Faculty Banner Self-Serve
Final Grades View
Incomplete Grade Entry - Undergraduate Course

Incomplete grades can be entered via Banner Self-Serve by faculty. The same menu item
and screen is used for entering final grades.

e Choose Final Grades from the menu on Faculty & Staff Services.

Faculty & Staff Services

Term Selection

Use this to define a term to query for information

Select Student by Name/ID
Search using last name, first name, or middle initial

View Student Schedule Grid
Review a student's weekly schedule

View Student Schedule List
Detailed schedule information in list form

View Student Academic Transcript
View Student Address

View Student Information
View student registered status, degree program, status, residency, etc.

Current Degree Evaluation (CAPP)
Curriculum, Advising and Program Planning - Current Degree Evaluation (CAPP)

GPA Calculator
Calculate current, anticipated, desired, cumulative and semester GPA

Select a Section
Select a section for which you wish to view a class list

Class List Summary
Must select a term and section first from the links above

For Faculty: Your Teaching Schedule Grid
Weekly by day and time

For Advisor: Your Assigned Advisees List
View your own advisees information on list to which you are assigned

Mid Term Grades
Enter/View student mid term grades on courses to which you are assigned

Final Grades
Enter/View student final grades on courses to which you are assigned

Attendance Records
Enter and review Daily Class Attendance

Advisee Grade Summary
View grade history for your advisees

My WestConn Id
Room Plots Grid

CONNectCash
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e Faculty will then enter the term.

e Next, select the course either from the drop down menu, or enter via the CRN (choice at
bottom of screen).

e Once the course is entered the screen will display for grade entry. Enter final grades as
per usual procedures. This will include the use of the code INC as appropriate for
incomplete grades. All grades must be entered, for each student, in order to successfully
submit the grades. To submit grades, click on submit.

MY WESTERN
e s =
Search _ RETURN TO MENU | HELP | EXIT
——
Final Grade Worksheet Spring 2015

Apr 22, 2015 09:28 am

? - If the word "Confidential” appears next to a student name, information is to be kept confidential.
- Click on a student name to view the student address(es) and phone(s)

Course Information
Public Speaking - COM 160 72
CRN: 40421
Students Registered: 18

A Please submit the grades often. There is a 240 minute time limit starting at 09:28 am on Apr 22, 2015 for this page.

Final Grades

Record Number Student Name 1D Credits Class  MT Grade Grade  Rolled Last Attend Date Registration Number
MM/DD/YYYY
1 3.000  Freshman INC BT o |
2 3.000  Freshman D @ [ =3 ®
3 3.000  Freshman B+ Rt N s @
4 3.000  Freshman A A Mn [ ]
5 3.000 Senior A- AT [ ] ®
5 3.000  Freshman B+ B M™Mn [ ] =
7 3.000  Freshman AUD Y None 27 @
8 3.000 Freshman SA w Y 01/21/2015 17 @
9 3.000  Freshman C- B ™n [ ] s
10 3.000 Junior B+ [Br v [ ] 2 ®
1 3.000  Sophomore B+ B M™n [ 1 u
12 3.000 Junior B A [ ] 2 ®
3.000 Sophomore W w Y None 25 @
14 3.000 Junior B+ B [ a4
15 3.000  Freshman C+ [ [ ] 10 ®
16 3.000  Freshman C+ B+ ™n [ ] s
17 3.000  Freshman B B Mn [ ]2 ®
\ 18 3.000  Freshman B E~n [ s ®
Submit |[ Reset |

i Please submit the grades often. There is a 240 minute time limit starting at 09:28 am on Apr 22, 2015 for this page.

If there are any incomplete grades (INC) then the system will automatically display a screen
where additional information may be entered related to the incomplete grade specifically

the final grade and the extension date.

If no data is entered on this screen the system is set-up to place an “F” as the default grade
for any course where work is not completed within the timeframe as stated by the policy
(currently 6 weeks into the next semester).
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However, faculty may enter an extension date on this screen, if they authorize the student to
have more time to complete the course work.

Additionally, a student may be given a grade other than an “F” if there is some course work
completed. For example, if a student has completed enough work to earn a “C-“ with or
without a missing assignment, the Incomplete Final Grade field may be set to a “C-“ If the
student does not turn in the assignment then the “C-“ grade will be applied. However, if the
student does turn in the assignment, then a new final grade may be entered for example a
“g.”

Entering an Incomplete grade for a Pass/Fail course: follow same procedure to enter
grades, on the Incomplete Final Grade page - the default grade F needs to be changed to F

Incomplete Final Grades

¥ Review and maintain, when allowed, incomplete final grades and extension dates for incomplete grades.

Course Information
Intermediate Mathematics - MAT 100 01
CRN: 40675
Students Registered: 21

& The extension date default is Oct 09, 2015. The extension date may have constraints a rding to level.

A, WARNING: You must click the Approve button in order to save the incomplgfe grade(s) listed here.

Incomplete Final Grad

Record Number Student Name ID Grade Rolled Incomplete Ejfial Grade Extension Date Extension Date Constraints
MM/DD/YYYY
INC N F o
INC N F V]

Approve H Cancel “ Reset 1

A\ WARNING: You must click the Approve button in order to save the incomplete grade(s) listed here.

Faculty members determine the final grade for each student. Please remember:

1. Ifno Incomplete Final Grade is entered, the default final grade will be an “F.”

2. Ifno Extension Date is entered the default date will be six weeks into the next semester
(Fall/Spring) based on university policy.

3. The faculty member may enter an alternate Incomplete Final Grade (other than an “F”)
and Extension Date (other than 6 weeks into the next Fall or Spring semester) on this
screen, if applicable.

*If there are no changes to this page the user must save/submit, you will receive a

warning if you leave this page without clicking the “Approved” button.
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After this form has been submitted, there is no way to recall and edit the information.
Any changes to the grade must be emailed
to: requestregistrar@wcsu.edu

User must save/submit. Final Grades are not submitted unless you see:
\/ Grades successfully processed.

Final Grade Worksheet

@ - If the word "Confidential” appears next to a student name, information is to be kept confidential.
- Click on a student name to view the student address(es) and phone(s).

Course Information
Intermediate Mathematics - MAT 100 01
CRN: 40675
Students Registered: 21

4\ Please submit the grades often. There is a 240 minute time limit starting at 02:11 pm on Apr 24, 2015 for this page.

\ v Grades successfully processed.
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