Instructions for Submitting a Grade Change in MyNCTC

Log into nctc.onelogin.com using your network username and password.

MINCTC — B m=m o
CIES e e e

After you log in, you will click on the Faculty & Staff tab.
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_ ADDING CLASSES: Registration is open for Fall 2nd 8-week, Wintermester, Spring and Summer 2021-add classes through MyNCTC or contact your advizor for assistance!

STOF BEFORE YOU DROP! Classes must be dropped BEFORE the first day of thal semester (by 11.59FM) to be eligible for a 100% refund-aven if you are droppang and adding anolher cowrsel Please review the
- refund schedule for EXACT dates and refund percantages for all semesters. It you are unable to drop & course before & refund deadling, plaase email Advisng@ncic edu wilh your drop request

NCTC Campuses are open and following new campus check.in and salety procedures, however, all NCTC Offices are available MONDAY. THURSDAY via phone, email, or text rom 7 30AM-5 30PM. Check oul the
Student Services page to locate the office you nead, or sign info the NCTC Virual Campus from 7-30AM-730FM, MONDAY-THURSDAY through QLess, and an NCTC representative will assist you by phonel

& Email
fesite " Koep track of NCTC campus and GOVID-relaled updales here

arvices * Check out our Fall 2020 Student FAC for all you need to know!

nolarships * Take a look al all the classes still available for Fall 2020

igent Handbaak Everyone Counts — Visil e Equily, Diversily, and Inclusion Divigaon sile for ways 1o get involved and ways 1o Share Your Story
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Click on the Faculty link on the left side of the page to access the Faculty portal.

Student Services | Faculty & Staff | Retention | Student Life | Alumni & Foundation | Need Help | My Pages

You are here: Faculty & Staff > Home
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Achieving the Dream Return to Campus Procedures
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NCTC Employees, please see Dr. Wallace’s update on return-to-campus procedures.
Payroll & Benefits

Human Resources For additional information, emplayees may call (340) 668-4257 ar email kschroeder@ncic.edu
Requisitions & Approval
Office for Students with Disabilities [PP—— [T———
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The Faculty Portal has a box on the right-hand side for Faculty Web Forms. You’ll click the link for
Change of Grade Form.

Edueation | Find Courses | S Se Faculty & Staff | Retention | StudentLife | Alumni & Foundation | Meed Help | My Pages

Faculty

Faculty Web Forms

Woelcome to the Faculty page! Here you will b= able to do the following

= View your current course schedule

= Add the textboaks far your $ections

= Print a course roster

» Authonze students to register for your sections
= Enter midterm and final grades

= View cument faculty schedules

Set Options

Stugunts may be authonized i regier for 8 co

The form will pull up. The first page will pull across your name onto the form. Click Next.
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Faculty Web Forms :
R
.
Instructor Information

Course Information

First Name * Your

Documents

Last Name * Name

Submit Change Request
Hext



On this page, you'll need to select the values in order, as it will pull from the system.

1. Select the Year/Term. Keep in mind that this form will only work for courses that ended within
the last year.

2. Select the Course ID.

3. Select the Student from the list. (This is pulling from your course roster so if your student isn’t
listed, verify a different last name or if the student was enrolled in a different course section).

4. Select the Current Grade. This value is being pulled from the system and is the current grade on
record.

5. Select the grade to be changed to.

6. Please provide an explanation for the change of grade. (Documentation can be attached on the
next page).
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Faculty Web Forms

 Persanal intormation
Flease select from available courses in the following dropdewn

Year | Term

2019 - 2020 5P ~

Crange Reguest Courses
ENGL 1301 0100 v
Student List
Student Name — Student 1D v

Student Information
Student Name — Student ID — Student Email
Verity Current Grade

Change Grade to: -

Please provide an explanation for the change of grade.
This is a test grade change

Provious Save and Quit Hext

If you need to upload documentation, click the Choose a File button and attach the documentation.
Otherwise, click Next.
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Facully Web Forms

Upload Documents

Please upload required documentation here:

Doecument Upload ‘ @

o Submit Change Reguest Please upload required documentation.

Please Provide Any Additional Infarmation Regarding This Grade Changs



Click Submit.
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Faculty Web Forms

* Required

+ Personal Information i
Submit Change of Grade Request

+ Course Information ,
Today's date. *

« Documents 1040772020

+ Submit Change Request Previous ‘ Submit

You should receive a message that states your form submission was successful.
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Faculty Web Forms

Your Name,

Thank you for successfully completing the Change of Grade Form.

Note: Once a grade change is submitted, the request will be routed to your Division Chair through
MyNCTC. Itis then routed to the Dean and Provost for approval. All approvals will be handled in

MyNCTC. Once the Provost approves the grade change, it is routed back to the Registrar’s Office for
processing.

If you have any questions, please email the Registrar’s Office at registrar@nctc.edu.



