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Request Grade Change

 

 

 

 

Tools 

Course Information: Fall 2016 

Course Number 

PSYC-1001-001 

For additional features, including: 
0 class search 

rades 

Course Title 

General Psychology 

Final Exam: 

Days 

MWF 

2016-12-13 

Time 

12:00 PM . 12:50 PM 

01 :30 PM - 04:00 PM 

MUEN E050 

MUEN E050 

A Questions about your course schedule? 
V Get help » 

Room 

Term: IFall 20 16 

Rosters 

[cl.ASS ROSTER) 

IPHOTO ROSTER ] 

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.

• Grades were miscalculated for a student.

• The wrong grade was entered on the original grade roster.

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 
If you're requesting a grade change from off campus, you must connect to the campus VPN to use the grade-
change workflow. If you're unable to make a secure connection, contact help@colorado.edu for technical 
assistance or registrar@colorado.edu for grading advice. 

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

https://oit.colorado.edu/services/network-internet-services/vpn
mailto:help%40colorado.edu?subject=
mailto:registrar%40colorado.edu?subject=
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Request Grade Change

Faculty Cent er 

My Schedule 

Fall 2016 I CU Boulder 

Select d isp lay option: @ Show All Classes Q S how En rolled Classes Only 

Icon l egend : ff'fi Claiss Roster ~ Grade Roster lg Leaming Management 

My Teaching Schedule> Spring 20_1_6~::-~t( B_~~-l_dt:_r 

& 
Class 
Rast e 

aass Title 

Ge nera I Psycho logy 
(Lectu re ) 

Enrolled Days & Times 

277 TuTh 11 : 00 AM - 12 : 1 5 PM 

Post 7 1 
Grade Roste r Action: 

Gra ding In fonna tion/Deadline 

I n,51:ructor Gra.d'e Access: 

Grades 

Display Options: * Approval ~I A_,p~p_r_ov_e_d _____ v~I Posted 

Grade Roster Type Fina l Status 

D Display Un assi gned Roste.r Grade On lyG.-a de 

T ile roster has been posted an d changes can only be made through the Grade Change Process . 

DROP DOWN GRADING ! BUBBLE GRADING! UPLOAD GRADES I 

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

' Please enter ~Ile Institution: I.._C_U_B_o_ul_d_er _______ v _,I 

"Please select worn lhe folllow:ing tem1: I Spring 201 6 UC Boulder 

"Please select worn lhe following cllass V 
~----------~ 

IJist: 

Please se'.lect student(s) to cllange or enter a late ,grade 

~_s_el_ec_t_Al_l_~I l~_D_e_se_le_c_t Al_ ! ~ Only show Selec ted 11 Reload Roster I [ Hide Graded Rows I 

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

Find the correct class, then click Grade Roster. 

Click Request Grade Change. 

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

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

Only show Selected I I Reload Roster I Hide Graded Rows I 

Select Name Official Grade 'Grade Input Comment Status 

~ . Sample Student 3 C 1c vi 
2 D Sample Student 4 p ID+ vi 
3 D Sample Student 5 D+ ID+ vi 
4 D Sample Student 6 w 

Please se lect studentfs) to change or enter a late grade 

I Hide Graded Rows I 

Select Empl lD Name Official Grade 'Grade Input Comment Status 

~ Sample Student 3 C 1c vi 
2 D Sample Student 4 p ID+ vi 
3 D Sample Student 5 D+ ID+ vi 
4 D Sample Student 6 w 

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

Only show Selected I Reload Roster I I Hide Graded Rows I 

Select Empl ID Name Official Grade 'Grade Input Comment Status 

~ 100934959 Sample Student 3 C IC- v 11 student submitted additional work that raised grade I In Review 

( l t@ Save · IE Notify I 

lns1rucl0r I t-'roxy 

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. 

