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Introduction
If you have followed the link to the university portal system, you may have
noticed some dramatic changes in the structure and menu navigation. In this
brief tutorial, I will endeavor to provide some guidance on how to navigate
throughout the system.
I suggest that the system has been revamped in order to accommodate Vista and
Windows 7,8, 10 users. Users of Macintosh systems may not notice any significant
changes with respect to report generation. For Windows users, though, the
transition should now allow report generation capability for Vista/Win 7. Windows
XP is no longer supported by Microsoft, hence the necessity for an upgrade of
the university portal system.
Please note that you should have Java scripting installed and activated on
your browser in order to generate reports.

2

Logging onto the system:
1. First of all, you may enter the site by entering http://portal.semyung.ac.kr
into your browser address line,
or simply click on the provided link.
2. You will be directed to the default index page.
3. You should see the following screen:

Please note that you should have already created a certificate for secure logins.
(인증서)
If you need to renew your certificate or change your password, the following
section should be helpful.
(You may also log into the system with your SMU username and
ARC number.)
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Certificate Management

You should see the following screen upon entering the portal page:

If you wish to manage your certificate, click on the box to the right with the gear
symbol.
You will be presented with the following screen:
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Generally speaking, you will probably only be concerned with certificate renewals
and modifying your password.
For the renewal process, click on 인증서 갱신.
You will be prompted to enter your current password.
(There may or not be an intermediate step which involves installing a small
security application on your computer.
Simply agree and proceed.)
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Once you correctly enter your password, a confirmation notice will appear.

Click on 확인 – confirm and that should complete the process.
Once you have successfully logged onto the system, you should see the following
screen:
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Class Management Tools

As you can see, it provides a wealth of interesting features. It has a navigable
calendar which provides notable dates.
For the student administration menu though, you should select the option in the
top right corner, which I have circled in blue.
(학사해정) I’ll address the other options a bit later.
Once you click on the student administration option, a new browser window will
open:
Please note that you may also perform other operations from the menu as listed
below.
1) Syllabus Management (please see the separate section.)
2) View and Print your Class Schedule.
3) View and Print Class Rosters.
4) Manage, View, Export & Print Student Lists.
5) View Student Evaluations.
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View Student Lists
You may be interested in exporting your list of students to another application
for your own records of grades, attendance and so forth. In this section, we will
see how to accomplish this.
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The next window is quite large, so I have divided the screen into two parts.
Let’s examine the first half of the screen:

When you view this screen, you should ensure that the correct year and semester
are displayed for the current time period. If not, simply enter the proper data and
click on the 조회 (Inquiry) button. If you are feeling nostalgic, you may enter
different time periods to see retrospective lists.
Once you have selected your desired time period, you may then click on an item
in the Class major column to automatically display a list of your students
registered for that class.
9

You may copy and paste this list of students to another application or use the
menu selection to manipulate the listing.
Here is the second part of the screen:

As you can see, there is a veritable myriad of options available on this menu.
You will probably be most interested in the data export feature.
Here is a brief example of how to export your student listings to an Excel file:
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You may elect to select students individually or use the select all option as
indicated in the diagram above.

Once you have made your selection, click on the Excel button to export your list
of selected students.
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You should receive a confirmation dialog box. Click on 예 to open up the familiar
Excel file save menu.

After clicking on 예, you may open the file, save it, save it under a different file
name (recommended) or cancel.

Now, you should have a new Excel file with which you may use as you see fit.

Hint: It is important to note the course name, section number, and the number of
students in your classes for future reports. This is not the only place to get this
information, though.
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Syllabus Management

For the most part, you shouldn’t need to do much modification of your syllabus
as our assistant will provide a syllabus for you. (maybe) It is suggested that
any editing be done from your own account. In the event that you have classes
beyond the typical freshman courses, then you may want to edit your syllabus.
Here is how to proceed:
Step 1

Click on the option circled in red as above to continue.
After you click on the option as described above, you should be presented with a screen that
lists your classes.
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Select the course that you wish to edit and click on [Details] 조희 (inquiry)
After this, you may edit grade weights and other information.

Further down the screen is the weekly plan. There are 15 weeks. You may edit this as you see
fit. Once you are happy with your plan, you may click on [save] (저장) to save your work.
You should do this often as you can always go back and make corrections.
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Syllabus Form Details
Here is a brief introduction to the form itself:

To be honest, I’m not sure how the “CHARM” acronym fits in with the syllabus,
but perhaps you can simply check each and every box.
However, it is my humble opinion that they want you to identify your own
particular talents.
Here is the summary as I understand it:
C

- 자기주도 ~ Care ~ Make an effort to take an initiative.

