New Faculty Orientation

Registrar Information Session


Presenter Notes
Presentation Notes
Hello and welcome to the Registrar Information Session for new faculty.  


Session Overview

* Banner
— Faculty Class List
— Attendance Verification
— Midterm Grades
— Final Grades
— Advising Information
Incomplete Procedures
Grade Changes
Drop vs. Withdrawal


Presenter Notes
Presentation Notes
During this session, you will be introduced to the Banner System and the important functions of this system as it relates to faculty entry requirements. You will be shown how to access your class rosters and given a brief overview of how to complete 3 very important tasks in this system-Attendance Verification, In-progress grades entry, and final grade entry. You will also informed of our incomplete procedures and how to process grade changes as well as our drop/add and withdraw process for students.
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Presenter Notes
Presentation Notes
To access Banner, you will need to go to the VSU homepage, www.valdosta.edu and select MyVSU from the top right corner of the page.  In the spaces provide, you will enter your username and password.  If you do not know what your username and/or password is, please contact the Solution Center at helpdesk@valdosta.edu or at 229-245-4357.  Once you have logged in, please select Faculty Services from the main menu.  
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Presenter Notes
Presentation Notes
From this menu, you will have a number of options for accessing class rosters, as well as Attendance Verifications, Midterm Grades, and Final Grades rosters.  We will review 3 of the class roster options.  Each option has its different look and feel.  We will first take a look at the Summary Class List.  When you click on the link, you will be asked to select a term and then a CRN.  
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Presenter Notes
Presentation Notes
Once you have selected the roster you would like to look at from the CRN Selector dropdown menu, the Summary Class List will appear.  This roster contains the course title and start and end date as well as enrollment information.  It is followed by a list of the student enrolled with their student identification number and a link to email each student.  You also have an option to email the entire class at the very end of the list.


Class List

‘ Jones Stanl

Faculty & Advisors CRN Listing (lass List

Class List Gecot @t

Summer 2019201905  ACED 2050 | 50563 v

¥ Course Information Enroliment Counts

Communications for the Wrkplce - ACED 2050 B Maximum  Actual Remaining

CRN: 50563 Enroliment 25 24 1

Duration: 06/12/2019-07/31/2019 WaitList 993 0 999

Status: Active Crosslist 0 0 0

Class List Wait List Summary View ¥

Summary Class List
: Student Name v D $  Registration Status S Level $  Credit Hours $ Midterm ¢ Final $ Cass s
: Carpente HWeb Registered Undergraduate-Semester 3 Enter Grace Enter Grace Junior
: Costello; **\Web Registered** Undergraduate-Semester 3 Ener Grace Enter Grace Junior
: Garner N *Web Registered Undergraduate-Semester 3 Encer Grade Enter Grace Junior
: Greenjel HWeb Registered Undergraduate-Semester 3 Enter Grace Enter Grace Senicr
: Hamptor *\Web Registered** Undergraduate-Semester 3 Enter Grace Enter Grace Senicr
: Heidenrd *Web Regisiered** Undergraduate-Semester 3 Encer Grace Enter Grace Junior
: Johnson) HWeb Registered Undergraduate-Semester 3 Enter Grace Enter Grace Junior
: Larry Kald **\Web Registered** Undergraduate-Semester 3 Ener Grace Enter Grace Junior
: Miler, M3 e *Web Regisiered** Undergraduate-Semester 3 Enter Grace Enter Grace Senicr
: MonastK *Regiteradtt Undargraduate Semester 3 Encer Grace Enter Grace Senicr
: Mulins **\Web Registered** Undergraduate-Semester 3 Ener Grace Enter Grace Junior
: Murphy 4 *Web Regisiered** Undergraduate-Semester 3 Encer Grace Enter Grace Senicr
() Reillyjoe} +H\eb Regisered** Undergraduate-Semester 3 Ener Grace Enter Grace Senicr



Presenter Notes
Presentation Notes
By clicking on the Faculty Services tab at the very top of the page, it will take you back to the main menu where you will select Class List with Student Email.  This is a popular roster as many faculty members will copy and paste this roster into an Excel spreadsheet in order to create a gradebook.  This is also an easy roster to print to take to class the first few days in order to verify attendance.  
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Verification of attendance/participation

Financial Aid funds cannot be released to VSU or excess funds to students until
attendance has been verified by faculty.

