Student Information System: Online Grade Change
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Worklist

[rr— 5+]

Faculty Center

Ima Professor ID:
f Faculty Center ]f Advisor Center }f search ]
| my schedule H permission requests. || class roster H grade roster |

My Schedule

Fall 2016 | Case Western Reserve Univ

Class Class Title

NTRN 374-100 Special Problems
(5438) (Research)

NTRN 390-100 Undergraduate
457 Research (Research)

)

NTRN 398-105 Senior Capstone
6691 Experience (Lecture)

B 2
m

NTRN 516-100 Seminar in Dietetics I
6504 (Seminar)

NIRN 561-116 Investigative Methods
7360° in Ntrn (Lecture)

NTRN £01-112 Special Problems
(115

(Research)
g [EF] NTRN 602-100 Special Project NTRN
173641 e e

change term My Exam Schedule

Select display option: (@) Show All Classes (O Show Enrolled Classes Only

8 Class Roster

Bf erac
My Teaching Schedule > Fall 2016 > Case Western Reserve Univ
Tt
Enrolled Days & Times Room (Capacity) Class Dates
0 TBA To Be Announced (399) Aug 28, 2016
Dec 9, 2016
o TBA To Be Announced (359) Aug 29, 2016~
Dec 9, 2016
7 TBA To Be Anngunced (359) Aug 29, 2016-
D2c 9, 2016
23 Mo 9:00AM - 10:20AM NOA 210 (32) Aug 29, 2016~
Dec 9, 2016
Mo 10:304M - 12:009M NOA 210 (32) Aug 29, 2016-
Dec 9, 2016
o TBA To Be Anngunced (359) Aug 29, 2016-
D2c 9, 2016
0 TBA To Be Announced (399) Aug 28, 2016
Dec 9, 2016
1 TBA Te Be Announced (353} Aug 23, 2016~

Nac 3 2016

Add to Favorites

Homr

Step

Action

=

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

Select the grade roster button/icon to the left of the class containing the grade that
needs to be changed.

Note: To locate a class taught in a prior term, click the Change Term button.
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Favorites Main Menu ¥ Worklist Add to Favorites Home

CASE WESTERN RESERVE
ERSITY

N TRV A RS PN Y O EST a6,
Ima Professor al
[ Faculty Center i Advisor Center i Search 1
| my schedule || permission requests || class roster II arade roster |
Grade Roster
Grading Information View FERPA Statement
= NTRN 516 - 100 (6504) change class
Seminar in Diststics I (Saminar)
Days and Times Room Instructor Dates.
Mo 9:00AM-10:20AM NoA 210 Ima Professor 08/29/2016 -
12/08/2016
Mo 10:30AM-12:00PM NOA 210 Ima Professor 08/25/2016 -
12/03/2016
Display Options: Grade Roster Action:
*Grade Roster Type [Final Grade <
Approval Status | APPTOvEd by Instruc[w
[ pisplay Unassigned Roster Grade Only SavE
Request Grade Change
Stugent Grade
~mail Roster | Official | ogram and Plan evel mit Term Exp Grad
o Name Send E-mail  [0=ter | OFcial Jprog, d P Level  [AdmitT il
(] IR} dulB B Mutrition (MS) - Nutrition (MS-B) Masters  |Fall 2016 gg;‘;g
Ol 2 dula a Mutrition (MS) - Nutrition (MS-B) Masters  |Fall 2016 gg;‘;g
[Public Health Nutrition (MS) - Public Health Nutrition Spring
3 e
O B (ms-8) Masters  |Fall 2016 201
Of « ch " Nutrition (MS) - Nutrition (MS-B) Masters  |Fall 2016 SDP;';Q v

Step Action

2. The Select Grade Roster screen appears.

Select the Request Grade Change link.

