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eGrading 
USER MANUAL for INSTRUCTOR 
UNDERGRADUATE PROGRAMS 

 
 

 
 

VERSION 1.0.1.19 (2017) 
 

 System Requirements  
  OS    : Window 7 or higher 
  Microsoft Office :  Microsoft Office Excel 2010 or higher 
 

 Part I :           P. 1 - 17 
Step 1 : Set the fundamental data for calculation. 
Step 2 : Download the list of registered students and record examination marks. 
Step 3 : Grade Calculation. 
Step 4 : Correction. 
 

Part II :  How to merge grade files (For Coordinator).    P. 18 - 22 
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Step 1 : Set the fundamental data for calculation. 

 

 
 

 

1.1 Fill in the following fields : year /semester / faculty / department / course ID / course name / section / lecturer. 
 

 
 

1.2 Setting the evaluating score for calculation. 
1.2.1 Input Mark Allocation 

  Allocation Name  =   full name of the evaluating score  
  Initial Allocation  =   abbreviation of the evaluating score 
  Score    =   score 
 

 

 Input the evaluating score that you want to calculate in the score box, then click   

1.4 

1.1 

1.2 

1.3 

1.5 
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 If you want to delete the input data, click   
 If you want to edit the name of the evaluating score, double click on the line that you want 
to change. 

 
 

After making changes then click   and    

or click   if you want to cancel. 
 

1.3  Select the calculating conditions or exam result that you want to be shown after evaluating. 

 
 

 Remark : Please consider these special calculation options. 

 
 

1.  For standard calculation (with ́ Fµ) select ´Nµ for all. 
 

2. For special calculation (with ́ F = WPµ) select as follows. 
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3.  For none-credit calculation (with ́ S/Uµ) select as follows. 
 

 
 

4.  For Nursing Science, select as follows.. 
 

 
 

5.  For Basic Mathematic, select as follows. 
 

 
 

6.  For the subject with auditing students, select as follows together with other calculations above. 
 

 
 

1.4 To make backup files with only Mark Allocation data press the    at the button and click    
The program will export all data to Microsoft Excel. 
Remark:  The exported file can be modified only in the column ´Mark Allocationµ. 

1.5 For importing the to use in the eGrading, click    and the program will open a window for you to 
select the file to be imported. 
 

         
 

 

Remark:   1. The only file you can import must be exported by  from the eGrading program only. 
2. If you select a file which was not exported from the program, a warning will pop up. 
 

 

 

ÅæõĉÂ 
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Step 2 : Download the list of registered students and record examination marks. 

 
 

2.1 To import the list of registered students who have made payment into the eGrading, click    and a 
window for online log in will be pop up. 
 

 
User and Password = (AU ACCOUNT) 

 

After logging in, the program will show a window for you to select the required sections. 
 

 
 

After selecting, click    and    to confirm or   to cancel 

2.1 2.3 

2.2 

V 
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2.2 Inputting the data, saving or editing can be done at all time. 
 

 
 

2.3 After finishing inputting the data, click   and the program will add up the marks and show the total 

marks. Every time you edit, change or add new data, always click   again. 
 

Remarks : 

1. To save the progress, You must press the  and select  and save the Excel file on your 
computer. You must use the latest excel file to resume editing/inputting marks. 

 
2. For students with no exam score, waiting for exam score or absent at the examination, leave blank. 
3. If input the score as  ́  0 µ or ́  0.00 µ  , the program will also sum up to total score. 
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More Functions 

 

  This function is for checking the names of student that have voluntarily 
dropped or have been debarred by their instructor, by selecting the ́ Verify Withdrawµ button you will be 
prompted to log in again. 

 

 
User and Password = (Login at AU ACCOUNT) 

 

 

 
 

The program will open a window displaying the name list of students that have withdrawn or have been 

debarred. If you need to modify or change the information, select the students name then press the  

button to confirm or  to reverse the operation. 

V 
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 Add Student (Manual) function is for adding the students³ name not on the list by 
clicking the button, the program will show this window 
 

 
 

Fill in the student ID   and the section     
 

Press the button    and 
 

click    to confirm 
 

or   if you want to cancel 
 

 
 

The recently added name is only at the bottom of the list. The program does not sort the added name in the list in 
accordance with the student ID 
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   This function is for deleting the name of the student that was added manually 
only.  After the button is clicked, the program displays the following window 
 

 
 

Select the item to be deleted and press   and 
 

click    to confirm 
 

or    when you want to cancel 
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Step 3 : Calculate Grade 
 3.1 Score Curve : A · F (Normal Type) 
 

 
 

3.2 Score Curve : S/U (S/U Type) 
 

 
 

3.3 Score Curve : Z-Score (Z Type) 
 

 
 

3.1 

3.2 

3.3 


