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How to access the WEB-grading system | ilfi A )

@D Login to the AOYAMA-portal (https://aoyama—portal.aoyama. ac. jp/)
To access the WEB—grading system, start by a login to the AOYAMA-portal.

To create a password or to change your existing password, visit the PC Support Lounge.
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X If you cannot login to the AOYAMA-portal, please refer to page 12 to learn how to contact
the PC Support Lounge.
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®  Click [ A S| (“Enter grades”)

After a MENU page appears, click on the link marked |%f& A 71| (“Enter grades”).
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II. How to use the WEB-grading system | ki A J)

1. TOP page of the WEB-grading system

A list of courses for which you need to submit grades will appear on your TOP page.

Select the course by clicking the (“select” button. A Student ID column will appear

where you can enter student grades.
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% If any of your courses do not appear on the list, please contact the academic affairs office.

2. Basic operation of WEB-grading system

% 4 patterns are listed below. Please follow these instructions.
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(A) Inputting grades directly on the WEB

(D Choose the method to input grades.
Grades may be entered either by #E S A7 (“numeric score”) [i.e. a number from 0 to 100] or
by EXPEREMIA T (“letter grade”) [i.e. AA, A, B, C, X, or XX] (The default setting for inputting
grades is by numeric score).

% Once you begin inputting grades, YOU CANNOT CHANGE from a numeric to letter grade
method or vice versa. If you do, any grades you have already input will be erased.

% Some courses will only allow you to input grades with a numeric score.

$¢ Grades for graduate schools courses (except for those in the “Graduate School of Science
and Engineering” or the “Graduate School of Social Informatics”) must be entered as a
numeric score.

@ Choose the order for displaying student names.
Student names may be displayed on the screen numerically by [“#4%FK ZE] (“student ID”) or
by [7 7 A% F)E] (“class number”). (The default is display the students by their ID).

@ Input grades directly into the column.
Once you have completed steps O and @), you can begin inputting grades one at a time
directly into the grade column. Both number and letter grades should be entered. For
inputting letter grades, you can use either large or small-cap letters. When you press the
Enter key, the cursor automatically moves to the next student in the column. Please BE
CAREFUL to input each student grade in the correct place.

Jump to page 9, No 3 — 5 tolearn how to save data, print grade sheets and submit
the grades.

< Sample image of Student ID column page >
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(B) Uploading grades with class roster CSV data

%You can download class roster data from ‘%IE%?%WE B‘ (“Instructor administration WEB”).
Click (%% 4% 7 > v — | (‘Download class roster”) on the TOP page to download the

data. If you have already downloaded the class roster data (CSV formatted), please follow the

instructions below. (Note: The instructions are based on a Microsoft Excel operation.)
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@ Select [File] — [Save as| and name the file into which you have input grades. Save it in
a CSV file format. (You can save it to any location on your PC.)

% When you save the CSV data file, an alert message might appear. Click to all alerts.
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@ The Kyomuka only needs two columns of data, one for “student ID numbers” and the other
for “grades.” Process the data file as follows. First, erase all other unnecessary columns of
data. Next, arrange the “Student ID numbers” into column A and “Grades” into column B.

[Save] the file and close Excel.
X After you save the CSV data file, alert messages may appear. Click to all alerts.
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@ Open the Student ID column of the WEB-grading system and choose the method of grading,
either by S AY (“humeric score”) [i.e. a number from 0 to 100] or by E:FEFEAf A S
(“letter grade”) [i.e. AA, A, B, C, X, or XX] (The default setting for inputting grades is by
numeric score). Click the (“browse”) button which you can find on the bottom of
the page. Then select the CSV file you processed in D~@® and click the (“load
file”) button.

