SIS Info for AAG Meeting
April 3, 2007
9:30 a.m.
1. Mark Submission and Change form  is now available on MINERVA.   It’s located with grade approvals on the Academic History Menu (via SR Admin Menu).  Look to the right of Grade Change by Student Id menu and you’ll see a link to download a PDF version of the Grade Change Form.  Or go directly to 

http://www.mcgill.ca/files/student-records/MARKSUBMISSIONFORM5.pdf
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Academic History Menu

Grade Approval - Department
View Faculty grade approval; view classlists with submitted grades.

Grade Approval - Engineering Chai
Enter interim approval at the departmental chair level.

Grade Approval - Faculty
Approve final grades; view classlists with submitted grades.

Grade Change by CRN
Modify submitted grades for all or partial classlist.

Grade Change by Student ID
Modify submitted grades for a selected student, by term. Download the Grade Change Form PDE.

Grade Entry Form
Enter final grades; add or modify instructor comments.

MENU






This form will now replace the old multi-copy Mark Submission and Change Form.  You can print out the form.  Keep a signed copy for your file and forward the original to Student Affairs Office for processing.

2. Contact info for Nasim Razavinia  (Martha Hancock’s replacement) University Timetable Coordinator in ARR.  Email: classschedule.arr@mcgill.ca; phone: 398-3491.  She will be situated in Room 1450 at 688 Sherbrooke.  
3. Supplemental and Deferred Exam Mark Sheet Information
Supplemental and Deferred  (May 1 & 2 exams) mark sheets will take the form of mini-Excel files.  During the December exam period our in-house software failed and deferred exam requests were manually processed.  The final data of approved deferred exams and supplemental applicants has been entered into a master Excel file, which will be cut and pasted into smaller files in order to send to departments/professors to act as mark sheets.
 

We will be keeping separate mark sheets for Ls and for Ss, and also will keep multi-sectioned courses separate by section for ease of use by professors.  We will ask that the marks be entered and saved in these Excel files and returned to us by e-mail (no faxes necessary).  However, the files should be sent to us by a McGill e-mail account, that is by a professor directly or an administrator in the department.  No Hotmail, g-mail or other non-McGill e-mail addresses will be accepted.  Please note, for individual mark changes after a mark sheet has been submitted, the normal procedure of filling in a mark change form must still be used.
 

Excel supp and deferred "mark sheets" can be returned to:
 

Mohinder.massand@mcgill.ca
Victoria.nam@mcgill.ca
Anne.nudo@mcgill.ca
 

Instructions for mark submissions of Ls and Ss will be in the cover e-mail text, and files will be clearly identified.  In the event of late adds to the Excel mark sheet, we will send a new file and ask you to delete the earlier file.
 

These mark sheets should be sent to all departments by early next week, the week of April 2
4. Waitlist Function on Minerva

- Waitlist will not be used in the Summer Session

- It will be available for the Fall/Winter sessions starting June 15.   
- There will be a Waitlist information session on Wednesday, April 11, 2007 from 1-3pm in LEA 232

5. Security Issues regarding transfers within a department

-  Nothing to report yet
6. Reminder: Graduation Information Winter 2007

May 9, 2007: Deadline for departmental recommendations to be submitted, via the Graduation approval module, to the Student Affairs Office.

7. Reminder: Grade Submission Information for the Winter 2007 Term

Grade submission deadlines: All grades for graduating students must be submitted via Minerva by the following deadlines:  

courses without final exams: April 18

 
courses with formal final exams: one week after the final exam for the course

supplemental and deferred exams: May 7 

If necessary, grades for non-graduating students may be submitted a week later than the above deadlines. Should there be any difficulty meeting these deadlines, Arts instructors should contact, in writing, the Associate Dean (Student Affairs), Enrica Quaroni, at enrica.quaroni@mcgill.ca, as per the Late Grade Submission Policy. 
