semester Final Grade" (which must be
an integrated calculation including quizzes, reports, midterm, and final exams, etc.). The submission
must be completed online. Please choose one of the following three methods; no hardcopy submission
is required. The explanation is as follows::

(1) (ORI EVTEIMNiTigy: Directly input grades one by one on the grade entry system screen.
After confirming all grades are correct, click [Grade Temporarily Save] or [Grade Confirm and

Submit].

(2) DLAGGFLRB RN GRIERn 0y Please note that you must use the Excel file exported from

the system without deleting columns or altering the format to ensure successful import. After
importing, please double-check the grades for accuracy before clicking [Grade Temporarily Save]
or [Grade Confirm and Submit].

Import Grades from WOW Class(Since WOW Class is a third-party vendor system,
grades must be separately imported into the school's system)WgEERET 1) G reR1 (R o] 1(0)va0iTs
4 steps in order; none can be omitted: (1) Click [Submit Final Grade| on the WOW Class.=> (2)
Log in to the E-Campus / Grade Entry System. = (3) Click [WOW Class Sync] to import grades
from WOW Class. = (4) Confirm the grades are correct and click [Grade Temporarily Save] or
[Grade Confirm and Submit].

)

3. Regarding "Grade Temporarily Save," "Grade Confirm and Submit," and "Grade Open for Student
Inquiry": Please refer to Attachment 1 for detailed explanations.

4. Grade Submission Deadline and Finalization: After the grade entry deadline, the system will close
the functions for grade entry and modification. Any data in the ""Grade Temporarily Save' status
will be treated as the official grade and automatically submitted to the school by the system. If
failure to complete proofreading before the system closure leads to a need for grade modification
later, the grade correction procedure must be followed. Faculty members are strictly advised to
be aware of this.

5. Late Submission: Please complete the grade input (or import) within the specified timeframe.
Submissions after the deadline will be considered as non-entry (late submission). Late submitters must
submit printed grades to the Registration Section for manual entry, and a record of the faculty member's
late submission will be noted.

6. [Delayed Grade Submission]: For certain students who are unable to complete their course
requirements by the grade entry deadline due to special circumstances (such as off-campus
internships or remedial learning), the instructor may proactively apply to the Registration
Section for delayed grade submission. However, grades for all other students in the class must still be
uploaded within the regulation timeframe.

(1) Application Form for Delayed Grade Submission (Attachment 2-1): Submit by the following
dates
= |[Fourth Grade\ Courses: Before Friday, May 29, 2026
= [Year 1-3 and Graduate\ Courses: Before Thursday, June 25, 2026

(2)Score Sheet for Students with Delayed Grades (Attachment 2-2): Please submit the Div. of R&C by
Friday, September 11, 2026.

7. Grade Average Table: The grade average table for the 1st semester of the 114th academic year is
enclosed as Attachment 3, for your reference.

8. Foreign Faculty: Units with foreign faculty members are kindly requested to have their secretaries relay
this information to them.

9. For any questions regarding grades, please contact the Division of Registration and Curriculum at
extension numbers 11111 to 11122.

Original: All Faculty Members (Fulltime and Part-time)
Copies: Office of Study, Div. of R&C, Division of Administration Systems, Secretaries of all departments
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