
Note- Grade Changes are for- 
1. students who have been absent at the end of the grading period and have done make up work  
2. teacher errors 

 
 
Click on My Gradebook, select Grade Posting Status- select grading period you need to change 
 
 

 
 
Or you can open your gradebook and select the column for the grade term click the Options arrow and 
select Grade Posting Status for the Term you selected. 
 

 
 
 
Then select the class you have a grade change for- then click Request Grade Changes 
 

 
 

 



 
You need to put a reason for your grade change- be specific 
 

 
 
 
 
Your Gradebook will open up- go in and change the assignment grades you need to change. 
 

 
 
 
 
 
 
 
 
 
 

Click Yes 

when done 

 



 
 
THIS IS IF YOU NEED TO CHANGE AN INCOMPLETE!!!!!!!!!!!!!!!!!!!!!!!! 
 

 
 
 
Where you had put the INCOMPLETE, you need to use the drop down and change it to the Blank 
selection- then Click Save 

 

Click on the column of the TERM you 

need to change an Incomplete.  

Go to the options drop down menu 

and select Enter Term Grade 

Adjustments. 

 

 



 
Final Step- Must be done inorder for the Grade Change to work- Go back to your grade posting status- 
the first directions I gave you one this file- and CLICK COMPLETE GRADE CHANGES!! 
 

 
 
 
 
 
 
Click YES to proceed 
 
 

 
 
 
 
When you are finished make sure you email Tracy to tell her you did a grade change. 


