Grade Change Requests from Teacher
If the window for posting grades has closed, the teacher will have to request that the front office approve and make the
changes in his/her gradebook. Each one of the grades that have been changed will show up with an * beside the grade
and the grade will be in bold.

The
teacher
will
choose
the
grading
period.
Under
options
they will
choose:

This window
will appear
next. The name
of the class will
show in the
window. The
teacher then
needs to
“Request Grade
Changes”

This window will
appear next. The
teacher has to
enter a reason --it is not optional.

Then they choose
yes.

After doing this, the gradebook will open back up. The window to enter these grade
changes is only 2 hours. The teacher needs to go into that class and make the necessary
changes. Make sure that the grades are marked as completed. (see next slide)

The teacher
then returns
to the same
class in the
grade book.
Using the
options
menu again,
they choose
Grade
Posting
Status for
the same
term.

This time the teacher chooses Complete Grade Changes.
The grades cannot be changed until the program knows they are complete.

When the
program asks
if you want
to process
choose yes.

The Final Step is for the teacher to notify the front office that he/she has requested
grade changes. The school secretary, the school principal, or some other designee may
be in charge of doing this for your school.

Make sure you know who to notify!

One Final Thing
Below you can see where the teacher has made changes in the gradebook, but
has skipped the final steps in the process (steps 5, 6, 7). After grades are
entered, you do have to go back into options and choose Final Grade
Calculations and mark the changes as complete for the front office to be able to
approve the changes.
As you can see below, if the teacher does not complete the final steps, the
gradebook will show the actual grade in one column and the grade on the report
card in the next column. This is a sure sign the process has not been completed
for a closed grading period. If you already have this scenario in your gradebook,
just repeat all the steps for grade change request again. Once these changes are
approved in the front office, the report card column will disappear.

