Faculty Grade Entry - Incompletes


Login to My Chemeketa.



Click on Assign final grades from the Faculty Grading menu inside
My Chemeketa.



Select the term and submit.



Select the CRN from the drop down list and submit.






Select the appropriate final grade from the drop down list.
An "IB", "IC", "ID", "IF" will revert respectively to a "B", "C", "D", "F" if the outstanding
work is not completed by the deadline. So choose the incomplete grade combination
where the letter grade corresponds with the grade the student will receive if he/she
completes no additional work.
Submit your selection.



On the Incomplete Final Grades page you confirm that the Incomplete Final
Grade is the final grade the student should receive if they do not complete their
missing work and it is where you designate how much additional time the
student will have to complete the work.



The Incomplete Final Grade will default to match the incomplete grade option you
selected (e.g. for an IF it will default to F). If you realize this is the wrong grade it is
best to Cancel, return to the Final Grade Work sheet, and assign the appropriate
incomplete grade. You may leave the incomplete as it is and select a different final
grade from the drop down menu, but that can be confusing to the student because
they will see the incomplete grade on their record.



The Extension Date defaults to one term out. It can remain as is or can be extended
to a date no later than one year out (the date cannot be less than the default).



When you've finished making all necessary changes click Submit.



You will be returned to the Final Grade Worksheet.



After the grade submission deadline you may proceed to creating an incomplete grade
contract for the student.