SHACSV I 7 1)L C:\Users\j31624\Desktop\seisekilkokusal [ Z88... || CSVERIA
ENRIEHE T CSViEh [ —BHRTF ] [ RE RS BE T ] [ B3 ]

® If you have uploaded the data properly, grades will appear in the Student ID column as in
the picture below.
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FiES £ s52Ee KR [T RRam R
11309107 SZFHEXTFR 4B003 AA
11311014 TFRPFKIFR 3C002 A
11311099 XEHBRKIFR 3C010 B
11311133 SZFHEXIFR 3F015 c
11311165 REPRKIER 30023 XX
11311294 TEHRHER 3G030 AA
11311315 TEHRHIER 3E038 A
11312016 TEFRHIER 2B006 B
11312082 TEHIRHIFR 2A012 c
11312096 TFHIRHIFR 2A013 XX
11312098 TFAIRHIFR 2A014 AA
11312148 TFAIRHFR 20018 A
11312151 TFRIRKFR 2D019 B
11312153 CFRIRKFH 2E018 c
11312193 XEHMEAIER 26023 XX
11312205 XEHMEAIER 2E023 m
11312228 XEHMEAIER 2A028 A
11312273 XEHBRAIER 28032 B

Jump to page 9, No 3 — 5 to see how to save data, print out grade sheets and
submit grades.




(C) Uploading grades with your own arranged students’ list

% If you already have downloaded the class roster data (CSV formatted) from ‘%ﬁé%f’%WE B‘
(“Instructor administration WEB”) and arranged it your own way, please follow the

instructions below. (Note: The instruction is based on a Microsoft Excel operation.)

@D Open your students’ data list and input the grades in any blank column and save the file.
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2 12106164 358 4HOO1 (FERB) 100§
3 12108060 $28 40003 (FERB) 95 |%||
4 12108073 i 40006 (FEER) 90}
5 12108119 358 41005 (FERB) 85
6 12108169 328 41008 (FEER) &
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B 12108124 R 4D0OT  (FAEES) 79 | Input grades in any blank column.
9 12109172 358 48010 (FERKB) ek
10 12109230 $EiF 40008 (FERB) 6
1112100276 328 4F017 (FEER) 55
12 12109323 358 4C019 (FERB) 50)
13 12100326 328 4F019 (FEER) 45
14 12109352 358 48012 (FERB) 40)
15 12100355 328 4E010  (FEEKR) 35
16 12109361 35E 44012 (FERB) 30
17 12110010 328 40011 (FEKBR) 25
18 12110030 3E& 40013 (FERB) 20
19 12110037 328 3GO01 (FERB) 15
20 12110067 328 G024 (FEER) 1
21 12110073 358 40029 (FERB) 5
22 12110097 328 4G025 (FARR) l—l =
[ICCr v 060649 2248301 /%3 7 WL i »
IE | [Eo@ 10% ©——U—@ B |

@ We only need two columns of data, one for “student ID numbers” and the other for “grades.”
Process the data file as follows. First, erase all other unnecessary columns of data. Next,
arrange the “Student ID numbers” in column A and “Grades” in column B.

No other data is needed.
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1 N12106164] 100 . .
2 Tiorceoe o5 Hl <Attention points>
3 12108073 80 .
a Jrz108119 85 + Should be arranged as: Student ID
5 f12108169 80 . .
6 J12100019 75 numbers in column A and grades in
7 §12109124 70
g f12100172 65 column B.
o 12109230 606 .
10 f12100276 55 * No other data is needed.
11 §12109323 50
S Fispecead - (Erase all other unnecessary data other
14 12109355 35
L I > than Student ID numbers and grades.)
16 §12110010 25
17 §12110030 20
18 §12110037 15
19 §12110067 10
20 §12110073 5
21 §12110097 0 -
AT e e / 4 I ] 0
IE | |[Eom@m 100% =) U {+) )

@ Select [File] — [Save as] and name the file you have inputted grades, save as CSV file
format. (You can save the file to any location on your PC.)
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@ % When you save the CSV data file, an alert message might appear. Click to all
alerts.
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PRomibies E5) kokusaibijinesu.csv 2013/06/19
b temp — ) sangyouron.csv 2013/06/19
. Windows 5‘
§ 1—H—
administrator
gl j31624
- + Use alphabet and numbers.
2| 3 4
JETELL LT - Save as CSV file format.
2013F068118
seiseki
TA

)

/

S0 S70EM 24 ML D4 NLDEDN

< TANE-ORER ) q BE(S) .

