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Introduction 

The Online Change of Grade workflow allows faculty members to make changes to submitted grades through PeopleSoft, essentially replacing the original paper 

form. Included within the mod is access to the Online Incomplete Grade Agreement. Provided is a template for Faculty use and automated communication to 

the student. 

 

This guide will cover all pages within PeopleSoft involving the Online Incomplete Grade Agreement.  
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Navigating to PeopleSoft  

The Online Incomplete Grade Agreement is accessed through PeopleSoft. Below are the steps to take to navigate into the PeopleSoft interface via the 

myStanState dashboard. 

 

 
 

• Navigate to my.csustan.edu using your 
preferred internet browser 

• Log in using your Stanislaus State credentials 
o You will be prompted to log in using 

Multi-Factor Authentication (MFA)—
for more information or 
troubleshooting issues involving MFA, 
please contact OIT 

 

 
 

• Upon logging in, you should see your 
Employee Dashboard 

 

https://csustan.sharepoint.com/sites/EnrollmentServices/Shared%20Documents/General/Training/my.csustan.edu
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• Scroll down and locate the box within your 
Employee Dashboard with the header labeled 
PeopleSoft 

• Within the PeopleSoft box will be a header 
labeled PeopleSoft Single Signon 

• Click the link labeled MyStanState Student 
Center to navigate into Peoplesoft 

o The PeopleSoft link will open up in a 
new tab or window. If you have a pop-
up blocker, you will need to disable it 
in order to allow the window to open 

o You may be prompted again to login 
with your Stan State credentials  

 

• You will land on your Instructor Homepage 

• Click the tile on the left labeled Classic Home 
to enter PeopleSoft 

o For more information on navigating 
the Homepage and Nav Bar, please 
refer to the Fluid Nav Campus Guide 

 

• From within PeopleSoft, you can view your 
Faculty Center, from which you can access 
your class schedule, class roster, and grade 
roster 

https://www.csustan.edu/enrollment-services/fluid-nav-campus-guide
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Accessing the Incomplete Grade Agreement 

 

The Incomplete Grade 
Agreement can be accessed 
from either the Class Roster 
or the Grade Roster via links 
located on the Faculty Page 
within PeopleSoft 

• Note: The Faculty 
Center cannot be 
accessed directly from 
your myStanState 
Dashboard 

o To access your 
Faculty Center, 
use the 
PeopleSoft links 
within your 
myStanState 
Dashboard (See 
the Navigating 
to PeopleSoft 
section at the 
beginning of this 
guide) 
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Access via the Class Roster 
 
From the Class Roster, 
access the Incomplete 
Grade Agreement form by 
clicking the links located on 
the right-most column for 
each enrolled student on 
the roster 
 
Note: The options for an 
Incomplete Grade 
Agreement for are only 
available for students who 
have received an “I” 
(Incomplete) Grade 
 

• To start a new 
Incomplete Grade 
Agreement for a 
student, click the Add 
button located in the 
Incomplete Grade 
Agreement column 

• If there is already an 
Incomplete Grade 
Agreement in place for a 
student, the link in the 
Incomplete Grade 
Agreement column will 
appear as Update 
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Access via the Grade Roster 
 
From the Grade Roster, 
access the Incomplete 
Grade Agreement form by 
clicking on the links located 
on the second-from-the-
right-most column 
 
Note: The options for an 
Incomplete Grade 
Agreement for are only 
available for students who 
have received an “I” 
(Incomplete) Grade 
 

• To start a new 
Incomplete Grade 
Agreement for a 
student, click the Add 
button located in the 
Incomplete Grade 
Agreement column 

• If there is already an 
Incomplete Grade 
Agreement in place for a 
student, the link in the 
Incomplete Grade 
Agreement column will 
appear as Update 
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Completing the Incomplete Grade Agreement Form 

 

 
 
 

1. Information is shown at the top indicating which 
student the Incomplete Grade Agreement is 
being conducted for 

2. Select a reason for the Incomplete Grade 
Agreement 

a. Available choices are Medical or 
Extenuating Circumstances 

3. Input the grade the student will receive without 
further work 

a. Valid inputs for this field depend on 
grading basis (Letter or CR/NC) 

4. Specify the deadline for completion of the Grade 
Agreement 

5. Indicate what work is required of the student for 
the removal of an Incomplete grade 

a. In the Description field, describe the 
assignment 

i. Descriptions are limited to 100 
characters 

b. Completed assignments can be marked 
as complete using the checkbox to the 
right of the description field. 

i. The Date Completed field is 
automatically populated when 
the Completed checkbox is 
marked 

c. If the student needs to complete more 
than one assignment, add a row for each 
new assignment using the + button 

d. Use the – button to remove item rows 
that are no longer necessary 

6. Timestamps for the Creation Date, Last Updated 
Date, and Student Acceptance Date are 
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populated at the bottom of the Incomplete Grade 
Agreement page 

a. Once the student has accepted the Grade 
Agreement, the Incomplete grade cannot 
be changed to any other grade 

7. After filling out the Incomplete Grade Agreement, 
click the Apply button to apply these changes to 
the Grade Change Request 

a. If only viewing the Incomplete Grade 
Agreement, click OK to return to the 
Grade Change Request page 

b. To cancel any changes made to the 
Incomplete Grade Agreement, click the 
Cancel button to undo all changes and 
return to the Grade Change Request page 

 
The Grade Roster cannot be approved if a Grade 
Agreement has not been created for an Incomplete 
grade 

 