Fall 2024 Entry Period- Aug 26-30 7


Presenter Notes
Presentation Notes
From the Faculty Services menu, I will now show you how to submit an Attendance Verification roster for your course(s).  Once you have selected Attendance Verification, it will take you to a page at looks similar to this slide.  Please note that on this roster, you have the student names, major, registration date, and an attendance column.  Please note, no more than 25 students will appear on each page.  If you have more than 25 students in your course, you will see hyperlinks that will guide you to the remaining pages (1-25, 26-50, 51-75, etc.).  This slide tells you how to submit and lock your roster.  If you have a student that has never attended or participated in your course, go to the Attendance Information column and select Never Attended.  If you have more than 25 students, please do not click the Electronic Signature box on the first page.  Wait until you have completely review your roster before clicking the signature box.  After clicking the signature box, make sure to click Submit again.  A message will appear at the top of the roster indicating that the roster has been submitted successfully.  Also, if you are unable to make changes, then your roster was submitted successfully.  If you need to make adjustments after you have submitted your roster, please do not hesitate to contact the Registrar.  
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Grade Entry Process
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Midterm Grades
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Presenter Notes
Presentation Notes
If you are teaching 1000 or 2000 level courses, you are required to submit In-progress grades (midterm grades) during the fall and spring semesters.  From the Faculty Services menu, select In-progress Grades.  It will take you to a page that looks similar to the one in this slide.  This is a very simple process. You will simply go to the Grade column and select the grade from the dropdown menu for each student and click Submit when you are done.  You do not have to enter Last Date of Attendance or Attendance Hours.  These grades are not permanent and can be updated as needed up until the last day for students to withdrawal (usually one week after midterm).
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. Fall 2024 Grade Entry: Dec 9-Dec 16
. Final Grades Due Dec 16th at 11am
. Please remember, you must enter a last date of attendance for any student you

assign a grade of “F” per Financial Aid regulations.

. After the grade entry deadline, you must submit a Change of Grade Form.



Presenter Notes
Presentation Notes
From the Faculty Services menu, we will now select Final Grades.  As with the other processes, you will select a CRN from the CRN Selector and the final grade roster will appear.  In the Grade column, you will select the appropriate grade for each student.  IF you assign a grade of “F” to any student, you must enter a last date of attendance in the Last Attend Date column.  The date must be entered in the mm/dd/yyyy format and must not go beyond the last day of class (please do not include the final exam date-but the last day the class met for the term if the student attended the entire semester).  You do not need to enter any information in the Attend Hours columns.  Once you have entered a grade for each student-on all pages of your roster-click Submit, then click the box that says Lock Grades for this Section, and then click Submit  again.  Please take a moment to look at the top of the roster to ensure that you have not encountered any issues with submission.  If your submission for success, you will receive a message indicating that.  Also, you can attempt to change a grade for a student.  If you are not given that option to do so, then you know your grades have been locked.  If you discover that you have entered a grade incorrectly or simply need to change a grade, please email the Registrar immediately.  Grades can be update by email until the 9am grade submission deadline.  After the deadline, grades can only be changed by submitted a Change of Grade form.


Advising Information
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Lifting Advising Flag

Registration Eligibility

Stanley Jones
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Grade Changes

» Why would I need to change a grade?
e Incorrect grade entered on-line...student discovers it days later.
e Student was assigned an “I”” or “IP”
e Grade not reported in time...student receives “NR”.

» What’s required to complete grade change form?

Student Name & ID Number

Course information and Term & Year

Current grade and new grade

Reason for change of grade

Instructor signature and dept head signature required.

Dean and VPAA signature required for grade changes that involve “W” grades.

» How do I know the grade has been changed?
e Patrick McElwain processes all grade changes and will mail you the yellow copy of the
multi-part form. Students can check their on-line transcript to view the change.

» Restrictions?
e Students are not allowed to handle Grade Change Forms. Forms delivered by students
will not be processed.
e The form is not available online. It can only be obtained from the Registrar’s Office.
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Presenter Notes
Presentation Notes
As faculty, you will inevitably need to change a grade from time to time-particularly if you agree to assign a student an Incomplete (I).  When the time comes to change a grade, you will need to obtain a Change of Grade form from the Registrar’s Office.  Only faculty and staff are allowed to handle Change of Grade forms.  Students are not allowed to handle Change of Grade form.  