® Open the Student ID column of the WEB-grading system and choose the method of grading,
either by /5 A7 (“numeric score”) [i.e. a number from 0 to 100] or by Bt A S
(“letter grade”) [i.e. AA, A, B, C, X, or XX] (The default setting for inputting grades is by
numeric score). Click the (“browse”) button which you can find on the bottom of
the page. Then select the CSV file you processed in MD~@® and click the (“load
file”) button.

SHACSV I 7 1)L C:\Users\j31624\Desktop\seiseki\sangyo

ENRIEEZ T [csvain | [ —®iF7T | [ t@REEET | =3

® Grades will appear in the Student ID columns as in the picture below when the data is
uploaded properly.

BEEAS
EH:100~0EAS
A7 Y RiE: ) F—EAD
© ZEAN O FEESIE SEHEAD
SREFEAN DSRESIE SREEEE  AA. A B. C
TREHEEHE : XX
R X
FERS #n sszEe w& [T w==m | &=
12106164 FEFAHBEFR 4HO01 100
12108060 SERFEHEFLH 41003 95
12108073 SEEFETEER 4C006 90
12108119 FRFEEEFR 41005 85
12108169 FEFEHEEFR 41008 80
12109019 EEFETEFR 41009 75
12109124 SERFEHEEFH 4D007 70
12109172 SERFEHEEEH 4B010 65
12109230 SBEFETEFR 41008 60
12109276 ERFAHTEFR 4F017 55
12109323 SERFEHTEFR 4co019 50
12109326 FBFEFAHBEFR 4F019 45
12109352 FEFAHEEFR 48012 40
12109355 SERFEMTELH 4E010 35
12109361 SEEFETEER 4A012 30
12110010 SFEFEHEEFR 41011 25
12110030 {EEFEHTEFR 41013 20
12110037 {ZBEFEHBEFR 3G001 15

Jump to page 9, No 3 — 5 to see how to save the data, print grade sheets and

submit grades.

(D) Downloading the students list in a CSV file from the WEB-grading
system and grading, then uploading the data
7



(D First, open the Student ID column of the WEB-grading system and choose the method of
grading, either by S A7 (“numeric score”) [i.e. a number from 0 to 100] or by ExP&EAf
AT (“letter grade”) [i.e. AA, A, B, C, X, or XX] (The default setting for inputting grades is
by numeric score). Next, click the (“CSV output”) button which you can find on
the bottom of the page.

@ A “File download” window will appear. Click (“save”) to save the file. (You can save
the file to any location on your PC.)

|
cOI7A WERKH, FERFFLEIN?

@ %A 2013_11_2332401_00.csv
a T i

3% Microsoft Excel CSV J7 )L
Fism portaltest.jm.aoyama.ac.jp

e ( 1FTF(S) Feut

‘ LA MIBETEATI, 2t T o)
g BT O0bEE 3. RIS TSR ARL MBS 0. cOTr TN ARIEDR
- 4 rbrnbwwmm

@ Open the file which you have saved in @).
(Note: The instruction is based on Microsoft Excel operation.)
1) Student ID numbers will appear in column A. Input grades in column B and save the data.

5 o O AR 2015 1... o)
el - BA R 8RR T BRE BT 0@ o &
R ¢ [a) (=) (%] [a) (@] =&
Ba-| o .| @ 4
BAD{HF JAVE| BE | BE |25V WL |
ST e T S | e
bW TR-F wE
Al - £ | 13107441 v
A B B D E [
| 1 [131074210 100
2 13108394 95
3 13109104 90
4 13109513 85
5 13110004 80 |
6 13110019 75 =
7 13110050 70
8 13110000 65 ] ]
5 13110103 60 Student ID numbers will appear in
10 13110123 55
11 13110153 50 column A.
12 13110182 45 . .
13 13110215 10 Input grades in column B using
1; }21}3332 32 half-width characters.
16 13110237 25
17 13110275 20
18 13110289 15
18 13110316 10
20 13110319 5 -
4 » | 2013 4 2332401 of AF I ]
IXE | |[EOm@m 100% (<) ol

2) Go back to the WEB-grading system and click the (“browse”) button which you can
find on the bottom of the page. Then select the CSV file you input grades in and click the
(“load file”) button.