H

- 나눔 과 배려 ~ Help ~ Express sharing and concern for your students.

A - 환경적응 ~ Adaptation ~ Assist with adaptation to the school
environment.
R – 대인관계 ~ Relationships ~ Promote personal relations with peers and
students.
M – 전공 ~ Major subject identification and appreciation.
(As of February 2017, the “CHARM” elements have been deselected.)
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Once you have entered a syllabus with which you are satisfied, you may copy
this syllabus to your other classes. Now, this can be a bit tricky, so you need to
exercise caution. My recommendation is to manually enter two classes before
proceeding to the copy and paste feature. This will allow you to recover in case
you make an error during the copy/paste process. Look at the diagram below to
get started:

It’s useful to think of it this way … select your target first. Then, select your
syllabus from which you wish to copy. Note the diagram below:
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If you are successful, you may see your results when you return to the main editing screen.

Now, if you read the message in Korean, it may be a bit confusing. It simply
states that a syllabus has been created and do you want to delete the target
syllabus and replace it with your copy. If you have followed the directions and
you are intrepid and fearless, then press the option circled in blue.
17

Once you click on the button, you will receive a confirmation message.
That is all for now. If you need help with this, please let me know, and I will be happy to
assist.
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Your Departmental Personal Profile.

For the most part, this may be a one-time entry,
but you may always return and edit your entries.
The entry method is relatively simple and
intuitive.
Jennifer has provided a very exquisite graphic
tutorial which may be viewed at the following
link:
http://chrismcdade.org/00newportal2011/Persona
l_Profile_2.0.pdf
This page will be updated as more information
arrives.
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Grade Entry Section
For the most part, you may follow the dates on your calendar or get
the information from Jennifer.
It might be useful to note the seniors in your classes as well as those
who are subject to the “repeat” factor.
That is to say, (재이수.)
Sometimes, they might be at the top of your class, but you may only
give them a “B+” at best.

You will be presented with a list of your classes.
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In order to start entering grades for a particular class, you must first
enter a phone number, cell phone number and email address into the
respective blanks:
There doesn’t appear to be any kind of data entry verification, so you
may enter whatever you deem acceptable.
After pressing the button circled in red, you will receive a small
confirmation box.
Just click “ok” or “확인” to close the box.
Once you have saved your personal information (신상정보), you
should be presented with a screen similar to the grade entry screens
of previous terms. It will look like the following diagram:
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To begin entering letter grades for students in a particular section,
click on (성적입력) grade entry.
A new window will appear:

Presumably, you have recorded your grades on a spreadsheet or in
some other convenient format.
Now, you can simply click in the box for each letter grade.
Enter your scores and press “save” after you are satisfied with your
entries.
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It should be noted that there are two additional columns.
a) 재이수 (재수강) (Y/N) – This indicates that a student is repeating
the course. Under some circumstances, the student will not be
able to receive a grade greater than “B+.”
b) 상대평가 재와자 (Y/N) – Certain students have demonstrated a
proficiency in English, particularly international students whose
native language may be English. These students are exempt
from the grading curve. In addition, there are other exceptions.
If you happen to enter a grade of “F,” you will see the following drop
down menu:

Click on the appropriate reason for your situation and continue with
your grade entry.
When you are satisfied with your entries, you may click on the “save”
button as follows:
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If you click on close without saving, then of course, no entries will be
saved. You may always return to edit if you need to modify entries.
Once you have clicked on the save button, you should see the
following confirmation notice:

Please note! Interestingly enough, there is no confirmation note
after clicking “save” this time around. As a programmer, I would
always provide a confirmation screen. But, this time it is
conspicuously absent. *** So, check your work.

24

Grade Viewing Option
When you are satisfied with your grade entries, you may elect to
allow your students to view their grades online.
Previously, this was a simple toggle switch. Now, there are a few
additional steps involved.
From the grade entry screen, you may click on the class for which you
wish to allow grade viewing.

A new window will open:
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Since we only enter letter grades for our students, we only have one
option.
It’s highlighted in orange. Click on the designated entry box.
Once you have entered your selection, click on save (저장) to
continue.
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Next, you should see a confirmation window.

