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Request Grade Change

What Is the Grade-Change Workflow?

Instructors can use the grade-change workflow to submit changes to their grade rosters one student at a
time.

The grade-change workflow will route corrections to the student’s college, school or program. If applicable,
corrections will also be forwarded for review to the Assistant Registrar for NCAA Athletic Eligibility. Upon
approval, the workflow will update the grade on the student’s record within 24 hours.

Instructors may use the workflow for the following reasons:

¢ An incomplete (I) grade on a previously posted grade roster needs to be updated to a letter grade
because the student completed their course work.

e Grades were miscalculated for a student.
¢ The wrong grade was entered on the original grade roster.
e Updating a Not Reported (NR) grade notation to a final grade.

This workflow should not be used for entering grades for dissertation or thesis hours, or for reasons other
than those indicated above.

Request a Grade Change

On the MyCUInfo Teaching Tools tab, click either Go to Web Grading or Go to Faculty Genter.

@ University of Colorado

Home | Help | Sign out

& Boulder myc U | nfO

Teaching Tools CU Resources n

Faculty Toolkit

Go to Web
My Courses Course Tools Term: Grading

Course Information: Fall 2016

Email

Course Number Course Title Days Time Room Rosters Class
PSYC-1001-001 General Psychology MWF 12:00 PM - 12:50 PM MUEN E050
Final Exam: 20161213 01:30 PM - 04:00 PM MUEN E050
For additional features, including: o Questions about your course schedule?
D class search Get help ==

M2 entering grades
Go to Faculty Center




Request Grade Change

If you need to change the default term, click Change Term.

Faculty Center

My Schedule

Fall 2016 | CU Boulder

.',-.--
change term I "l
._-/

() Show Enrolled Classes Only

Select display option: (®) Show All Classes

Icon Legend: ﬁ:ﬁ Class Roster ,f:%‘ Grade Roster @ Learning Management

Find the correct class, then click Grade Roster.

My Teaching S5chedule > Spring 2016 > CU Boulder

Class Title Enrclled| Days & Times

General Psychology 277 TuTh 11:00AM - 12:15PM

{Lecture)

Click Request Grade Change.

Grading Information/Deadline

Instructor Grade Access: Post Grade Roster Action:
Grades
Display Options: *Approval | Approved v Posted
Grade Roster Type Bl Status
pproval Status, select from the drop

(To change the A
down and press Save)

."'-
B Feguest Grade Change

The roster has baen posted and changes can only be made through the Grade Change Process.
BUBBLE GRADING]| UPLOAD GRADES |

I:l Display Unassigned Roster Grade Dnl\foadE

DROP DOWN GHADING'

Select the class from the Please select from the following class list drop-down menu.

This is your online form to submit a grade change or enter a late grade.
*Please enter the Institution: [CU Boulder v|
*Please select from the following term: | Spring 2016 UC Boulder v|
*Please select from the following class | w|
list:
Please select student(s) to change or enter a late grade
Select Al Deselect Al ' Only show Selected Reload Roster Hide Graded Rows




Request Grade Change

By default, students are listed in numerical order by Empl ID. Click the checkbox for the student whose grade
needs to change.

Note: You cannot change multiple students' grades at once using the grade-change workflow.

Please select student(s) to change or enter a late grade

Cnly show Selected Reload Roster Hide Graded Rows

Select Name Official Grade *Grade Input Comment Status
1 Y] % Sample Student 3 C C | |
2 O Sample Student 4 P [D+ v]| |
3 O Sample Student 5 D+ [D+ V]| |
4 [1] Sample Student & W | |

If you choose, click Only show Selected to hide the other students.

Please select student{s) to change or enter a late grade

Only show Selected | Reload Roster Hide Graded Rows

Select Empl ID Name Official Grade *Grade Input Comment Status
1M Sample Student 3 (& C | |
2 O Sample Student 4 P [D+ V]| |
30O Sample Student 5 D+ [D+ v]| |
4 [1] Sample Student 6 W | |

NOTE: Make sure your browser's pop-up blocker is turned off. If you click Save on the next page and the
pop-up window is blocked, the grade change for that student will lock. If this happens, see Frequently
Asked Questions.

Click the *Grade Input drop-down to select the new grade, type the reason for the change in the Gomment field
(required), then click Save at the bottom of the page.

Please select student(s) to change or enter a late grade

Cnly show Selectad Reload Roster Hide Graded Rows
Select Empl ID Name Official Grade *Grade Input Comment Status
1 [ 100934959 Sample Student 3 c C+ v| |student submitted additional work that raised grade In Review




Request Grade Change

The grade change submission form will open in a pop-up window.

Seq#  GOT Boulder - ARSCU
*Subject: CUBLD 2161 ,PSYC 2111 ,581(36458)
Priority: | 3-Standard v Due Date: ]
Status: Initial Preview Approval Submit
Request ID: 6735
Students for grade change
Reason: | hd

To review the grade change prior to submission, click Students for grade change (opens in a new tab or
window).