FHACSVIZ ()L C:\Users\j31624\Desktop\2013_11_233441

[—wtw7 | [emREEET |

3) Grades will appear in the Student ID column as in the picture below when the data is
uploaded properly.



FERAN
: : FER:100~0FAN
ANTE U ReE: U] F—wAD
e ®mEAH O FEEER EBREFHAAS
DEREFEEAD DOSAEER BREEE AL AL B. C C
‘ : AEHEFHE : XX
R < X
PEES 8 JI>x#E=s ER Ee
13107441 FFNEF 41003 100
13108394 FFENEFH 4L003 95
13100104 FFENEFT 4H006 20
13100513 F¥ENEFH 4A015 85
13110004 Z¥ENEFH 40011 20
13110010 E¥EHEEH 4F014 75
13110050 FFENEFH 4K019 70
13110000 FFENEFH 4L020 &5
13110103 FFENEFM 4L021 €0
13110123 F¥ENEF 4F021 55
13110153 FFENEFH 41027 50
13110192 FFENEFH 4H029 45
13110215 FFENEF 40025 40
13110222 FFENEFH 4K030 35
13110233 F¥ENEF 41033 30

Follow the instruction below No 3 — 5 to see how to save the data, print out grade

sheets and submit grades.

3. How to save grades temporarily
If you like to save grading data temporarily, click the | —FfR7F | (“save draft”) button that
appears on the bottom of the page.

FERE > 1 ISRBE KA FRRESFAR "Z
15113073 BT FENIE - 2085 H 1A007 AA —BFEEFH
—BHFRTE :> 15113097 BT FEMME - BI8FH  1A009 A —BREH
15113098 BT FEMNIE - £IBFH 1B009 B —BEEFH
15113109 BT FEME - ZIBFH  1A010 C —BEREH
15213032 BT F&MEF « &HRIFR  1C015 XX —BFEEFH

If you want to change the grades again, input new grades in the column and click [ —~FFfRAT |.
Data will be overwritten.

4. Trouble Shooting
The following notes cover some possible errors that might occur. If an error

message appears, it means the “grading data is not complete”. Please note that

you cannot submit grades without completing all the necessary data.

1) If there are any blank cells;

13111136 EFEREFHR 3F016 A —BRES
13111143 3EFEREFRI 3M010 B —B®REH
13111392 3FFEREZFER 3K025 c —BRES
13111460 EFE0EFRI 3A033 XX —BEFRFS
13111506 EFEREFHR 3F042 FAD
13111518 EZEBEFH 36039 A TR m|
13113993 EFANEAFRI 4E043 B —B®REH
|

Awv{Z—3:

RADDEFRNSDET . BERBULTLIZSL,

\

2) If the grades are not input correctly;
Example: Choosing the numeric scores

method of grading but inputting a

Tattnn cnada



=
F£5:100~0% AN
AT AN OESE SN
OERAN BREHAAN
D BRPESHEASD | | © VS RESIE EXPESER : AA. A. B. C
AEHETHE : XX
RE: X
FEES =t DSRABE K& E 30 [ =
14108537 EEFEHEEFH 4D003 AA ANENTVZESDEE. ADHEFAI SN TR
Xy{z—3:
AARBCTS—HH0ET. BRLTIIZEL,
Example: Choosing the letter method of
grading but inputting a letter which is
ES-V.V)] :
= n for gradin
F5:100~0% AN ot used fo gra g
ANFE ALk REE: U] F—%AH (”S”,”]&’F” ete.)
OF 3-V.V)] 0 F4ESIE 2= iy )
© BREHAASD | | O OSRESIE EBPESHE : AA. A. B. C
ASHEEHE : XX
RE: X
FEES B DSRBE K& FRPEST (7=
14108537 FEFAHEEFH 4D003 s ANSNTVBERREFHEZ. ANAFAISNTUVRVGHETY.
HKytz—%:
AARBCTIS—HH0DET. BRLTIEEL,

5. Printout Function

Click the ’ FIURE 22 7~k | (“show print screen”) button which you can find on the bottom of

the page. Print preview screen will appear. Click the “Print” option from your Internet

browser to print a grade sheet out.

