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Introduction

The university created a new portal to collect, save, and distribute student
grades. This guide shows teachers how to locate the portal, enter grades, save
data, and publish scores.

This guide provides instructions for midterm scores. Separate instructions may
be provided later for final grades.

1 Logging on to the system

1. Go to the BUFS portal. The link is http://portal.bufs.ac.kr. The pre-
fix https:// does not work with this URL.

2. Enter your university ID and password.

3. Click the login = 1% button. The main portal page displays in the
window.
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2 Opening the course page

1. In the top left corner of the main portal page, click the Haksa &t}
button. A folder opens.

2. Click the next two tabs. The final tab 4 4 5= opens.

3. Click the final tab /J 4 5= . The course page displays in the window.
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3 Opening the data entry page

1. To enter midterm exam scores, choose a class on the course page.

2. Select the blue Open Grade Entry Page /4 4 %) & button. The grade
entry page opens.

This primarily affects first year writing courses, but there

i You cannot enter midterm grades for a Pass/No Pass course.
may be others.
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4 Entering midterm scores

1. To enter midterm exam scores, scroll to the right side of the screen.

2. Enter midterm exam scores in the =7} column.
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The grade entry page might not display well on small monitors. To
locate the midterm exam score column, scroll down to the bottom of
the page. There are two scroll bars. Use the scroll bar closest to the
bottom of the page to access the column on the right side of the win-
dow.



5 Saving your data

1. To save your data without showing scores to students, scroll down to
the bottom of the page.

2. Click the blue Save # % button.

3. To preview your work, scroll down to the bottom of the page and
then click the green Preview == 3] button.
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6 Publishing scores
Students can see their scores after you click the Publishing button.

1. To publish scores, scroll up to the top of the page.
2. Click the green Publish 4 %] -&A] button.
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