@ 2 kMO B

Valdosta State University
Office of the Registrar (229) 333-5727
hitp:#/www.valdosta.edu/academics/registrar

INCOMPLETE GRADE REQUEST
PROCESS & FORM

REQUEST FOR ASSIGNING A GRADE OF INCOMPLETE / Academic Affairs > Grading System

A report of “I" (incomplete) indicates that a student was doing satisfactory work at the end of the term but, for non-
academic reasons, was unable to complete all requirements for the course. A report of “I” requires the
subsequent completion of all course requirements within a time limit specified by the instructor, not to exceed one
calendar year from the end of the term in which a grade of incomplete is assigned, regardless of the student’s
enrollment status during the period specified for completion.

Students are responsible for making arrangements with their instructor for completion of course requirements
within the time specified, in accordance with this regulation

If an “I” is not changed to a letter grade within one calendar year, it will be changed to the grade F

The request for assigning a grade of incomplete should be completed before final grade submission by the
instructor and submitted to the Registrar's Office. If possible, the student should continue attending class until the
incomplete is approved

Section A: Student Biographical Information

Last Name First Name Middle Initial
| |
VSU ID Number Department Major Advisor
| |
VSU Email Phone Altemnate Phone
| |
Mailing Address City State Zip Code
Section B: Course Information
| || |
CRN PrefixNumber Section Course Title Credit Hours
|
Semester Year Instructor

NON-ACADEMIC REASON FOR REQUESTING AN INCOMPLETE (Include/attach additional documents as needed):

Version: 5/6/20

B e D lUQ

Valdosta State University
Office of the Registrar (229) 333-5727
hitp#/www.valdosta.edu/academics/registrar

INCOMPLETE GRADE REQUEST
PROCESS & FORM

Section C: Course Grade Status - To be Completed by Instructor

Instructor Date the “I" Request was Received In-Progress Grade at

Time of Request

[] ves
[] ves

*CONTINUE ONLY iF THE ANSWER TO BOTH QUESTIONS IS YES

If the request for an incomplete is approved, please do not re-register for the same course again as it could have
adverse effects on your academic record. Contact the Registrar’s Office for further explanation.

|:| NO - Did the student have a passing grade at the time of the request?

|:| NO - Do you agree to the student’s request for the incomplete?

PROVIDE ALL REMAINING ASSIGNMENTS TO BE COMPLETED, AND TIMELINE / DATES FOR COMPLETION:
(Include/attach additional documents as needed):

ASSIGNMENT TIMELINE / DUE DATE

Student Name (Type/Print) Student (Signature) Date
|
Instructor Name (Type/Print) Instructor (Signature) Date
|
Department Head / Director Name (Type/Print) Department Head / Director (Signature) Date
Version: 5/6/20



Presenter Notes
Presentation Notes
This is a copy of the Request for Assigning a Grade of Incomplete form.  The form is available on the Registrar’s website under Forms.  As you can see, this is a student driven process-meaning they have to submit the request to you.  However, there may be occasions where you may want to submit the form on the student’s behalf.  It is very important to be specific with noting remaining requires for the course.  It is recommend that you put due dates for all remaining assignments and hold the student to those dates.  If a student completes the remaining assignment or does not meet your due dates for completion, you will need to submit a Change of Grade form to assign the appropriate grade.  


Drop vs. Withdrawal

> Dropping Classes

O
O

Students “drop” classes on-line during active registration.
Under special circumstances, students can complete the Late
Registration Drop/Add form to drop classes after registration
has ended for the term.

Dropping classes can generate a complete tuition refund for
the course(s) and the course is completely removed from the
students’ academic record.

> Withdrawing from Classes

O

After registration ends, students who decided they need to get
out of a course for whatever reason can withdraw online
through Banner. The withdrawal must be completed prior to
the published withdrawal deadlines.

Limited Withdrawal Policy-all undergraduate students are
limited to ten course withdrawal (“W”) grades for their entire
enrollment at Valdosta State University. A student may not
accumulate more than 3 course withdrawals in an academic
year. Beginning on the sixth withdrawal during enroliment at
VSU and each subsequent withdrawal, academic advisor
approval must be received prior to the student withdrawal
taking place. Once a student has accumulated three “W”
grades in an academic year or more than ten “W” grades
during their entire undergraduate enrollment, all subsequent
withdrawals (whether initiated by the student in Banner or
initiated by the instructor during attendance verification) will
be recorded as “WF.” The grade of “WF” is calculated as an “F”
for GPA purposes. Any appeal for additional “W” grades must
be made to the Office of Student Success.