자료를 저장 완료 하였습니다. (Your data has been saved)
Click on the confirmation button, and close the window by clicking on
“x.”
When you return to the grade entry menu, you should notice that the
toggle switch now shows your revised entry.

Choosing when to allow your students to see their grades is entirely
up to you. However, please bear in mind that the portal system will
automatically set the viewing option for you on the 28th of June.
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Grading Criteria
You should pay particular attention to the section code as this will be
beneficial in generating the other requisite reports.

Please note the following chart as it appears on the
portal system on the same page as your grade
entry screen:

The first column delineates the letter grade ranges.
The second and third columns represent the minimum and maximum points of
the letter grade range.
The fourth and fifth columns represent the minimum and maximum allowable
percentages, respectively.

Caution: The number of students receiving a particular grade must fall within
the designated percentages.
Terms:
1)
2)
3)
4)
5)

상한등급
하한등급
최소비율
최대비율
최소인원

–
–
–
–
–

grade – upper limit
grade – lower limit
minimum percentage allowed
maximum percentage allowed
minimum number of students for the grade range
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6) 최대인원 – maximum number of students for the grade range
The following chart depicts a grade distribution which follows the new
university grade distribution. (상대평가)
This chart coincides with the formula used by the university.
Number
of
Students
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30

30%
A0-A+

40%
B0-B+
3
3
4
4
4
5
5
5
5
6
6
6
7
7
7
8
8
8
8

30%
C~F

5
6
5
6
7
6
7
8
9
8
9
10
9
10
11
10
11
12
13

4
4
5
5
5
6
6
6
6
7
7
7
8
8
8
9
9
9
9

You may elect to give a fewer number of A~B grades, but not more.

The value in column B (A0+ students) is derived by
truncating the number of students multiplied by .29.
That is, =trunc(a13*.29)
You may decrease the number of A grades by modifying
the multiplication factor.
The B grade column is calculated as follows:
Use trunc(.699*a13)-b13
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Reports
The following reports are required by the university:
1) Red Pen Information
2) Print out your grade entries after the final save.
3) (제출용)
4) Print out the lists of students receiving a grade of “F.”
The generation of “F” reports has now been made a part of the grade
entry menu screen:

Once you have completed your grade entries, you may produce a
report of those students receiving an “F” for each class. Simply click
on the “output” (출력) button and a report will be automatically
produced for each category.
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Class Evaluation Results (from the students)
For a designated brief period, you may review your evaluations by the students.
This page usually opens shortly after the 20th of January in any given year.
As usual, log onto the portal system.
Select 학사 (學事) 행정 (行政) [School Affairs Administration]

A new window opens.
Select 수업 (수강) as follows:
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Once you click on the bottom option as depicted above, you will be presented
with a list of your classes and three options for each class.
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For brevity’s sake, I only captured the first class on my own page. For each class
there are three clickable options. The first option will present numerical results for
the eight statements on the students’ evaluation form. The results exclude
students who received an “F.”
The second two options generate reports for subjective questions posed to the
students. It’s an opportunity for the students to write their own comments in
response to the questions.
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I have provided each statement/question with a rough translation into English.
(Please note that someone has now also provided an English translation in this
section. I prefer my own, but I suspect that you get the idea from either
translation.)
Statement 1
담당교수는 수업 계획서에 근거하여 충실히 수업을 진행하였다.
The professor followed the course syllabus fully and faithfully.
Statement 2
담당교수는 본 교과에 대하여 폭넓은 배경 지식을 가졌다.
The professor brought a wide background of knowledge to the course.
Statement 3
담당교수는 수업을 이해하기 쉽게 전달되도록 노력하였다.
The professor tried to present the material in an easy to understand fashion.
Statement 4
수업내용은 학생들은 학생들의 지식함양에 도움이 되었다.
The course content helped to cultivate the students’ knowledge.
Statement 5
중간고사 실시 후 또는 과제물 제출 후, 그것에 대한 평가 결과를 알려주었다.
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Results of the mid-term exam and homework assignments were immediately
conveyed to the students.
Statement 6
담당교수는 사전예고나 적절한 사유 없이 무단 휴강을 한 적이 있다.
The professor did not cancel classes without adequate reason or advance notice.
Statement 7
담당교수는 휴강 이후 반드시 보강을 실시 하였다.
The professor provided make-up classes immediately after cancellations.
Statement 8
본 수업에 대하여 전체적으로 만족하였으며 적극 권장하고 싶다.
Overall, I was satisfied with the class and I would recommend it to others.
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In addition to numerical ratings, the students were asked to provide written
answers for the following two questions. The results are available in “report”
format available by clicking on the second and third options for each class.
이 수업에서 좋았던 점이나 혹은 아쉬웠던 점은?
What did you like about the class or what you did you feel was lacking?
이 수업담당 교수를 세명대학교의 “스타 교수” 로 추천하고 싶은가?
그렇다면, 그 이유는?

