Entering and Changing an Incomplete Grade
Entering an Incomplete Grade
1. Select Final Grades from the Faculty & Advisors Menu.
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2. Select the Term and CRN for the course to be graded.
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3. Enter the applicable grades, including the incomplete grades, for each student.

Note: You are required to enter the Last Date of Attendance for all ‘F’ and ‘I’ grades prior to submission
[image: ]
4. Click Submit to enter all the currently posted grades.
[image: ]
5. You will be prompted to submit any Incomplete grades via the Incomplete Final Grades screen.  This screen displays the current ‘I’ grade and allows for you to enter a default grade and a specific extension date.

Note: The current default grade is an ‘F’ and the current default date is one calendar year from the end of term. Instructors may shorten the extension date (2 weeks for example) but it cannot be extended beyond one year per the policy.

[image: ]
6. Click the Submit button when you are prepared to make a final submission and you will return to the Final Grade Worksheet form.
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Change an Incomplete Grade
Note: All processing for changing an incomplete grade must be done prior to 11:59pm on the listed Extension Date (deadline) or the grade will roll to the Incomplete Final Grade.
1. Access the Incomplete Grades section of the Faculty & Advisors Menu.
[image: ]
2. Use the Incomplete Final Grade drop-down menu to select the new grade and then choose Submit.
[image: ]
3. After clicking Submit, the “Grades successfully processed” indicator will appear. 
[image: ]
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Select Term

¥ Select the Term for processing then press the Submit Term button.

Select a Term: |summer 2014 ] ———
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T - If the word "Confidential” appears next to a student's name, information is to be kept confidential.
- Click on a student’s name to view the student's address(es) and phone(s).

‘The Final Grade Worksheet will display all students currently enrolled in your class. Each student has a dropdown box in the column Iabeled * Grade' which has a default value of
*None' unless a student has withdrawn from the class. Select the appropriate grade for each student. After selecting the grades for all students listed, click the Submit button at the
bottom of the class list.

Please note several important things when submitting final grades:

1. We are required by Federal financial aid regulations to report the Last Attend Date for students eaming an F or an Incomplete for the course; this includes students who never
attended but who remain on your class roster. For students who never attended, enter the first official day of classes as the last day of attendance. If they did attend, please
enter the last day you have on attendance record.

2. If the student never attended, please enter 0 (zero) in the Attend Hours field. If the student did attend, the field may remain blank.

3. A missing Last Date of Attendance will cause the entire grade submission to be rejected. Please check all dates before submitting to be sure all the required information is
present.

Final grades for all courses must be entered by the deadline announced by the Registrar.

Course Information
Practicum: Executive Skill Development - HSA 6815 0
CRN: 50071
Students Registered: 16

2 Please submit the grades often. There is a 360 minute time limit starting at 03:16 pm on Aug 08, 2014 for this page.

Final Grades
Record Number Student Name ® Credits Registration Status Grade Rolled Last Attend Date Attend Hours Registration Number
MM/DD/YYYY  0-999.99
1 NOO 6.000 **Web Registered** (B [+]N 6
Apr 09, 2014

2 NOO 6.000 **Web Registered*% |1 EN/_ 17

May 08, 2014

3 NOO 6.000 **Web Registered** (A [~]N 10
Apr 13,2014

4 NOO 6.000 **Web Registered** [B+ [v]N 2
Apr 08, 2014

H NOO 6.000 **Web Registered** [B- [*|N 18
May 16, 2014

6 NOO 6.000 **Web Registered** [~ [*]N 15
Apr 26, 2014

7 NOO 6.000 **Web Registered** [c  [~]N 13

Apr 16, 2014
8 NOO 6.000 **Web Registered** (o [¢]N 9
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@ Review and maintain, when allowed, incomplete final grades and extension dates for incomplete grades.

Course Information
Practicum: Executive Skill Development - HSA 6815 0
CRN: 50071

Students Registere 16

2 Please submit the grades often. There is a 360 minute time limit starting at 03:26 pm on Aug 08, 2014 for this page.

4 The extension date default is Aug 05, 2015. The extension date may have constraints according to level.

Incomplete Final Grades

Record Number Student Name ID |Grade Rolled Incomplete Final Grade Extension Date Extension Date Constraints

MM/DD/YYYY
1 NOO N F[ - 08/05/2015 On or before default date.

