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The Faculty Grade Entry Guidelines(113-2)

1. The directly access of "The Faculty Grade Entry System" via the following URL:
http://sys.ndhu.edu.tw/AA/REG/score_mnger/login.aspx . Log in using the account and password

provided by the Registration Division (sent via email), along with the auto-generated CAPTCHA code.
After logging in, teachers may change their password. If a teacher wishes to access the system from
abroad, the computer must support a Chinese operating platform and be able to connect to the
university's Chinese website in order to input grades online.

The grade entry period for the 113-2 semester will be open from June 9 to June 29, 2025.

3. Students whose names are highlighted in light green are expected to graduate this semester. Please
prioritize entering their grades within ten days after the final exams to facilitate their school leaving
and diploma receiving procedures as soon as possible.

4. Grade Submission Procedure:

(1) After selecting the course name, click "Get" to begin entering grades. Please make sure to assign
grades for all currently enrolled students; do not leave the grade field blank. The system will
automatically exclude students who are deferred, withdrawn, directly admitted to a PhD program,
applying for reinstatement, or have withdrawn from the course (W), so no grade input is required
for them. The system also supports importing grades via an Excel file (***.xIsx format only);
please make good use of this feature. Additionally, there is an option to allow students to view their
temporary grades: "Consent to Announce Temporary Grades for Student Viewing" (default is set to
"No"). If the instructor selects "Yes" and clicks "Save Announcement Preference", students will be
able to view their grades in real time before the submission deadline (June 29th, 2025.) accessible
through "The Teacher Grade Announcement and Query System".

( https://web.ndhu.edu.tw/searchscore/login.aspx )

(2) Grades in this system can be entered using the Percentage Scale, Letter Grade Scale, or S/U/I
(Satisfactory/Unsatisfactory/Incomplete) Scale, and the system will automatically save the grades
once entered:

a. Percentage Grades: Only whole numbers are allowed. The system will automatically convert
them into letter grades.

b. Letter Grades: You may manually enter ABC letter grades or use the on-screen keypad by
left-clicking in the grade field.

c. S/U/I Grades: This grading method must be approved in advance by the curriculum committee of
the respective department, institute, or degree program before it can be applied in the system.

(3) After selecting a course in the system, the enrolled students' information and photos will be
displayed. Instructors may sort the list by "Student ID" or "Department" according to their
preference. Please note that if there is no activity for 15 minutes, the system will automatically log
out.

(4) After entering the grades, instructors must click the "Submit Grades" button. Once the student list
and grades have been verified for accuracy, click the "Confirm" button to upload the grades. After
submission, the students’ grade fields will automatically change to light blue, and the system will
lock the grades, making further modifications impossible.

(5) After uploading the grades, if a printed copy is needed for record-keeping, click the "Download
PDF for Printing" button to print the file. If you need to save the file in another format, you can
also click the "Export to Excel" button to save the file.

5. For courses with the same course code that are jointly taught, all instructors are able to enter grades

for the students in that class. However, once a grade has been entered by one instructor for a particular
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student, the system will automatically lock that grade, and it cannot be modified by other instructors.
6. Submission of Incomplete Grades: If a grade is assigned as "I" (Incomplete) or if a student has been

granted an exam leave, instructors must submit the "Makeup Exam Grade Submission Form"

( https://aa.ndhu.edu.tw/p/406-1004-196599.r1067.php ) no later than before the start of the next

semester (by September 8, 2025). The form should be completed with ABC letter grades and signed. It

must then be submitted to the Registration Division for input. If the student completes the makeup
exam before the system closes, the instructor may directly enter the grade in the system.

7. Reminder for Grade Modification: For details on the university’s "Teacher Grade Submission and
Correction Guidelines", as well as related forms, please refer to this
link( https://aa.ndhu.edu.tw/p/406-1004-15284.r5146.php ).

8. Registration Division Reminder:

(1) The grading method at our school: Graduate students who are assessed as B- (inclusive) or above,
and undergraduate students who are assessed as C- (inclusive) or above, are considered to have
passed. However, if a student is assessed as E (<50), their grade points (GP value) will be 0, which
significantly impacts their semester average.

(2) Teacher login passwords are randomly generated each semester. Teachers are advised not to share
their passwords with others or delegate grade input to someone else.

(3) When grading students, please aim for a normal distribution. It is recommended that the percentage
of students receiving " A+, A, A- | not exceed 30% of the class size, and the percentage of students
receiving " B, B+, B- | not exceed 60% of the class size.

Wishing you a wonderful summer vacation!
Sincerely,

Registration Division, Office of Academic Affairs
June 2nd, 2025.
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