After the published withdrawal deadlines, students are not
allowed to withdraw except for medical or documented
hardships. This process is handled through the Dean of
Students Office (Student Affairs).
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Presentation Notes
While we are in active registration, your class rosters will change almost daily-if not hourly.  Please be mindful of this as you review your rostering leading up to the start of the semester.  Once registration ends, your class lists should stabilize.  However, students will still be trying to add and/or drop classes a week or two after registration ends and classes have begun.  You may receive a request from a student to add your course or drop your course.  They will have a Late Registration Drop/Add for you to sign.  It is your decision whether to allow a student to add your course.  If a student never attended your course, you may be a request to “drop” your course.  However, if a student attends your class and then submits a request to drop your course, you should encourage the student to withdraw and not sign the late registration drop/add form.  After registration ends, students will be able to withdraw from courses through Banner.  Undergraduate students are limited to 10 course withdrawals during their undergraduate enrollment.  


August 19
August 22
August 26-30
August 30
September 2
Sept 30-Oct 9
October 9
October 10
October 10
October 14-15
October 31
October 28
November 27-29
December 9
December 9-16
December 10-13
December 13
December 14
December 16
December 16
December 19-Jan 1

IMPORTANT DATES FOR FALL SEMESTER-2024

First Class Day for fall 2024

Registration for fall 2024 ends (11:59pm)

Attendance Verification for VSU courses that began on Aug 19
Attendance Verifications due at 9am

Labor Day Holiday (university closed/no classes meet)
Midterm Grade Entry for full-term VSU courses

Midterm Grades Due at 5pm

Official Midterm for fall 2024

Students View Midterm Grades

Fall Break (university open/no classes meet)

Withdrawal Deadline for full-term VSU courses
Registration Begins for spring and summer 2025 (by classification)
Thanksgiving Holidays (No classes meet/university closed)
Last class day for fall 2024

Final Grade entry begins for fall 2024

Final Exams

Graduate School Commencement Ceremony
Undergraduate Commencement Ceremony

Final Grades for fall 2024 due (11am)

Students View Final Grades in Banner after 6pm
University Closed

Important Dates for Short Sessions | and Il for Fall 2024

August 19 First Class Day for Short Session |

August 22 Registration for fall 2024 ends (11:59pm)

August 26-30 Attendance Verification for VSU courses that began on Aug 19
August 30 Attendance Verifications due at 9am

September 2 Labor Day Holiday (university closed/no classes meet)
September 12 Midterm Grades Due for Short Session | (11am)

September 26 Midterm and Withdrawal Deadline for Short Session |
October 10 Last Class Day for Short Session |

Oct 10- Oct 16 Grades May be entered for Short Session | (grades not available to students)
October 16 First Class Day for Short Session

October 18 Registration Ends (11:59pm)

Oct 21-24 Attendance Verification for Short Session Il

October 24 Attendance Verifications due at 11am

Nov 7-8 Midterm Grades Due for Short Session Il (11am)

November 22
November 27-29
December 9
December 9-16
December 16
December 19-Jan 1

Midterm and Withdrawal Deadline for Short Session I
Thanksgiving Holidays (no classes meet/university is closed)
Last Class Day

Final Grade entry begins for all classes

Final Grades for All Classes due at 11am

University Closed
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Registrar’s Administrative Team

Office of the Registrar
Phone: 333-5727
Office Email; registrar@valdosta.edu

Who We Are:

Stanley Jones — Registrar
sjones@valdosta.edu

Karen Shepard- Assoc Registrar
kshepard@valdosta.edu

Patrick McElwain — Assoc Registrar
pmcelwai@valdosta.edu

Sabrina Daniels - Asst Registrar-Graduation
sdaniels@valdosta.edu

Christy Grimes - Asst Registrar-Graduation
cdgrimes@valdosta.edu

Veronica Graham-Asst Registrar-Operations
vegraham@valdosta.edu
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Presentation Notes
The Registrar’s Office is here to assist faculty with any problems or issues you may have.  Please feel free to call us or email us at anytime.  
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