Reguest Grade Change

Workiist | AddtoFavorites | Home

/ESTERN RESERVE e ]

ERSITY gsrisa6
Ima Professor Al
[ Facutty Center i Advisor Center I Search 1
| my schedule H permission requests. || class roster H grade roster |
Grade Roster
Grade Change Request
= NIRN 516 - 100 (6504)
Saminar in Distetics T (Seminar)
Days and Times Room Instructor Dates
Mo 9:00AM-10:20AM NOA 210 Ima Professor 08/29/2016 -
12/09/2016
Mo 10:20AM-12:009M NOA 210 Ima Professor 08/29/2016 -
12/09/2016
RETURN @ -
Enrollment |Grading
D Name ot | Grade Change |5{atu§
Enrolled Regular B Request Grade Change
Grades
Enroleg  Reauler A Request Grade Change
Grades
Regular
quest Grade Change
o s [ Fequest Grade Ch
Enrolleg  Feguler a Reguest Grade change
Enrolleg  Feguler a Reguest Grade change
Regular
Fequest Grade Change
Enrolled  F9 ©
Enrolled Regular A Request Grade Change
Grades
Regular
Request Grade Change
Enrolled Reoy s Request Grade Change o
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Action

to be changed.

Request Grade Changs

Click the Request Grade Change link to the immediate right of the grade needing

Main Menu ¥ Workiist | AddtoFavorites | Home

RN KE!
i

Ima Professor

A
f Faculty Center Wf Advisor Center ]f Search W
\ my schedule H permission requests. H class roster H grade roster \
Grade Roster
Grade Change Request
< NIRN 516 - 100 (6504)
Seminar in Distetics I {Seminar)
Days and Times Room Instructor Dates.
Mo 5:00AM-10:20AM NOA 210 Ima Profassar 08/29/2016 -
12/08/2016
Mo 10:30AM-12:009M nNOA 210 Ima Professor 08/29/2016 -
12/09/2016
Form ID
Status
Enrollment . Official |Change
™ Nam. o |Grading Basis |2 O | 2P0
Enrolled Regular Grades B ©
*Reason =
*Justification
SaveasDraft| _ Save & Submit for Approval | _ Return
Eaculty Center Advisor Center Search
My Schedule Permission Requests Class Roster Grade Roster v

Step

Action

Select the appropriate new grade from the Change Grade to dropdown menu. You

will also need to select a *Reason from the dropdown menu, and enter a
*Justification.

c
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Favorites Main Menu ¥

Worklist Add to Favorites Home

CASE WESTERN RESERVE
ITY

ST. 18
Ima Professor

[ Faculty Center i Advisor Center I Search ]
class roster II grade roster |

| my schedule | permission requests ||

Grade Roster

Grade Change Request

=~ NTRN 516 - 100 (6504

Seminar in Dietetics I {Seminar}

Days and Times Room Instructor Dates
Mo 9:00AM-10:204M NOA 210 Ima Profassor 08/29/2016 -
12/09/2016
Mo 10:20AM-12:00PM NOA 210 Ima Professor 08/29/2016 -
12/09/2016
Form ID
Brinter Friendly Version
Status
Enrollment official |change
™ Name Grading Basis
Status < Grade |Grade to

Enrolled Regular Grades 8 c ¥

“Reason Instructor Error ~

*Justification

SaveasDraft|  Save & Submit for Approval Return

Eaculty Center Advisor Center Search
My Schedule DPermission Requests Class Roster Grade Roster

Step Action

5. Select the appropriate *Reason from the dropdown menu.

I Imstructor Error

Favorites Main Menu ¥ Worklist Add to Favorites Home

/| CASE WESTERN RESERVE
UNI ERSITY EST. 1826

Ima Professor

f Faculty Center V Advisor Center ]f Search 1
grade roster

| permission requests || class roster

my schedule

Grade Roster

Grade Change Request

=~ NTRN 516 - 100 (6504

Seminar in Dietetics I {Seminar}

Days and Times Room Instructor Dates
Mo 9:00AM-10:204M NOA 210 Ima Profassor 08/29/2016 -
12/09/2016
Mo 10:20AM-12:00PM NOA 210 Ima Professor 08/29/2016 -
12/09/2016
Form ID
Brinter Friendly Version
Status
Enrollment official |change
™ Name Grading Basis
Status < Grade |Grade to

Enrolled Regular Grades 8 c ¥

“Reason Instructor Error ~

Sample Justification.

*Justification

SaveasDraft| _ Save & Submit for Approval Return

Eaculty Center Advisor Center Search
My Schedule DPermission Requests Class Roster Grade Roster
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Action

Enter a *Justification for the change.

Sample Justification.