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

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 Comment field 
(required), then click Save at the bottom of the page. 
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Request Grade Change

  

Seq#: 607 Boulder - ARSCU 

•subject: ICUBLD ,2161 ,PSYC ,2111 ,581 {36458) 

Priority: I 3-Standard v i Due Date: 

Status: Initial, Preview Approval I '-I __ s_u_b_m_it _ _, 

Request ID: 6751 

Students for grade change 

Reason: V 

CU_GRDCHANGE_REQUEST 

Download results in : Excel Spreadsheet CSV Text File XML Flle (1 kb) 

View All First 1-1 of 1 Last 

Seq 
Nbr ID First 

Name Last Institution Tenn c~:s Subject Catalog Section Career Grd 
Scheme 

Grade 
Base 

Original 
Grade 

607 Sample Student 3 CUBLD 2161 36458 PSYC 2111 581 

Changed 
Grade 

Chko11!stat Sub~rted Date of 
action 

Process 
Dt User Request 

ID 

C+ IR 

Seq#: 607 

•subject: 

Priority: 

Status: 

Request ID: 

Reason: 

M'ore Information: 

12/29/2016 TEST000000 

Boulder - ARSCU 

ICUBLD ,2161 ,PSYC ,2111 ,581 {36458) 

I 3-Standard 

Initial, Preview Approval 

675 

Students for grade change 

V 

Submit 

UGRD UGO LTR C 

to_charlA.OOMMENT S) 

student submitted additional work that raised 
grade 

Click "Submir to send your grade change request to the appropriate dean's office for approval. Enter any comments in this box. 

Save 

I ~ Return to Search I I ~ otify I 

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

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

You may ignore all other fields on this page. To finish, click Submit.
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Request Grade Change

Boullder - ARSCU 

Subject CUBLD ,2161 ,PSYC ,2111 ,581(36458) 

Review/Edit Approvers 

~ Boullder -ARSCU: 607:Pending 

Pending 
"' Multiple Approvers 
'I.J BLD ARSC Grad:eCl'lange Approver 

Boullder - ARSCU 

Subject CUBLD ,2161 ,PSYC ,2111 ,581(36458) 

Review/Edit Approvers 

~ Boullder -ARSCU: 607:Pending 

Pending 
"' Multiple Approvers 
'I.J BLD ARSC Grad:eCl'lange Approver 

J 

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 Cancel Approval button. 

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

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 OK. 
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Request Grade Change

 

 

 

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, 581 

Please se lect 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 

~Save 11:'2'.l otify I 

Instructor I Proxy 

I Instructor II Proxy I 

Sample Student 3 C B student submitted additional work that raised grade 

Request Seq Nbr: 607 

This is your on line 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, 581 

Status 

In Review 

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

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

• the grade entry page, 

• the submission page and, 

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

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

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. 
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Cancel Request

Seq#: 607 Boulder - ARSCU 

• subject: ICUBLD ,2161 ,PSYC ,2111 ,581(36458) 

Priority: I 3-Stand ard 

Status: Pending Approver Status Cancel Approval 

Request ID: 6761 

Students for grade change 

Reason: V 

Seq#: 607 Boulder - ARSCU 

• subject: ICUBLD ,2161 ,PSYC ,2111 ,581(36458) 

Priority: I 3-Stand ard v i Due Date: ~ __ ___,G 

Status: Initial Preview Approval I '-I __ s_ub_m_it _ _, 

Request ID: 6751 

Students for grade change 

Reason: V 

Cancel a Request
 
NOTE: Once you close the grade change submission form, you lose access to the Cancel 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 Cancel Approval 

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

[Form Approva l] Form 605 (UCB_ARSCU) has been Approved 

From ieptst@qiepwapp02.qa.cu.edu ,1,.+ Date Today 15:42 

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

Subject : CUilLD ,2 1 61 ,PSYC ,1001 , 001(18996) 
Priority : 3 
Due Date: 
Requester : TESTOOOOOO 

Click on the URL to access the form: https : // ieptst . qa.cu. edu/ psp/ i eptst / UCB2/E.NTP / c / MANAGE FORM.FORM ADD . GBL?Page=FORM&Action=U&SEQ NBR=605 

(This message was automatically generated by Form and Approval Bui lder on 2016- 12- 29 at 15.42 . 11 . 000000 . Please do not reply t o this emai l . ) 

