Faculty Center - Incomplete Grade Agreement Quick Guide

1. Login to myCoyote.
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2. From the myCoyote Portal navigate to the Faculty Center tile.
ﬂ myCoyote

Student Email
Access your @coyote csusb.edu email

Faculty and Staff Email
Office 365 includes a suite of tools, such as Email,
Calendar, OneDrive, and more
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 COrOTE CONNECTION 5

Coyote Connection
Check out the Coyole Connection events happening all year long, featuring the
brand-new Coyote Hour.

Student Center
Access student related self services

Canvas
Canvas Learning Management System

Academic Intervention Response (AIR)
Submit academic concerns for support intervention and
progress monitoring

My Financials
Make a Payment, My Financial Activity, OneCard Balance
and CSUSB Scholarship Site

My Academics
Student Center, Faculty Center, Advisor Center, Navigate,
and related student, faculty, and staff services

E il
Need Academic Help? Personal Messages Faculty Center
Get academic help with our live chat available Mon - Thu, Directly access your personal messages. Manage items such as your class roster, class schedule,
8AM - 5PM and grading




Creating an Incomplete Grade Agreement through the Class Roster:

1. Select the appropriate Class Roster icon.
a. Note: Once Grade Rosters are available for use, create the Incomplete Grade
Agreement through the Grade Roster instead of the Class Roster.

Faculty Center Advisor Cenfer Search
My Schedule Class Roster | Grade Rosfer

My Schedule

Spring 2023 | CSU San Change Term

Bernardino My Exam Schedule
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¢ In order to produce an Incomplete Grade Agreement for a student, the Incomplete Grade

Agreement column has been added to the class roster.

2. To create an Incomplete Grade Agreement, select the Add link for the appropriate student.

Summer 2023 | Six Week - Second | C5U San Bernardino | Undergraduate

- Change Class
ACCT 3470 - 60 (60032)
Management Accounting and Ethics in Business (Lecture)

Days and Times Room Instructor Dates
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Select display option
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3. Enter the Reason Code — select one of the following reasons from the drop down menu.
a. Extenuating
b. Medical
c. Other

4. Enter the Grade Without Further Work — enter the grade to be assigned to the student if no
further work is completed.

5. Enter the Deadline for Completion — the date automatically defaults to the 1 year maximum for
the completion of work. If the date is less than one year, the date needs to be modified.

6. Enter the Work Required for Removal of “I” Grade — the work required to complete the
incomplete.

Incomplete Grade Agreement

1D

Career: UGRD Undergraduate

Institution: SECMP C3U San Bemardino

Term: 2236 Summer 2023

Class Nbr; G032 ACCT3470, Section 60 (3 Units)
Instructorn(s):

Incomplete Agreement Data

*Reason Code: | Extenuating v
*Grade Without Further Work: [F |
*Deadline For Completion: 08/15/2024 |[5]

Work Required for Removal of 'I' Grade

*Description Completed Date Completed
Meeds to complete final exam [l Eﬂ .il .:l
Created By: Last Updated:

Date Accepted By Student:;

Example: According fo CSU policy, the 1" symbol indicates that a portion of the required course work has not been completed and
evaluated in the prescribed fime period due to unforeseen, but fully justified reasons and that there is still a possibility of earning credit.
It is the responsibility of the student to bring perinent information to the instructor and to determine from the instructor the remaining
course requirements that must be satisfied to remove the "Incomplete.” An "Incomplete” must be made up by the earliest of the
following three dates: (1) cne calendar year from the last day of the term in which the "I" grade was assigned, (2) the "Deadline for
completion”™ indicated by the instructor below on this form, or (3) the degree conferral daie for a graduating student. In the event that
the course requirements are not completed by the deadline, the grade indicated below by the instructor will be the grade posted by
Enrcllment Services. If no grade is indicated below, the "I" will be converied to an "F." A student may not graduate with an "1” on the
franscript. and no posted grade can be changed after a student's graduation date.

(o] .4 Cancel Apply C—

7. Select Apply.



8. Select OK.

9. The Add link will change to Update. This indicates that the incomplete grade agreement has

been created.
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Note: Remind the student to go to his/her myCoyote Student Center to accept the incomplete

grade agreement.



Creating an Incomplete Grade Agreement through the Grade Roster:

1. Select the appropriate Grade Roster icon.
Faculty Center Advisor Cenfer Search

My Schedule Class Roster | Grade Rosfer

My Schedule

Spring 2023 | CSU San Change Term

Bemardino Wy Exam Schedule
Select display option

® Show All Classes () Show Enrolled Classes Only
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¢ If an incomplete grade was assigned during the grading process, this will trigger you to add
an incomplete grade agreement for the student.

2. Select the Add link.

Display Options Grade Roster Action

*Grade Roster Type | Final Grade b *Approval Status | Mot Reviewed v Save
O Display Unassigned Roster Grade Only

Import Grades from File
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3. Complete the Incomplete Grade Agreement as previously shown for the Class Roster.
Incomplete Grade Agreement

1D

Career: UGRD Undergraduate

Institution: SECMFP C5U San Bernardino

Term: 2236 Summer 2023

Class Mbr: 60032 ACCT3470, Section 60 (3 Units)
Instructor(s):

Incomplete Agreement Data

*Reason Code- | Extenuating v
*Grade Without Further Work: (F |G
*Deadline For Completion: 08/15/2024 |[]
Work Required for Removal of 'I' Grade
*Description Completed Date Completed
Meeds to complete final exam O Eﬂ Ii—l I:—l
Created By: Last Updated:

Date Accepted By Student:

Example: According to CSU policy, the "I symbol indicates that a porfion of the required course work has not been completed and
evaluated in the prescribed time period due to unforeseen, but fully justified reasons and that there is still a possibility of eaming credit.
It is the responsibility of the student to bring pertinent information to the instructor and to determine from the instructor the remaining
course requirements that must be satisfied fo remove the "Incompleie.” An "Incomplete” must be made up by the earliest of the
following three dates: (1) one calendar year from the last day of the term in which the "I" grade was assigned, (2} the "Deadline for
completion” indicated by the instructor below on this form, or (3) the degree confemal date for a gradualing student. In the event that
the course requirements are not completed by the deadline, the grade indicated below by the instructor will be the grade posted by
Enrcliment Services. If no grade is indicated below, the "I will be converied to an "F" A student may not graduate with an ™" on the
franscript. and no posted grade can be changed after a student’s graduation date.

| OK || Cancel || Apply |

Note: If the incomplete grade agreement is not added before setting the Approval Status to
“Approved”, an error message will instruct you to complete the contract before approval. However,
you will need to set the Approval Status back to “Not Reviewed” to add the grade agreement.

Message

I Agreement Created Message (30515,8)

Grade Rosters cannot be approved for classes which do not have Incomplete Agreements for incomplete grades.

-
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