Favorites Main Menu ¥ Worklist Add to Favorites Home

3% . CASE WESTERN RESERVE
2 RSITY

E/UNTVERSTTY ™ Eor ig26
Ima Professor ~
f Faculty Center i Advisor Center I Search ]
\ my schedule H permission requests. H class roster H grade roster \

Grade Roster

Grade Change Request

=~ NTRN 516 - 100 (6504

Seminar in Dietetics I {Seminar}

Days and Times Room Instructor Dates

Mo 9:00AM-10:20AM NOA 210 Ima Professor 08/29/2016 -
12/09/2016

Mo 10:30AM-12:009M noA 210 Ima Professor 08/29/2016 -
12/09/2016

Form ID
Status

Enrollment Official |Change

™ Nam. Grading Basis
tatus < G Grade to
Enrolled Regular Grades B c

SaveasDraft| _ Save & Submit for Approval | _ Return

Eaculty Center Advisor Center Search
Re

My Schedule Dermission

uests Class Roster Grade Roster v

Step

Action

Decision: Please make a selection from the options listed below.

e Save as Draft
Go to step 8

e Save & Submit for Approval
Go to step 12
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Favorites Main Menu ¥ Worklist Add to Favorites Home

CASEWESTERN RE
SITY

=|UNI

Ima Professor ~
f Faculty Center i Advisor Center I Search ]

| my schedule | permission requests || class roster II grade roster |

Grade Roster

Grade Change Request

=~ NTRN 516 - 100 (6504

Seminar in Dietetics I {Seminar}

Days and Times Room Instructor Dates
Mo 9:00AM-10:20aM NOA 210 Ima Professor 08/25/2016 -
12/09/2016
Mo 10:30AN-12:009M nNOA 210 Ima Professor 08/29/2016 -
12/09/2016
Form 1D
Printer Friendly Version
Status
Enrollment official | change
D Name Grading Basis
‘ Status < Grade |Grade to
—————— Enrolled Regular Grades 8. c ¥

“Reason Instructor Error ~

Sample Justification.

*Justification

SaveasDraft|  Save & Submit for Approval Return

r Center Search

Eaculty Center Advi:
My Schedule DPermission Requests Class Roster Grade Roster

Step Action

8. Select Save as Draft to return and submit for approval later, or to make additional
changes.

Save as D I

Worklist Add to Favorites Home

Ima Professor ~
f Faculty Center )f Advisor Center ]f Search W
| my schedule | permission requests || Class roster I grade roster |

Grade Roster

Grade Change Request

= NTRN 516 - 100 (6504

Seminar in Dietetics I (Seminar)

Days and Times Room Instructor Dates

Mo 9:00AM-10:20AM nOA 210 Ima Profassor 08/29/2016 -
12/09/2016

Mo 10:30AM-12:009M NOA 210 Ima Profasser 08/29/2016 -
12/09/2016

Form ID 000086

Printer Friendly Version
Status  Drafted

Enrollment - Official [Change
N =nrolled Regular Grades B

“*Reasen Instructor Error >

Sample Justification.

*Justification

Saved as Draft: 03-18-2017 15.32 by Kavanagh, Mary Beth - mxk108
SaveasDraft|  Save & Submit for Approval Return

Faculty Center Advisor Center Search

My Schedule Permission Requests Class Roster Grade Roster
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Action

Once you select Save as Draft you will see information appear that identifies the
person who made the change, as well as the date and time stamp.

Main Menu ¥

ERN RESERVE

STTY gt isas

Ima Professor

f Faculty Center V Advisor Center ]f Search

]

\ my schedule H permission requests. H class roster H

Grade Roster

grade roster

Workiist | AddtoFavorites | Home

Grade Change Request

= NTRN 516 - 100 (6504)
‘Seminar in Dietetics I (Seminar)

Days and Times Room

Instructor Dates

Ma 9:00AM-10:20AM NOA 210 Ima Profasser 08/29/2016 -
12/09/2016

Mo 10:30AM-12:009M NOA 210 Ima Professor 08/29/2016 -
12/09/2016

Form ID 000086

Status  Drafted

Enrollment official |change
D Name Grading Basis

us < Grade |Grade to
—— Enrolled Regular Grades & c

*Justification |Sample Justification.

Saved as Draft: 03-18-2017 15.32 by Kavanagh,Mary Beth - mxk109
Save as Draft Save & Submit for Approval Return

Step

Action

10.

Click the Return button to return to the Grade Roster.

