Incomplete Grading Process

Sign in to Self-Service or click on Banner Self-Servie through your MyMCC Portal. Click on the Faculty Services Tab.
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Click on the “Attendance, Withdrawal and Final Grades” link. 
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Then select your term from the drop down menu. Note: It always defaults to the most recent active term. 
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A drop down menu will appear with all of the classes you are currently teaching. Select the class you are ready to grade. 
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Your Final Grade Worksheet will appear. Make sure you read the reminders at the top of the worksheet. 
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The names and M#’s have been crossed out to protect privacy. This is how your worksheet looks prior to you entering any grades. The grade column is prefilled with “none.”
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For each student you need to click on the drop down menu for the Grade column to assign a grade. Here you will see three students have been graded with an “I” grade. 
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Once you have entered grades for all of your students, hit submit and if you have assigned anyone with an “I” grade, the Incomplete Final Grades screen will appear. The grade column has an “I” grade, the Incomplete Final Grade defaults to an “F” grade and the Extension Date defaults to one year after grades are due for that term (In this example we used an April 20th default date). 
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The Incomplete Final Grade and the Extension Date can be changed by you. If a student’s final grade should be something other than an “F” because they did not complete their work, you must assign that alternate grade by selecting form the drop down menu in the Incomplete Grade Column. Again this is the grade they will deserve based on what you calculated BEFORE they completed the rest of their assignments. 
[bookmark: _GoBack][image: ]


The Extension Date will remain the same unless you change it. Note: please make sure you consider the time it will take you to grade the student’s work when entering the Extension Date. For example, you may require the additional work to be completed by February 1st, but it may take you a week to get the work graded and the final graded calculated so the Extension Date should take that into account. In this example, you should make your Extension Date at least February 8th. If you make a mistake or want to start all over you can hit “cancel” or “reset” and your changes will go back to the default values.  Once you are done with updating the Incomplete Grade values (Incomplete Final Grade and Extension Date), hit “submit.” 






Then your Final Grade Worksheet should appear with a statement advising that your grades have been successfully processed. 
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Again, please remember to send a copy of the signed “Incomplete Contract” to Registration and Records for archival. 
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G When entering attendance, remember to code every student on the roster:
o Entera'1'in the Attend Hours column if the student is still attending the course.
o Entera'1'in the Attend Hours column if the student attended on or after the census date - even if they have stopped attending after census.
'« Enter a '0' in the Attend Hours column if the student NEVER attended the course.
o Enter a last date of attendance (mm/dd/yyyy) in the Last Attend Date column for students who did attend, but stopped attending before the census date. (No need to

enter 1 or 0 in Attend Hours column.)

Be sure to enter data on all pages of the roster.

Click the submit button.

+ Be sure to check your work to be sure the data was saved. Click to any other Banner tab in self-service, then go back to the attendance form to check that your work has
been saved.

F.and W Grades Issued by Faculty Require a Last Attendance Date:

+ Reminder: Al W and F grades issued by an instructor must also have a last date of attendance submitted when the grade is entered. Remember to use the following format
(mm/dd/yyyy).

+ Incomplete grades are temporary and should only be given for extenuating circumstances.

+ A signed copy of the Incomplete Contract needs to be sent to Registration and Records.

+ The Incomplete Final Grade column will default to a grade of “F" unless you change it.

+ The Extension Date column will default to one year after the final grades due date unless you change it - this date can only be shortened.

Course Information

Accounting Principles T - ACC 101 007

CRN: 11376

Course Start/End Date: 09/03/2013 to 12/19/2013
Students Registered: 36

Students Graded 10

& When entering grades, save often to ave

it starting at 12:21 pm on Nov 19, 2013 for this page.
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¥ Review and maintain, when allowed, incomplete final grades and extension dates for incomplete grades.

Course Information

Accounting Principles T - ACC 101 007
CRN: 11376
Students Registered: 36

/i Please submit the grades often. There is a 20 minute time limit starting at 10:00 am on Nov 19, 2013 for this page.