[Warning!] Please save your data before printing out. In other words, click the [ —HF{RF
(“save draft”) or (“submit”) button FIRST! If you click [Flil&E A # 7~ (“show print

screen”) before you save your data, all the grades will be erased.

e =
201 3FERIMAIEMBEAA 1
PO eRwwe |
eosss [Emil | #{2015/06/14 18:58:19]
B[ AN [F07] mn FERNED - _[L3—H
ﬁlﬁﬂ“ JER [CEBEE e |H HEE HEJ-F (BRES =8
* = BWX5>S | [ [PLusv—X-
S s (B8R D epm 1 e 611010090[3803301(00
ES2 V)
= FE:100~0ZAN
ENklEBE =T :> RE: ) F-mAN
nE= [ FRIEFHEAD
: 5 SBREFHE : AA. AL B. C
FEHEFHE : XX
RE:X
RE: [/1F—%AN
PEES | 3] pS5zEs] e |aEEE E=
15113073 B TFEME - BEFR 1Ao7 h EEES
151130972 TFEMNE - BEFR  [1A009 A RiEH
151130982 TFEME - BEFR 18003 B REEH
15113103 TFEME - UBFH  [1A010 c BEEH
15213032BTFEMEE - ERRFER 1015 X [EmE

You can print out a grading sheet as above.
To print these sheets, use the “Print” function of your Internet browser.
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6. Submitting Grades

@O When you finish grading all the courses, click the ’ fEH R R | (“show submission

confirmation screen”) button on the bottom of the page. A confirmation screen will appear

where you can check that the grading data is completed correctly. Please ensure that you
check the data before submitting it. Click the (“submission”) button on the bottom of
the confirmation screen to submit the data.

[Warning!]
Once you have submit the data, you CAN NOT CHANGE/CORRECT any grading
data.
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£
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]
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(enRimmE ) [(cswtin —m | ‘ (RERZsmET ) 2 ‘ Ca) ’ ANEEIED

@ After you submit the data, the message listed below will appear on the bottom of the page.
You will also receive an e-mail letting you know that the data has been submitted to your
Aoyama Gakuin email address. ((XXXXX(X:5 lower digits of your ID No J@aoyamagakuin.jp)
You can also check whether or not you have submitted the data properly on the TOP page of
the system. If the letter appeared in the status section as [#&H#F#4 ] (“submitted”), it means
you have submitted the grades.

< Courses of Aoyama Campus>

(Awz—3:

FREARY T ETENF UL, BEREA—ITEREEA—ILOA-ILT RLVACREENF U, BEREA-LZBELTE
Z0. A—ILABHRVES(E. AERMUF v/ (AEHEHRR (BE 0 03-3400-7830) FTOBECEZL.
HA—)LEEIC[E. ELBEINDDBIEABOFET. TTHRIES.

< Courses of Sagamihara Campus>

vi—-:
ERFNETENFUR. BEREA—IZREEA-LOA-LZ BLVACREENTUR. BEREA—LEZRELTLE
Ve A=LABHRVESE. ATEEESKHTRKR (BE 1 042-759-6003) FTIBELESZL,

e A—LERICE. SLBBINDBIEAEBNFET. TTHRIES,

@ If you have any inquiries regarding the grades you have submitted, please review the section
listed in “6. References / Contacts” as soon as possible.
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7. References / Contacts

<Inquiries regarding grades and WEB-grading system > (Schools and Graduate

Schools)
Aoyama kyomu-ka (undergraduate and graduate school office)
Sagamihara gakumu-ka (undergraduate and graduate school office)

<If you cannot login to the AOYAMA portal >

(DPlease refer to the |L < » 5 EM| (“FAQ”) section of the login page of the AOYAMA
portal.

@If you still have inquiries regarding how to login to the AOYAMA portal, please contact
the PC Support Lounge.

PC Support Lounge Aoyama Campus (15t Floor, Bldg. 2) TEL:03-3409-7850

PC Support Lounge Sagamihara Campus(4t Floor, Bldg. B) TEL:042-759-6047

*¢Please bring your Aoyama Gakuin identity-card with you when you visit the PC Support

Lounge.
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