
Process to Change Grades Using the Grade Change Work Flow 

 

Navigation:  ULINK>Faculty& Staff>Academics>Record Grades>Faculty Center   

 

1. Click on the Grade Roster 

Icon  next to the 
course that requires the 
grade change. 

 



 

2. This page will appear with 
a roster of your students. 

3. In the Grade Roster 
Action Box, the Approval 
Status shows where the 
grades are posted. 

4. Click on the Request 
Grade Change link. 

 



  

5. Review the University 
Grade Change Approval 
Process, then click on 
Grade Change Approval 
Request. 

 



 
 
 
Message catalog Number is 30000,41 

 

 

6. It will bring up a page that 
lists your students and 
each student will have a 
“Request Grade Change” 
button next to their 
record. 
 

7. Identify the student for 
whom you are requesting 
a grade change, then click 
on the Request Grade 
Change Button. 

 



 

8. Click on the down arrow 
next to “Type of Change” 
and select the 
appropriate type of grade 
change. 
 

 



 

9. Select the down arrow 
beside “New Grade” and 
select the appropriate 
grade. 

 

 



 

10. Once you have selected 
the grade type and the 
new grade, verify your 
information, then click on 
the Submit Button. 

 

 



 
You should receive a confirmation message:   

  

 

11. Process has been 
completed. 

 
 
 

 

 

 

 

12. If the student is not on 
your grade roster (maybe 
they were a late add to 
the course), go to Request 
Grade Change -- #4 above 
-- then click on 'Student 
Not On Roster' at the 
bottom of the page. 

 



 

13. Enter the Student's ID# in 
the Empl ID box.   

 



 

14. Hit 'tab' on your keyboard 
to verify the name is the 
correct student. 

 



 

15. You'll notice that the Type 
of Change automatically 
populates to 'Grade not 
on File'.   

16. Select the down arrow 
beside “New Grade” and 
select the appropriate 
grade. 

 

 



 

17. Once you have selected 
the grade type and the 
new grade, verify your 
information, then click on 
the Submit Button. 

 



 

18. Process has been 
completed. 

 

 

 

 