Would you like to recommend this professor as a “Semyung University Star
Professor?” If so, please state your reasons?
You may or may not get narrative responses to questions 9 and/or 10.
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Web Services
The web services link provides a vast amount of information about
public services and personnel information within the university.

These services no longer appear under the Web Services menu. They are now
interspersed throughout the portal site under other menus. (2017)
1) Personal Information – You may edit your own personal information profile
as displayed by the university.
2) Financial Information – Here, you may track your own list of income and
deductions.
3) Graduate school Information – Information relevant to graduate school
classes.
4) Personnel Listing – You may search for professors by department.
5) Public Services – This is comprehensive. You may see lunch menus, reserve
a vacation spot and many other items from this menu.
6) Information about Semyung HS.
7) College Entrance Exam Scores
8) Current Research Projects
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Even though most of the above services have been moved to other locations, you
may now use Web Services to reserve time at the resorts available under the
drop-down menu.

I have used this valuable service in the past. It is quite useful if you
want to take advantage of reserving a spot. Plan ahead, though. The
slots are quickly taken.

_______________________________________________________________________________________
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(2) Financial Information (revised)

1) Click on School Affairs – Administration (학사(學事) 행정(行政))

2) A new browser window should open for you.
At the top of your menu, you should see the following menu
items:

Click on 행정관리 (admin control) in order to continue.
3) Click on 급여 (salary) to bring up the next menu.
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4) You will be presented with the following menu:

5) Next, click on 급여명세서 (itemizations)

6) Finally, click on details and printout (출력) to see your
income and deductions.
The resulting printable page will display your salary, net
income and deductions.
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Primary deductions are as follows:
1) 교원연금 – Teacher’s pension plan
2) 건강보험 – Health Insurance
3) 소득세 – Income tax
4) 주민세 – Residence tax
_______________________________________________________________________________________
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2017 Tax Information

I.

Prerequisites:
a) Online banking account.
b) Ensure that you have the most current version of Java.
c) Use a browser that allows “pop-ups.” (IE)

1) Navigate to http://hometax.go.kr
During the entry period, you should see a screen like this:
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2) Click on the site circled in red.
3) Then, go to 연말 정산.

4)
5) You should see something like this:

6) There is a relatively short window of opportunity for preparing
your tax forms on the portal system. You may generate tax
reports beginning on January 16th, 2017. (hometax.go.kr)
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In addition, there are several steps that should be made prior to
accessing the pertinent portal pages.

First of all, I highly recommend visiting the National Tax Service site in
order to download the “Easy Guide to Simplified Year-end Tax
Settlement Service.”

Please note that you should have established an online banking
certificate. You will also need to know your account password. This is
necessary in order to access the system and generate your .pdf file.
Upon entering the site, you will be prompted to install a number of
security applications. Most of these are one-time installations and the
security information will be stored on your hard drive.
Next, you should see the following login page:
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Before proceeding with your login, I recommend downloading the
simplified tax guide which is circled in red.
When you are ready to login, you will be presented with the following
screen:

45

2017
Tax Information (cont.)
Simply enter your Resident ID number in the blocks. Then, click on
the public certificate login box. Your banking certificate may reside on
your hard drive or another storage device as you have previously
selected when you set up your online banking account.
Select the applicable certificate and enter your regular password.
Once this is successfully accomplished, you will see this screen:
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Each box represents an expenditure category. Click on the categories
for which you have eligible expenditures. If you are not sure which
categories to select, just select them all in turn.
2017 Tax Information (cont.)
Please note that in order to concatenate your files into one .pdf file,
you should do the following first and foremost:
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After this, you will have the opportunity to download the information
as a .pdf file.
Please make sure all of your information is contained in one .pdf file.
(Obligatory)

You will need this file in order to generate reports on the portal
system.
All of this may be accomplished shortly after the end of the
calendar year. I highly recommend doing this as soon as possible
after January 16th. Actually, the portal system will open the next
week after these reports are generated, so I would check it (the
portal) consistently unless someone provides a specific date.

