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When it is necessary to change a grade, changes can be made online up until the deadline.

Deadlines for Submission of a Revised Grade:

Fall term classes------------------------------------------------- February 1st

Winter and Regular term classes------------------------------- June 1st

May – June classes----------------------------------- ---------- August 1st

May – August classes------------------------------------------- October 1st

July – August classes-------------------------------------------- October 1st

After the deadline, with the approval of the appropriate Faculty or School, a grade change 
form should be submitted to the Registrar’s Office.

Grade Changes – Quick Reminders



Grade Changes 

Click on Grade Submission

Click on this Tab



Step 1

Click on Grade Changes



Step 2

Make sure the correct term is selected



Step 3

This error message indicates 
that submitted grades are pending
the RO process that inputs (“Rolls”) 

the grades onto the student’s record. If 
you have just submitted your final 
grades via the Grade Submission 

process, it will be 24 hours before the 
ability to change the grade becomes 

available. This is to protect data as it is 
applied to the student’s record.



Step 4

Once grades are available to be 
changed, the student list will no 
longer have an error message. 

You can then select a student by 
clicking their B00 Number.



Step 5

Click here to select the
new grade



Step 6

Click here to submit the 
new grade. Please note that 

once you click submit the 
grade will instantly update on 

the student’s record.
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If you have any questions about this     
process please do not hesitate to contact   
the Registrar’s Office at 902-494-2450
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