Sub Cancel || Reset

4 Please submit the grades often. There is a 360 minute time limit starting at 03:26 pm on Aug 08, 2014 for this page.

[ Term Selection | CRN Selection | Faculty Detail Schedule | Faculty Schedule by Day and Time | Detail Class List | Summary Class List | Detail Wait List | Summary Wait
List | Early Academic Alert System | Midterm Grades | Final Grades | Missing Grade Report | Change of Grade | SOLO Status | Faculty & Advisors Student Menu | Annual
Faculty Ratings Report | ECATS for COEHS | 1SQ Response Rates | Recency of Experiences (required for COEHS Faculty) | Request Clicker E-Instruction | Technology
Surveys | Syllabus:Faculty Upload | Incomplete Grades ]
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T - If the word "Confidential” appears next to a student's name, information is to be kept confidential.
- Click on a student’s name to view the student's address(es) and phone(s).

‘The Final Grade Worksheet will display all students currently enrolled in your class. Each student has a dropdown box in the column Iabeled * Grade' which has a default value of
*None' unless a student has withdrawn from the class. Select the appropriate grade for each student. After selecting the grades for all students listed, click the Submit button at the

bottom of the class list.

Please note several important things when submitting final grades:

1. We are required by Federal financial aid regulations to report the Last Attend Date for students eaming an F or an Incomplete for the course; this includes students who never
attended but who remain on your class roster. For students who never attended, enter the first official day of classes as the last day of attendance. If they did attend, please

enter the last day you have on attendance record.
2. If the student never attended, please enter 0 (zero) in the Attend Hours field. If the student did attend, the field may remain blank.
3. A missing Last Date of Attendance will cause the entire grade submission to be rejected. Please check all dates before submitting to be sure all the required information is

present.

Final grades for all courses must be entered by the deadline announced by the Registrar.

Course Information

Practicum: Executive Skill Development - HSA 6815 0
CRN: 50071
Students Registered: 16

4 Please submit the grades often. There is a 360 minute time limit starting at 03:37 pm on Aug 08, 2014 for this page.
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@ Review and maintain, when allowed, incomplete final grades and extension dates for incomplete grades.

Course Information
Practicum: Executive Skill Development - HSA 6815 0
CRI 50071

Students Registeres 16

£ Please submit the grades often. There is a 360 minute time limit starting at 03:51 pm on Aug 08, 2014 for this page.

4 The extension date default is Aug 05, 2015. The extension date may have constraints according to level.

Incomplete Final Grades
Record Number Student Name ID Credits Registration Status Grade Roll

d Incomplete Final Grade Extension Date Extension Date Constraints

MM/DD/YYYY
1 Noo 6.000 **Web Registered** I N acl e 08/05/2015 On or before default date.
May 08, 2014 None

2014 for this page.

/i Please submit the grades often. There is a 360 minute time limit starting at 03:51 pm on

[ Term Selection | CRN Selection | Faculty Detail Schedule | Faculty Schedule by Day and Time | Detail Class List | Summary Class List | Detail Wait List | Summary
Wait List | Early Academic Alert System | Midterm Grades | Final Grades | Missing Grade Report | Change of Grade | SOLO Status | Faculty & Advisors Student Menu |
Annual Faculty Ratings Report | ECATS for COEHS | 1SQ Response Rates | Recency of Experiences (required for COEHS Faculty) | Request Clicker E-Instruction |
Technology Surveys | Syllabus:Faculty Upload | Incomplete Grades ]
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@ Review and maintain, when allowed, incomplete final grades and extension dates for incomplete grades.

Course Information
Practicum: Executive Skill Development - HSA 6815 0
CRN: 50071

Students Registered: 16

page.

/i Please submit the grades often. There is a 360 minute time limit starting at 03:56 pm on Aug 08, 2014 for t

4 The extension date default is Aug 05, 2015. The extension date may have constraints according to level.

Incomplete Final Grades

Record Number Student Name ID Credits Registration Status Grade Rolled Incomplete Final Grade Extension Date Extension Date Constraints

/ MM/DD/YYYY
**Web Registered** I N B[] 08/05/2015 On or before default date.
May 08, 2014

1 NOO 6.000

Reset.

£ Please submit the grades often. There is a 360 minute time limit starting at 03:56 pm on Aug 08, 2014 for this page.
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