Before we move along to the next section, I would like to mention the
Tax Save Card (현금영수증카드) which is available from the National
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Tax Service. If you pay for a significant amount of purchases or bills
with cash, you may be able to record these expenditures with your
Tax Save Card.

2017 Tax Information (cont.)
Once you have assembled your files, documents and information, you
may upload this information to the portal system.
A note of caution: The window of opportunity for uploading your files
and producing reports is not that wide and finding an announcement
may be difficult. So, it is best to check in periodically and see if the
page is open. You will see the following message if the page is not
open yet:
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For the 2016 tax year, the portal system becomes available on
January 23rd, 2017.

2017 Tax Information (cont.)
When you are ready with your information, you may login to the
portal system as usual and navigate to the Administration
Management menu.
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Next, click on your financial information page as follows:

Once this page is available, you may upload your .pdf file and
generate reports.
After clicking on 근로소득지급명세서등록, you should be presented
with the following screen:
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1) Click on Head of Household, if applicable.
2) Select “single parent,” yes/no
3) Click on the save button near the top of the page.
Now, you may upload your .pdf file obtained from yesone.go.kr.
Make sure that you have consolidated all of your expenditures
into one .pdf file.
Caution: Be careful and only upload one and only one .pdf file.
If you upload more than one, your deductions will be duplicated.
There is a way to delete unwanted uploads, but we can discuss
that if the need arises.
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Once this is done, be sure and save. (button (3))
There is one more step before you generate your reports.
A dialog box will appear with each category of expenditures.
Just to be certain, I modestly recommend clicking on each and
every box. Some will have data and others will be null.
After clicking on each box, be sure and save the results.
You may verify your entries by following step 4 as depicted above
and mentioned below.

Finally, you may print out your results. (button (4)) Done!
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Campus Maps
Here is a pictorial map of the campus with loose translations of the key sites.

You can see a larger version of this map without the key on this link:
http://chrismcdade.org/maps/campus_map_001_annotated.gif
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The following map is a smaller version with the emphasis on classroom buildings.

Larger image: http://chrismcdade.org/maps/campus_navermap_annotated.gif

_______________________________________________________________________________________
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Red Pen Forms – “Piggyback”
Piggy-Back Form – Basic Instructions
The following information refers to an older form, but you should have been
able to download the most current form. If not, please let me know and I will
give you a copy. Nevertheless, the same guidelines should apply. If not, ask
Matt or our assistant for further guidance.

Here are the section by section instructions for completing the Red Pen forms.

Section 1.

In the first section, you may obtain the requisite information from a variety of
sources. You may find this information on the portal site as well.
Here is an example from last year:
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Of course, you may supply the class major in English. For example, 회계학 would
be Accounting.

Section 2.
The second section details your exams. You should also include class participation
and attendance in this section.

In this section, you should provide information on your exams, tests, quizzes,
given over the course of the semester. Provide the percentage of your total grade
evaluation for each item. [배점(配點) – Grade distribution.]
You should also provide the percentage that you have allocated for class
participation and attendance in this section.
Be prepared to provide examples of your exams. That is, if you gave an objective
written exam, you should be able to supply exemplars of the test questions along
with the answers. These may be submitted as attachments.
Here is an example from the previous semester:
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Section 3.
Here is the homework section:

In this section, you should be able to delineate any additional assignments for
which you provide grades. Basically, it might be any homework assignments, inclass graded assignments, projects or anything for which you assign a grade.
Be prepared to provide examples. You may provide examples as an attachment to
your final submission.
Here is an example:
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Section 4.
In this final and critical section, we should provide a detailed description of how
we provided guidance and instruction on how the student should improve their
efforts and performance.

In summary, this is not a difficult form to prepare. It is a good time to note your
dates of exams, homework assignments, counseling sessions, etc.
Please see our assistant for specific advice regarding supplementary materials.

Here is an example of materials you may wish to include:
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2017 학년도 1 학기 빨간펜 지도 결과보고
Enclosures and Attachments:
1. Report forms for n classes
(exemplars attached)
2. Please include at least two examples.
(copies only)

____________________________________________________________________________________
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Hopefully, this modest tutorial has been helpful to you. I heartily
welcome any and all suggestions for additions and improvements.
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