/A The extension date default is Apr 20, 2014. The extension date may have constraints according to level.

Incomplete Final Grades

Record Number Student Name i Grade Rolled Incomplete Final Grade Extension Date Extension Date Constraints
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G When entering attendance, remember to code every student on the roster:

Enter 3 'T' in the Attend Hours column if the student is still attending the course.

Enter 3 'T' in the Attend Hours column if the student attended on or after the census date - even if they have stopped attending after census.

Enter 3 '0' in the Attend Hours column if the student NEVER attended the course.

Enter a last date of attendance (mm/dd/yyyy) in the Last Attend Date column for students who did attend, but stopped attending before the census date. (No need to
enter 1 or 0 in Attend Hours column.)

Be sure to enter data on all pages of the roster.

Click the submit button.

+ Be sure to check your work to be sure the data was saved. Click to any other Banner tab in self-service, then go back to the attendance form to check that your work has
been saved.

F.and W Grades Issued by Faculty Re a Last Attendance Dats

+ Reminder: Al W and F grades issued by an instructor must also have a last date of attendance submitted when the grade is entered. Remember to use the following format
(mm/dd/yyyy).

Course Information

Accounting Principles T - ACC 101 007

CRI 11376

Course Start/End Date: 09/03/2013 to 12/19/2013
Students Registered: 36

Students Graded: 10

A When entering grades, save often to avoid timing out. There is a 20 minute time li

it starting at 10:06 am on Nov 19, 2013 for this page.
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Main Menu

Welcome, Kimberley D. Wills, to the MCC Self Service System! Last web access on Oct 03, 2013 at 02:19 pm

Personal Information

Update addresses, contact information or marital status; review name or social security number change information; Change your PIN; Customize your directory profile.
Alumni and Friends

Find classmates, communicate, career advisor, job posting, online giving, volunter.

Student

Apply for Admission, Apply for Graduation, Register, View your academic records, View or print your CAPP compliznce - degree evaluation, Housing Information, Account Information and make Payments
Faculty Services

Enter Grades and Registration Overrides, View Class Lists and Student Information, and View or print your CAPP compliznce - Degree Evaluation

Employee

Time sheets, benefis, leave or job data, paystubs, W2 and W data.

Finance

Create or review financial documents, budget information, approvals.
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Faculty Services

Student Information Menu

Display student information; View a students schedule; Process registration overrides; Process 2 student's registration
Active Assignments

Access to class lists, vatists, syllabi, office hours and detail schedule.

Add or Drop Classes

Register or drop students from courses (need student PIN)

Advisor Menu

View a student’s transcript; View a student’s grades; View a CAPP compliance - degres evaluation
Assignment History

Display all sections you have taught for each semester.

Attendance, Withdrawal & Final Grades

Enter last date of attendance, vithdraw students and enter final grades.

CRN Selection

1f you've already selected 2 CRH, click here to select 2 different ane.

Detail Class List

Detai information about each student including degres information.

Detail Wait List

Detai information about each student

EOP Student Learning Center Referral

Allov EOP counsalors to complets the Learming Canter Refarral for your counselass.
Faculty Detail Schedule

Display days, times, enrollment information and office hours.

Faculty Grade Summary

Display summary grade information for a class.
Learning Center Student Referral

Allovs you to complate the learning center student referral for your course(s)

Look Up Classes.

Look up = course for = specifc term (need student pin).

Office Hours

Enter your office hours and copy to all your courses and sections.

Registration Compliance Results

Financial Aid Course Elgibiliy (FACE) Results

Registration Overrides

Allovs you to override pre-requisites and maximum seats for your course.

Schedule a Final Exam

Provides an electronic form for faculty to request that a final exam be scheduled for ane or all of their courses
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g} Select the Term for processing then press the Submit Term button.

Select a Term: Fall 2013





