How to Request a Grade Change for a Closed Grading Period

When to use: This process would be used if you have added a grade to your grade book for a closed
grading period. Adding that grade will cause a grade difference from what was originally posted for the

report cardgrade. In order for the grade to be changed on the report card, a grade change request is
required.

1. Login to Skyward Gradebook.

2. Clickon My Gradebook
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6. Entera reason for the grade change request submission the click on the Yes button to proceed.
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Request Grade Changes
If you proceed, you will be allowed to modify your gradebook for the dosed grading period Report
Card 5 for course 5120 / 08,

ou wil be alowed to make changes from now until 10:59 AM. After that time, your request for
changes will be subrnitted for approval, If approved, they will then be posted to the Report Card.
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8. Select the Complete Grade Change Request button.
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9. Select the Yes button in order to proceed.

Zomplete Grade Changes
If you proceed, the termporary window for changes to this gradebook wil be closed.
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10. After the grade change request is completed, the campus principal needs to be informed so
she/he can approve the request.
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