Return |
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Favorites Main Menu ¥

Worklist Add to Favorites Home

= Freo =
E WESTERN RESER
NI ITY o
Ima Professor A
[ Faculty Center i Advisor Center i Search 1
| my schedule || permission requests || class roster II grade roster |
Grade Roster
Grade Change Request
< NTRN 516 - 100 (6504)
Seminar in Dietetics T (Seminar)
Days and Times Room Instructor Dates
Mo 9:00AM-10:20aM NOA 210 Ima Professor 08/29/2016 -
12/09/2016
Mo 10:30AM-12:009M oA 210 Ima Professor 08/29/2016 -
12/09/2016
RETURN [
o N Enrollment |Grading official stat
ame Status Basis Grade rade Change U
Regular
Enrolled 9 8 Reauest Grade Change
Regular
eguest Grads Change
Enoled  Sedu A Request Grade Ch,
Regular
Enrolled = B Submitted Lo
Enrolled  RRulr A Reguest Grade Change
Grades
Regular
nrolle guest Grads Change
Enrolled Grades A Re st Grade Ch:
Regular
Enrolled  Fo9 c Reauest Grade Change
Enroles  FeSur A Reauest Grade Change
Regular
eguest Grads Change
Enoled  Sedu e Request Grade Ch, o

Step Action

11. This completes the process of changing a grade.
End of Procedure. Remaining steps apply to other paths.

Favorites Main Menu ¥ Worklist Add to Favorites Home

CASE WESTERN RESERVE
E|UNIV RSITY EST. 1826

Ima Professor

f Faculty Center V Advisor Center ]f Search W

\ my schedule H permission requests. H class roster H grade roster \

Grade Roster

Grade Change Request

= NTRN 516 - 100 (6504)

‘Seminar in Dietetics I (Seminar)

Days and Times Room Instructor Dates.

Mo 5:00AM-10:20AM NOA 210 Ima Professor 08/29/2016 -
12/08/2016

Mo 10:304M-12:009M oA 210 Ima Professor 08/25/2016 -
12/09/2016

FormID 000086
Brinter Friendly Version

Status  Drafted

Enrollment . official |change
1 Name ‘ ctatos Grading Basis o | Crade to
—— 0ol Regular Grades &

*Reason Instructor Error =

Sample Justification.

*Justification

Grade change B to C saved as draft: 03-18-2017 15.32 by Kavanagh,Mary Beth - mxk109

Save as Draft Save & Submit for Approval Return

Eaculty Center Advisor Center Search

My Schedule DPermission Requests Class Roster Grade Roster b
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Step

Action

12.

| Save & Submit for Approval l

Click the Save & Submit for Approval button.

Favorites Main Menu ~

é g CASE WESTERN T{EsERVE

UNIVERSITY ~ porge

Enrollment y Official | Change
Status

Enrolled Regular Grades B c

*Justification |Sample Justification.

ACAD_ORG Stage

CW_GCR:Pending [#]start new patn
One Level

Central Admin Stage

CW_GCR:Awaiting Further Approvals [Flstart Nev path
GRAD Central Admin Stage
Not Routed Not Routed
g, Hamel.Lynmarie g, Multiple Approvers
E) GRAD Workflow Approval E_' UREGV‘«OMVWAUDWWI E

e B to C submitted: 03-18-2017 15.41 by Kavanagh,Mary Beth - mxk109
raft Save & Submit for Approval Return

Worklist

Add to Favorites

Home

Step

Action

13.

Once you have selected to click the Save & Submit for Approval button the

approval process will begin.
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Favorites Main Menu ¥

CASEWESTERN RE
UNIVE ITY

Worklist Add to Favorites Home

Enroliment
Status

Enrolled Regular Grades B c v

Grading Basis

“Reason Instructor Error -

*Justification

Sample Justification.

ACAD_ORG Stage

CW_GCR:Pending [#]start new patn
One Level

Central Admin Stage

CW_GCR:Awaiting Further Approvals [#lstart new path
GRAD Central Admin Stage

Not Routed Not Routed
g Hamel.Lynmarie g, Multisle Approvers
E 8 GRAD Workfiow Approval L (1 UREG Workfiow Approval oEl

Grade change B to C submitted: 03-18-2017 15.41 by Kavanagh,Mary Beth - mxk109
Saveas Draft| _ Save & Submit for Approval | _ Return |

Eaculty Center Advisor Center Search

My Schedule DPermission Requests Class Roster Grade Roster

Step Action

14, Click the Return button to return to the Grade Roster.

Return |
Go to step 11
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