Instructions for
Electronic Forms

Change of Grade



MyHusky PeopleSoft Links

“«

C @

£¥ Most Visited &) Getting Started &) MyHusky PeopleSoft L.

BLOOMSBURG UNIVERSITY.

MY$HUSKY

f
i)

=

Schedule

Class Roster

Grade Roster

View Advisees

Lookup Student

Electronic Forms

Class Information

Worklist

Advisor Center

MyHusky Full Site

Dashboard

Hello

-

Teaching Schedule 2020 Winter

Mon
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You have no classes on this day

From the Dashboard click on
the link to Electronic Forms

Electronic Forms

Electronic Forms

iGrade Change Reguest
Petition for Exception Request

Incomplete Form
Independent Study
Individualized Instruction

View Previously CompletedSubmitted Faorms

eForms you are able to submit will
populate the screen

eForms may still be accessed and
submitted via the links under related
content in the Faculty/Advisor Center.

Instructions on this access follows:



Bloomsburg University of Pennsylvania

Favarites @ Main Menu

Personalize Content Layout Wed, Jul 27,16 8:52 AM
My Husky Menu - av Welcome!

= Campus Solutions

Access to the Campus Solutions application.

=l Faculty Center

View your class and exam schedules.

=l Advisor Center

Access yvour advisee roster and view details including demic information, class schedules, degree progress and grades.

1. Log into MyHusky Welcome to the
2. Navigate to the Faculty Center Bloom sburg University ?
Student Information Portal.
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Bloomsbur iversi Pennsylvania
Favorites | Main Menu » Self Service : Faculty Center

> My Schedule

f Faculty Center Tf Advisor Center W Search Tf BOLT Combined Request 1

| my schedule || class roster || grade roster |

Faculty Center

My Schedule

2016 Summer | Bloomsburg University of PA change term I View Personal Data Summan,

My Exam Schedule

Select display option: {* Show All Classes (" Show Enrolled Classes Only

Icon Legend Fﬁj] Class Roste 'f;_p]|25:+-':_=:—: @_ez ning anagement

My Teaching Schedule > 2016 Summer > Bloomsburg University of PA
u
viewall |2 M, H

Class Class Title Enrolled | Days & Times Room Class Dates

.

Select One:

Belated Content + 2

Electronic Forms

Under Related Content click
on Electronic Forms



[ Faculty Center ]( Advisor Center ][ Search ][ BOLT Combined Request ]

| my schedule || class roster ” grade roster |

Faculty Center

My Schedule

2016 Summer | Bloomsburg University of PA change term | Wiew Personal Data Summary
My Exam Schedule

Select display option: {+ Show All Classes (" Show Enrolled Classes Only

Icon Legend: Ef?] Class Roster Li_f]‘ Grade Roster @\ Learning Management

My Teaching Schedule > 2016 Summer > Bloomsburg University of PA
N
view all | | & M, N

« Related Content

Electronic Forms

Electronic Forms
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iGrade Change Request

Click on "Grade Change Request”

Wiew Previously Completed’Submitted Forms
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1. After the term is chosen a Course 1D look
up will populate. Only those courses taught
by the instructor will be available in the
Course ID look up.

2. Choose the course from the drop-down.
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Bloomsburg
UNIVERSITY

Instmctions: When the grades of a stndent have been filed in the records of the Registrar’s Office. they may not be changed except for a computational or a clerical
error or removal of an incomplete or research in progress. The change begins with the nstructor and is approved by the department chairperson and college dean. The

dean’s approval is not necessary for remowal of an incomplete or research in progress grade.

INSTRUCTOR

Instructor

Term 2162 Q) 2018 Spring

GRADE CHANGE

Ifyou are teaching mare than one s g2 same course ALL students who complete the coun

Current Dal

Current Grade

Reason

COMMENTS

Course 1D

Name George Chamuris

View 100

3 Search I = Submit |

Value: Ibeginswith vI
Descripticrn:l begins with vI
Look Up Cancel

Clear Basic Lookup

Search Results
First ii 1-2 of 2 Li Last

Value Description
GEE213 BIOLOGY 430 EVOLUTION
GEEZ7I BIOLOGY 530 EVOLUTION
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Bloomsburg

Instructions: When the prades of a student have been filed in the records of the Registrar’s Office, they may not be changed except for a computational or a clerical
error of removal of an incomplete or research in progress. The change begine with the instructor and i= approved by the department chairperson and college dean. The
dean’s approval i not necessary for removal of an incomplete or research in progress grade.

INSTRUCTOR

Look Up Student D
Instructor
Value: |begins with j|
Term 2162 Q, 2016 Spring o - — BIOLOGY

Descnptmn.l begins with J| 430_EVOLUTION
Look Up | | Clear | | Cancel ' Basic Lookup

GRADE CHANGE o o )

................................................................................................... Search Results

Ifyou are teaching more than one section of the same course ALL study View 100 First E - E| Last

Value Description

Student 1D Q

123456 John Smith

Current Grade

Reason

} COMMENTS




1. After student ID is chosen the current ~
grade will populate.

1 bloomsburg
UNIVERSITY

Instructions: When the grades of a student have been filed in the records of the Registrar’s Office, they may not be changed except for a computational or a clerical
error of removal of an incomplete or rezearch in proprezs. The change begine with the instructor and is approved by the department chairperson and college dean. The
dean’s approval 1s not necessary for removal of an incomplate or research in progress grade.

INSTRUCTOR

Instructor Name Gegrge Chamuris

Term 2162 G\, 2016 Spring Course ID gg3213 @, BIOLOGY
430_EVOLUTION

GRADE CHANGE

If you are teaching more than one section of the same course ALL students who complete the course in the chosen term will be returned.

StudentID 123456 Q. John Smith Current Date 07/27/2016

\ Current Grade A- *New Grade ﬂ

2. Choose new grade from the drop down.

3. Enter justificiation for change of grade in
the "Reason”™ box. f

4. Add any additional comments in the
"Comments" box by clicking the amow.

A
Reason A

B
/'-". B+
B-
C
C+
¥ COMMENTS -
...................................................................................................................................... D
O+
F

5. Once all required fields are complete click

S

submit. e
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Request Complete

Basic Stage

— G3FORM_ID=832:Fending
Basic Path

Not Routed

Pending Not Routed

) Multiple Approvers ) Multiple Approvers
InstructorChair |!| instructorDean + PA_BUEF_Change_of_Grade
('__-:' InstructorAsstDean !| - - - -

TRANSACTION | SIGNATURE LOG

E:tr:_r:‘e Stage Path Step  Step Title User ID User Description Form Action  Time Elapsed

1. After form is submitied by the Faculty it is routed to the Department Chairperson.
2. After submission an email notification is sent notifying the next approver that there
is an item waiting for approval.

3.The transction log shows the status of the workflow of the form.
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Close \%’
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