[Form Approval] Form 605 (UCB_ARSCU) has been Approved 

From ieptst@qiepwapp02.qa.cu.edu J...+ Date Today 15:42 

Form 605 (UCB_ARSCU) has been approv ed. Details are shown below: 

Subject: CUBLD , 2161 , PSYC , 1001 , 001 (18996) 
Priorit y : 3 
Due Date : 
Requester : TESTOOOOOO 

Click on the URL to access the form: https : / / :.epts:. . qa . cu . edu / psp / i epts:. / UC32 / E.KTP / c / MANF.G~ ? O?J·L FORM .!OD.GBL?Page=FOR..1'.1&Action=U&S~Q N3:l=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 emai l. ) 

Boulder - ARSCU 

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

Review/Edit Approvers I 
Boulder -ARSCU : 607:Approved 

1 

Approved -
Buffalo , Ralphie 

.; BLD ARSC GradeChange Approver 
12130/16 - 3 51 PM 

if4 ~ Comments J 

f 6K l L---' 

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. 

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

If the approver left a comment, click the arrow next to Comments to see them. 
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Review Decision

Boulder - ARSCU 

Subject CUBLD ,2161 ,PSYC ,1001 ,001 (1 8996) 

Review/Edit Approvers 

Boulder -ARSCU : 607:Approved 

Approved -
Buffalo, Ralphie 

.,; BLD ARSC GradeChange Approve r 
12130116 - 351 PM 

Comments 

Ralphie Buffalo at 12/30/16 - 3:51 PM 
No concerns 

[Form Approval] Form 606 (UCB_ ARSCU) has been Denied 
From ieptst@qiepwapp02.qa .cu.edu ,J.+ Dat e Today 15:43 

Form 60 6 (UCB_ARSCU) ha s b een denied. Details are shown below : 

Subject: CUBLD , 2161 , PSYC , 1001 , 001 (18996) 
Priority : 3 
Due Date: 
Requester : TEST000000 

Click on the URL to access the form: https: //ieptst . qa . cu.edu/ psp/ ieptst / UCB2/ ENTP / c / MANAGE FORM.FORM ADD . GBL?Page=fORM&Action=U&SE NBR= 606 

(This message was automatically generated by Form and Approval Builder on 201 6-12-29 at 15. 43 .18. 000000 . Pl ease do not reply to this emai l. ) 

[Form Approval] Form 606 (UCB_ARSCU) has been Denied 

From ieptst@qiepwapp02.qa.cu.edu J..+ Dat e Today 15:43 

Form 60 6 (UCB_ARSCU) has been denied. Detail::1 are shown below: 

Subject : CUBLD , 21 61 , PSYC , 1001 , 001 (18996 ) 
Priority : 3 
Due Date : 
Requester : TEST000000 

Click on the URL to access the form: 

(This message was automatically ge ne rated by Form and Approval Builder on 201 6- 12 - 29 a t 15 . 43 .1:9 . 000000 . Please do not reply to this email. ) 

To close the window, click OK.
	

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

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

Boulder - ARSCU 

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

Review/Edit Approvers 

r
1

..,. Boulder -ARSCU:607:Denied 

Denied 
~ Buffalo, Ralphie I IU BLD ARSC GradeChange Approver 

12129116 - 3:43 PM 

~ Comments 

Boulder - ARSCU 

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

Review/Edit Approvers 

~..,. Boulder -ARSCU:607:Denied 

Denied 

0 Buffalo, Ralphie 
BLD ARSC GradeChange Approver 
12129116 - 3:43 PM 

""" Comments 
Ralphie Buffalo at 12129116 - 3:43 PM 
Need additional information to approve 

(;)View/Hide Comments 

(;)View/Hide Comments 

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

To close the window, click OK.
	

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. 
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Frequently Asked Questions

 

Frequently Asked Questions
	

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

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

When I 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. 

mailto:registrar%40colorado.edu?subject=Grade-Change%20Request%20Locked%20%28Pop-up%20Blocker%29
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