CU_GRDCHANGE_REQUEST
Download results in ¢ Excel SpreadSheet CSYW Text File XML File (1 kb)
Wiew All First 1-1 0f 1 Last
'S\E: [0} :;';f;; Last Institution Term C'Labsrs Subject Catalog Section Career chgdme %r::: Oéirﬂidr':l
1 60T Sample Student3 CUBLD 2161 36458 PSYC (2111 [581 UGRD UGD LTR C
STAMD || Gt PSR ROREE | SDETe User A to_char{A.COMMENTS)
c+ IR 12/2912046 TESTO00000 :ﬁ:cﬂlznt submitted additional work that raised
You may ignore all other fields on this page. To finish, click Submit.
Seq#  GO7 Boulder - ARSCU
*Subject: CUBLD 2161 PSYC 2111 581(36453)
Priority: [3-Standard v| P g e
Status: Initial Preview Approval Submit _/i
Reguest ID: ' 675
1 Students for grade chann?)
Reason: | b

More Information:
Click "Submit™ to send your grade change requestto the appropriate dean's office for approval. Enter any comments in this box.

Save

|af Return to Search [=] Notify




Request Grade Change

NOTE: Do not close the grade changes submission form window until you've confirmed that you submitted
the grade change correctly. Once you close that window, you lose access to the Gancel Approval button.

If the next window indicates the request is Pending, the request has been submitted successfully.

Boulder - ARSCU

Subject CUBLD 2161 PSYC 2111 581(36458)

Review/Edit Approvers

Boulder - ARSCU: 607:Pending
1

Pending
@ Multiple Approvers
BLD ARSC GradeChange Approver

The grade-change approver for the student's college, school or program will receive an automatic email
telling them a request is awaiting their approval. Click 0K.

Boulder - ARSCU
Subject CUBLD ,2161 ,PSYC 2111 581(36458)

Review/Edit Approvers

Boulder - ARSCU: 607:Pending
1

Pending
@ Multiple Approvers
BLD ARSC GradeChange Approver




Request Grade Change

The requested grade change now appears in the class list with a status of In Review.

This is your online form to submit a grade change or enter a late grade.

Please enter the Institution: CU Boulder

Please select from the following term: Spring 2016 UC Boulder

Please select from the following class list: PSYC, 2111, 531

Please select student(s} to change or enter a late grade

Select Empl ID Name

Official Grade Grade Input Comment
1 +

Status
Sample Student 3 c B student submitted additional work that raised grade In Review

=] Notify

Instructor | Proxy

You are likely to have two or three tabs related to the grade change open:

¢ the grade entry page,
¢ the submission page and,

e if you opened it, the request details ("CU_GRDCHANGE_REQUREST") page.

To submit another grade-change request, click New Window.

New Window |
Instructor || Proxy

elp | Personalize Page | &
Request Seq Nbr: 607
This is your online form to submit a grade change or enter a late grade.

Please enter the Institution: CU Boulder

Please select from the following term: Spring 2016 UC Boulder

Please select from the following class list: PSYC, 2111, 531

If you're done submitting grade changes and you're certain that you don't need to cancel the grade-change
request, you can close all tabs.



Cancel Request

Cancel a Request

NOTE: Once you close the grade change submission form, you lose access to the Gancel Approval button. If
this has happened, you must contact the approver and ask them to deny the request.

In the grade change submission form pop-up window, click Gancel Approval

Seq# G607 Boulder - ARSCU
*Subject: CUBLD ,2161 PSYC 2111 ,581(36458)
Priority: [3-Standard v] e e
Status: Pending Approver Status | Cancel Approval
Request ID: 676
Students for grade change
Reason: | W

After you cancel the submission, the Preview Approval and Submit buttons reappear.

Seq# {07 Boulder - ARSCU
*Subject: CUBLD 2161 PSYC 2111 ,551(36458)
Priority: [3-Standard V] Due Date: Bl
Status: Initial Preview Approval Submit
Request ID: 675
Students for grade change
Reason: | bl




Review Decision

Review the Approver's Decision

When the approver for the student's college, school or program submits their decision, you'll receive an
automatic email with a subject line that begins with "[Form Approval]."

Approved

If your request is approved, you'll receive an automatic email with a subject line that ends with "has been
Approved." You, the dean's office and the student will receive another email within 24 hours indicating the
new grade has posted to the student's record.

b [Form Approval] Form 605 (UCB_ARSCU) has been Approved
From ieptst@giepwapp02.qa.cu.edu Date Today 15:42

Form 605 (UCE_ARSCU) has been approved. Details are shown below:

Subject: CUBLD ,2161 ,PSY¥C ,1001 ,001{18996)
Priority: 3

Due Date:

Requester: TESTO00000

Click on the URL to access the form: https://ieptst.ga.cu.edu/psp/ieptsc/UCEZ/ENTE/c/MANAGE FORM. FORM ADD.GEL?Page=FORMsAction=UsSEQ NBR=603

{This message was automatically generated by Form and Approval Builder on 2016-12-29 at 15.42.11.000000. Please do not reply to this email.)

