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Change an Incomplete Grade

Procedure

System Process Document
Change an Incomplete Grade

Use this Change an Incomplete Grade process to change a student's incomplete grade to an

official grade in the class grade roster.
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Home /Add to Favorites Sign out
Search: telo
& My Favorites Ima Professor ID: 8881113
[ Self Service
[> Records and Enrollment f faculty center Wperm\sslon requeslsv class search ]( browse catalog ]( faculty search W
> Curriculum Management
pEEilpEled Faculty Center
= Homepage =
= Confidentiality Agreement
= Announcements
My Exam Schedule
View My Advisees
Fall 2009 | Case Western Reserve Univ __change term
Selact display option: @ Show All Classes (O Show Enrolled Classes Only
[T C
My Teaching Schedule > Fall 2009 > Case Western Reserve Univ
Class Class Title Enrolled Days & Times Room (Capacity) Class Dates
ANTH 103- Intro to Human TuTh 8:45AM - 10:00AM Mather Memoria | 143 (20) 08/24/2009-12/04/2009
101 Evolution (Lecture)
(17350)
Go to top
My Exam Schedule > Fall 2009 > Case Western Reserve Univ
You have no final exams scheduled at this time.
Go to top
Faculty Center Permission Requests Class Search Browse Catalog Faculty Search
4
< | >
Done % Local intranet v 0w v

Step Action

1. After logging in to the SIS, the Faculty Center appears.

| change term

To locate a class taught in a prior term, click the Change Term button.
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S UNIVIE Home Add to Favorites Sign out

Search: Help

®

- My Favorites Ima Professor

[> Self Service
[» Records and Enrollment
> Curriculum Management

[ tacutty center | permission requests || class search || browse catalog || _faculty search |

I~ Set Up SACR Faculty Center
- Homepage
[~ Confidentiality Agreement Select Term
|~ Announcements
CONTINUE
Term Institution
@® |Fall 2009 Case Western Reserve Univ
O |spring 2009 Case Western Reserve Univ
QO |Fall 2008 Case Western Reserve Univ
CONTINUE
Faculty Center ion Requssts Class Ssarch Eroves Catslog Faculty Sesrch

Step Action

2. The Select Term screen appears.

Select the appropriate term from the list by clicking in its radio button.

3. Click the Continue button.
CONTIMNUE
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Search:

®

- My Favorites Ima Professor ID: 8881113

[> Self Service

[» Records and Enrollment
> Curriculum Management
[> Set Up SACR

- Homepage

[~ Confidentiality Agreement
|~ Announcements

[ taculty center |[ permission requests || class search || browse catalog || _faculty search |

Faculty Center

My Exam Schedule
View My Advisees

Spring 2009 | Case Western Reserve Univ __change term

Selact display option: (® Show All Classes () Show Enralled Classes Only

i class Roster ER crade roster

My Teaching Schedule > Spring 2008 > Case Western Reserve Univ

Class Class Title Enrolled Days & Times Room (Capacity) Class Dates

fie, [EF ANTH 103- Intro to Human 3 TuTh 8:45AM - 10:00AM Mather House 203 (8) 01/12/2009-04/27/200%
102 Evolution (Lecture)
(12804)
View Weekly Tesching Schedule Go to top

My Exam Schedule > Spring 2008 > Case Western Reserve Univ

You have no final exams scheduled at this time.

Go to top

Faculty Center Permission Requests Class Search Brovse Catalog Faculty Search

< il I ¥

Step Action

4. Locate the appropriate class roster in the Teaching Schedule list.

Click the Grade Roster button.
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Search:

> My Favorites
[- Self Senvice
[» Records and Enrollment

VAl CASE WESTERN RESERVE
I\I\\I(\Jl] B2

Faculty Center

CASE WESTERN RESERVE

UNIVERSITY e siag

Home Add to Favorites Sign out

Grade Roster

ANTH 103 - 102  Intro to Human Evolution

[ Curriculum 1t

H view FERPA Statement

[> Set Up SACR Lecture (12604)
:M. 9 | Regular Academic Session Undergraduate
= Announcements < Meeting Information

Days & Times. [Room

[1nstructor [Meeting Dates

TuTh 8:45AM - 10:00AM | Mather House 203 |1ma Professor  |01/12/2009 - 04/27/2009

*Approval Status | Approved Posted

[ pisplay Unassigned Roster Grade Only

REQUEST GRADE CHANGE

Official
= |Grade |Program and Plan Exp Grad Term | Status
Arts & Sciences Undergraduate
1) [ |s991117|grandteill 1 1 - istYear |Spring 2012 Posted
Sodislogy (BA)
Arts & Sciences Undergraduate
2| [ |s991116|Jones,Ashley |A A - ist Year |Spring 2012 Posted
Art Education (BS)
Undeclared Undergraduate -
9991115 B ) 1st Y E 2012 Posted
s 0 Rose Chalesa Undsclarad Undsrgradusts | oo | %P8 oste

RETURN

PRINTER FRIENDLY VERSION

Step

Action

Confirm that this class contains the student who is to receive the new grade.

Click the Request Grade Change button.
REQUEST GRADE CHANGE
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CASE WESTERN RESERVE
gl UNIVERSITY & _Home Add to Favorites Sign out
Search:
Faculty Center
® 3
[ My Favorites Grade Change Request
=l
[ Curriculum Management Course ANTH 103 Institution Case Western R, Univ
[> Set Up SACR Title Intro to Human Evolution Term Spring 2009
- Homepaae Class Number 12604 Session Regular Academic Session
el enial Class Section 102 Career Undergraduste
= Announcements Component Lecture
Enroliment
1D Hame Status | Grading Basis Official Grade
5991117 BrandtBil Enrolled  Regular Grades
8991116 Jones, Ashley Enrallad r: A
9991115 Rose,Chelsea Enrolled Regular Grades B
RETURN SusMmIT
Step Action
6. The Grade Change Request screen appears. The ability to change a grade will only

be available for those students with an "1" grade.

Click the Official Grade dropdown list.

7. Select the appropriate grade from the dropdown list.
8. Click the Submit button.
SUBMIT

9. When the grade is submitted, the dropdown box disappears and Success appears to

the right of the grade.

If Error appears instead, please contact reghelp@case.edu for assistance.

A Success

10. This completes the process of changing an | grade to an official grade in the SIS.

End of Procedure.
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