Click the link in the email to see the decision details in MyCUInfo.

o [Form Approval] Form 605 (UCB_ARSCU) has been Approved
From jeptst@qiepwapp02.ga.cu.edu Date Today 15:42

Form 605 (UCE_ARSCU) has been approved. Details are shown below:

Subject: CUBLD ,2161 ,PSYC ,1001 ,001(18996)
Priority: 3
Due Date:

Regquester: TESTO00000

Click on the URL to access the form: https://ieptst.ga.cu.edu/psp/ieptst/UCBZ/ENTP/c/MANAGE FORM.FORM ADD.GBL?Page=FORMsAction=UsSEQ NBER=605

{This message was automatically generated by Form and Approval Builder on 2016-12-29 at 15.42.11.000000. Please do not reply to this email.)

If the approver left a comment, click the arrow next to Gomments to see them.

Boulder - ARSCU

Subject CUBLD ,2161 ,PSYC ,1001 ,001(18996)

Review/Edit Approvers

Boulder - ARSCU: 607:Approved
1

Approved

Buffalo, Ralphie
v BLD ARSC GradeChange Approver
12/30/16 - 3:51 PM
i




Review Decision

To close the window, click OK.

Boulder - ARSCU

Subject CUBLD ,2161 ,PSYC ,1001 ,001(18996)
Review/Edit Approvers

Boulder - ARSCU: 607:Approved

Approved

Buffalo, Ralphie
¢ BLD ARSC GradeChange Approver
1203016 - 3:531 PM

Comments

Ralphie Buffalo at 12/30/16 - 3:51 PM
MNo concerns

If your request is denied, you'll receive an automatic email with a subject line that ends with "has been
Denied."

- [Form Approval] Form 606 (UCB_ARSCU) has been Denied
From jeptst@qiepwapp02.ga.cu.edu 2 Date Today 15:43

Form &06& (UCE_RRSCU) has been denied. Details are shown below:

Subject: CUBLD ,2161 ,PSYC ,1001 ,001(18996)
Priority: 3

Due Date:

Reguesater: TESTO00000

Click on the URL to access the form: https://ieptst.ga.cu.edu/psp/ieptst/UCEZ/ENTE/c/MANAGE FORM.FOBM ADD.GBL?Page=FOBMafction=UsSEQ NBR=606

{This message was autcmatically generated by Form and Approval Builder on 2016-12-29 at 15.43.13.000000. Please do not reply to this email.)

Click the link in the email to see the decision details in MyCUInfo.

- [Form Approval] Form 606 (UCB_ARSCU) has been Denied
From jeptst@qiepwapp02.ga.cu.edu 2 Date Today 15:43

Form 606 (UCE_ARSCU) has been denied. Details are shown below:

Subject: CUBLD ,2161 ,PSYC ,1001 ,001(18996)

Priority: 3

Due Date:

Reguesater: TESTO00000

Click on the URL to access the form: https://ieptst.ga.cu.edu/psp/ieptst/UCE2/ENTE/c/MANRGE FORM.FORM ADD.GBL?Page=FORMsAction=UsSEQ NBR=606

{This message was autcmatically generated by Form and Approval Builder on 2016-12-29 at 15.43.13.000000. Please do not reply to this email.

10



Review Decision

If the approver left a comment, click the arrow next to Gomments to see them.

Boulder - ARSCU

Subject CUBLD ,2161 ,PSYC 1001 ,001(15996)

Review/Edit Approvers

Boulder - ARSCU:607:Denied EViewHide Comments
1

Denied

0 Buffalo, Ralphie
BLD ARSC GradeChange Approver

2728(16 - 3.43 PM

To close the window, click OK.

Boulder - ARSCU

Subject CUBLD ,2161 ,PSYC 1001 ,001(13936)

Review/Edit Approvers

Boulder - ARSCU: 607 :Denied G viewHide Comments
1

Denied

@ Buffalo, Ralphie
BLD ARSC GradeChange Approver
12029116 - 3:43 PM

Comments

Ralphie Buffalo at 12/29/16 - 3:43 PM
Need additional information to approve

This grade-change request is now closed. If the approver's comment indicates the request should be
modified and resubmitted, you'll need to restart the grade-change process from the beginning.

11



Frequently Asked Questions

Frequently Asked Questions

When | clicked "Save," | got an error message saying | need to enter a
changed grade.

The grade you entered and the existing grade are the same. You'll need to click OK, change the *Grade Input
drop-down to the new grade, then click Save.

When I clicked "Save," | got an error message saying | need to enter a
comment.

You are required to enter a reason for the grade change in the Gomment field. You'll need to click OK, type the
reason for the change in the Gomment field, then click Save.

When | clicked "Save," nothing happened, and now the "Save" button
is grayed out.

Your browser's pop-up blocker probably blocked the next window in the process. Unfortunately, the grade-
change workflow for that student is now locked.

Recommend emailing the Office of the Registrar (registrar@colorado.edu) to alert them to the situation;
however, they won't be able to see the status of your request or modify it in any way until the nighly process
runs. The next business day, staff will run a report of pending grade-change requests and submit your request
on your behalf.

12



